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WordPerfect Software

WordPerfect word processing software is also available for the following 
computers and operating systems:

• Amiga computers
• Apple Ile/IIc and IIGS computers
• Atari ST computers
• Data General AOS/VS systems
• IBM PC (and most compatibles)
• IBM Personal System/2 (running DOS or OS/2)
• IBM 370 MVS or VM operating systems
• Macintosh computers
• NeXT workstations
• UNIX-based systems and workstations
• VMS Systems

Versions of WordPerfect are also available in selected languages. Contact your 
dealer or local WordPerfect Corporation International Affiliate Office, or the 
International Division of WordPerfect Corporation, for more information.
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International WordPerfect Offices

If you purchased this product within the U.S. or Canada and want to register 
your license outside the U.S. and Canada with the WordPerfect Corporation 
International Affiliate Office in your area, entitling you to local customer support 
and update notices, you will be charged a maximum of 25% of the local retail 
price.

Australia (Also covers New Guinea)
WordPerfect Pacific, Regional Office
Building 2
25 Sirius Road
Lane Cove NSW 2066
Australia

Tel: (61 2) 415 5222 
Fax: (61 2) 418 7505

Belgium (Also covers Luxembourg)
WordPerfect Belgium 
Manhattan Office Tower 
Bolwerklaan 21 b 9 
Avenue du Boulevard 21 bte 9 
1210 Brussels 
Belgium

Tel: (32 2) 217 48 54 
Fax: (32 2) 218 83 53

Brazil
WordPerfect Brasil 
R. Dr. Luiz Migliano 
1110, Conj. 601/602 
05711 - Sao Paulo - SP 
Brazil

Tel: (55 11) 844 4938 
Fax: (55 11) 844 4257

Chile
WordPerfect Chile
Avda. Pedro de Valdivia 176
Providencia
Santiago
Chile

Tel: (56 2) 233 6898 
Fax: (56 2) 233 2611

Denmark
WordPerfect Danmark 
Helsingprsgade 52 
3400 Hillerpd 
Denmark

Tel: (45) 42 251199 
Fax: (45) 42 250058

Europe
WordPerfect Europe, Regional Office 
Barbizonlaan 25 
2908 MB Cappelle a/d IJssel 
The Netherlands

Tel: (31) 10 40 70 100 
Fax: (31) 10 45 66 255

Finland
WordPerfect Finland 
Sinikalliontie 5 
02630 Espoo 
Finland

Tel: (358 0) 502 721 
Fax: (358 0) 502 7299

France
WordPerfect France 
Les Fjords, Immeuble le Nobel 
19, avenue de la Norvege 
Z.A. de Courtaboeuf 
B.P. 353
91959 Les ULIS cedex 
France

Tel: (33 1) 69 29 10 10 
Fax: (33 1) 69 29 01 10
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Germany (Also covers Austria)
WordPerfect Software GmbH 
Frankfurter StraBe 21-25 
6236 Eschborn 
Germany

Netherlands
WordPerfect Nederland 
Barbizonlaan 25 
2908 MB Capelle a/d IJssel 
The Netherlands

Tel: (49 6196) 9 04 01 
Fax: (49 6196) 4 60 03

Tel: (31) 10 40 70 100 
Fax: (31) 10 45 66 255

Italy
WordPerfect Italia 
Corso Sempione, 2 
20154 Milano 
Italy

Norway
WordPerfect Scandinavia-Norway 
Postboks 6779 Rodelpkka 
0503 Oslo 5 
Norway

Tel: (39 2) 3310 6200 
Fax: (39 2) 3310 6190

Tel: (47 2) 37 70 52 
Fax: (47 2) 37 14 61

Japan
WordPerfect Japan 
Kawakami Biru 4F 
2-6-11 Ebisu Nishi 
Shibuya-ku, Tokyo 150 
Japan

Spain (Also covers Portugal)
WordPerfect Iberica Sucursal Espana 
Dr. Joaquin Albarran, 13-15 
08034 Barcelona 
Spain

Tel: (34 3) 280 00 20
Tel: (81 3) 3780 0515 
Fax: (81 3) 5489 7349

Fax: (34 3) 280 60 75

Sweden
Latin America
WordPerfect America Latina, 
Regional Office 
1555 North Technology Way 
Orem, Utah 84057 
U.S.A.

WordPerfect Scandinavia-Sweden 
Box 2063
172 02 Sundbyberg 
Sweden

Tel: (46 8) 733 03 20 
Fax: (46 8) 733 42 96

Tel: (801) 228-4217 
Fax: (801) 222-4277 Switzerland

WordPerfect Switzerland
Mlexico
WordPerfect Mexico 
Rio de la Plata #32 
Colonia Cuauhtemoc 
Mexico D.F. 06500 
Mexico

Gewerbestrasse 16 
3065 Bolligen

Tel: (41 31) 38 07 70 
Fax: (41 31) 38 04 82

Tel: (52 5) 286 5680 
Fax: (52 5) 286 5630
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United Kingdom
WordPerfect U.K., Regional Office 
Unit 9
Weybridge Business Park 
Addlestone Road 
Weybridge 
KT15 2UU 
United Kingdom

Tel: (44 932) 850500 
Fax: (44 932) 843497
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International Distributor Offices

Argentina
SoftMart 
Florida 686 
3 Piso, Dept. B 
1005 Buenos Aires 
Argentina

Tel: (54 1) 322 3828 
Fax: (54 1) 322 4617

Egypt
Phoenix
P.O. Box 92
11341 Heliopolis
Cairo
Egypt

Tel: (20 2) 341 4739 
Fax: (20 2) 341 4738

Caribbean Greece (Also covers Cyprus)
MERISEL/IMS M-Data
8216 N.W. 14 Street Sygrou Ave 314
Miami, Florida 33126 Kallithea
U.S.A. 176 73 Athens

Tel: (305) 477-0777 
Fax: (305) 477-0770

Greece

Tel: (30 1) 9590631

Central America
MERISEL/IMS

Fax: (30 1) 9515356 

Hong Kong (Also covers Taiwan)
8216 N.W. 14 Street SIS International Ltd.
Miami, Florida 33126 1903-4, 19/F Westlands Centre
U.S.A. 20 Westlands Road

Tel: (305) 477-0777
Quarry Bay 
Hong Kong

Fax: (305) 477-0770 

Colombia
Tel: (852 5) 65 1682
Fax: (852 5) 62 7428

L.A.S.C.
Carrera 18 No. 79-37 Hungary
A.A. 8692 Bogota Miiszertechnika
Colombia 1108 Budapest

Tel: (57 1) 218 4511
Venyige u. 3 
Hungary

Fax: (57 1) 611 0151 

Czechoslovakia
Tel: (36 1) 1476 590 
Fax: (36 1) 1570 418

DCC (CSFR) spol s.r.o. 
Anglicka 19 Iceland
120 00 Prague 2 Einar J. Skulason hf.
Czechoslovakia P.O. Box 8324

Tel: (42 2) 250 778
128 Reykjavik 
Iceland

Fax: (42 2) 256 723
Tel: (354 1) 68 69 33 
Fax: (354 1) 68 84 87
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India
F’ertech Computers Limited 
E-46/10
Okhla Industrial Area Phase II
New Delhi 110020
India

Tel: (91 11) 683 7379 
Fax: (91 11) 684 1860

Indonesia
PT. SiStech Kharisma
Jl. Ir.H. Juanda IV No. 3 B-C
Jakarta 10120
Indonesia

Tel: (62 21) 380 7641 
Fax: (62 21) 380 7640

Israel
Aztek Systems Ltd.
7 Derech Hashalom 
PO.B. 36528 
61364 Tel Aviv, Israel

Tel: (972 3) 695 2406 
Fax: (972 3) 691 8771

Kenya
SYSCOM (Kenya Ltd.)
P.O. Box 18523 
Rank Xerox House 
Westlands, Nairobi 
Kenya

Tel: (254 2) 741 735 
Fax: (254 2) 545 815

Korea
AIT Korea (Applied Innovative 
Technology)
Seocho-Ku Seocho 3 Dong 1579-4 
Jinsol Building 2 FI.
Seoul, 137-073 
Korea

Tel: (82 2) 522-1491
Fax: (82 2) 522-1495
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PDX Computers Sdn. Bhd.
20th Floor, Block A, Faber Tower
Jalan Desa Bahagia
Taman Desa, Off Jalan Klang Lama
581000 Kuala Lumpur
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P.O. Box 65
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New Caledonia
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The Number One Software Company
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New Zealand
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Nigeria
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Developer’s Toolkit

WordPerfect Corporation offers a Developer’s Toolkit for third-party developers 
who are creating products that will interact with WordPerfect. The Developer’s 
Toolkit contains documentation and diskettes that help create interactive 
applications.

The toolkit is intended for experienced programmers. Novice programmers will 
probably not understand much of the toolkit’s documentation or how to use the 
files on diskette.

To order the Developer's Toolkit, or to find out more about it, call WordPerfect 
Corporation's Information/Orders number: (801) 225-5000.
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The Basics

This section will introduce you to WordPerfect and some of its basic functions 
and features. If you are new to WordPerfect, it will be to your advantage to take 
a few minutes to read through this section before you move on. If you are 
already familiar with WordPerfect, you may want to glance through this section 
as an introduction to some of the newer features that WordPerfect 5.1 has to 
offer.

Registration Before you move on, take a moment to fill out and send in the Customer 
Registration card that came in your WordPerfect media box. Registering will 
make sure that you stay informed of the latest releases, and entitles you to 
receive WordPerfect Corporation’s quarterly newsletter, WordPerfect Report.
Keep the upper portion of the form with your manual for quick reference to your 
license number. If you are an upgrade customer, you will want to use the 
license number from your previous version of WordPerfect. You need your 
license number to receive interim releases and updated program diskettes.

Installation Included in your package is the WordPerfect Installation Program, which guides 
you step-by-step through the WordPerfect installation process.

To install all o f the WordPerfect files, your computer must have at least 4.5 megabytes of 
hard disk space.

Below are two sections to help you during installation. In Program Installation, 
we walk you through installing the WordPerfect 5.1 programs. You can also 
install your printer files at this time. The Printer Installation  section is provided 
if you need to install printer files after your original program installation.

Program Installation
This section describes how to install your original WordPerfect 5.1 program files 
or how to install updated files.

Before you can install program files, you must find the diskette labeled 
Insta ll/L earn /U tilities 1 (printed in large letters) that you most recently received. 
If the only Insta ll/L earn /U tilities  I diskette you have is the one that came in 
your original WordPerfect 5.1 package, find that diskette before moving on to 
the steps below.

To install program files,

1 Exit or quit all programs and go to a DOS prompt (for example, C » .

2 Insert the Install/Learn/Utilities 1 diskette into drive A.

3 From the DOS prompt, type a:in sta ll and press E nte r.

4 Answer the on-screen prompts until the Installation menu appears.
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This section will introduce you to WordPerfect and some of its basic functions 
and features. If you are new to WordPerfect, it will be to your advantage to take 
a few minutes to read through this section before you move on. If you are 
already familiar with WordPerfect. you may want to glance through this section 
as an introduction to some of the newer features that WordPerfect 5.1 has to 
offer. 

Before you move on, take a moment to fill out and send in the Customer 
Registration card that came in your WordPerfect media box. Registering will 
make sure that you stay informed of the latest releases. and entitles you to 
receive WordPerfect Corporation· s quarterly newsletter. WordPerfect Report. 
Keep the upper portion of the form with your manual for quick reference to your 
license number. If you are an upgrade customer, you will want to use the 
license number from your previous version of WordPerfect. You need your 
license number to receive interim releases and updated program diskettes. 

Included in your package is the WordPerfect Installation Program. which guides 
you step-by-step through the WordPerfect installation process. 

To install all of the WordPerfect files. your comp111er m11It have ar leas/ 4.5 megabwes of 
hard disk space. 

Below are two sections to help you during installation. In Program Installation, 
we walk you through installing the WordPerfect 5.1 programs. You can also 
install your printer tiles at this time. The Printer !11stallatio11 section is provided 
if you need to install printer files after your original program installation. 

Program Installation 
This section describes how to install your original WordPerfect 5.1 program files 
or how to install updated files. 

Before you can install program files, you must find the diskette labeled 
Install/Learn/Utilities 1 (printed in large letters) that you most recently received. 
If the only Install/Learn/Utilities I diskette you have is the one that came in 
your original WordPerfect 5.1 package. find that diskette before moving on to 
the steps below. 

To install program tiles, 

Exit or quit all programs and go to a DOS prompt (for example, C> ). 

2 Insert the Install/Learn/Utilities I diskette into drive A. 

3 From the DOS prompt, type a:install and press Enter. 

4 Answer the on-screen prompts until the Installation menu appears. 
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5 Select Basic (1) for first-time installation. Follow the on-screen prompts for 
the remainder of installation.

or

Select Update (5), then continue the steps listed below.

Perform Step 6 for the source drive (the drive from which you are copying the 
new program files) and the destination drive (the drive to which you are copying 
the new program files).

6 If the name of the drive is correct, press Enter. 

or

Change the name of the source drive (or the destination drive).

The Install: Update screen appears.

7 Select the type of files you want to install. For example, select Program (1) 
to install the WordPerfect Program.

8 Answer the prompts on the screen while providing directory or drive names 
and pressing Enter.

When WordPerfect asks you to insert a master diskette, "master” refers to the 
diskettes that came with your WordPerfect 5.1 package.

9 Repeat steps 7 and 8 until you have installed all the files you want.

10 When you are finished, select Exit (7) to exit the Installation program.

Your program files are now installed and ready to use.

Printer Installation
Before you can install printer files, you must find the diskette labeled 
Install/Learn/Utilities 1 (printed in large letters) that you most recently received. 
If the only Install/Learn/Utilities 1 diskette you have is the one that came in 
your original WordPerfect 5.1 package, find that diskette before moving on to 
the steps below.

If you are adding a printer not currently displayed on the Print: Select Printer 
(Shift-F7,s) list or under the Select Additional Printers (Shift-F7,s,2) option, you 
will need to find the diskettes labeled Printer 1-4 and follow the instructions 
below (see Printer, Select in Reference).

Important: I f  you installed your printer files during program installation, you do not 
need to install the printer files now, unless you are updating them.

To install printer files,

1 Exit or quit all programs and go to a DOS prompt (for example, C>).

2 Insert the Install/Learn/Utilities 1 diskette into drive A.

3 From the DOS prompt, type a:install and press Enter.
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5 Select Basic (I) for first-time installation. Follow the on-screen prompts for 
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need to install the printer files now, unless you are updating them. 

To install printer files. 

1 Exit or quit all programs and go to a DOS prompt (for example, C>). 

2 Insert the Install/Learn/Utilities I diskette into drive A. 

3 From the DOS prompt. type a:install and press Enter. 



The Template

4 Answer the on-screen prompts until the Installation menu appears.

5 Select Printer (4).

6 If the Printer 1 diskette came with your package, insert it into drive A and 
press Enter.

or

If you received a Printer diskette numbered 5 or greater, insert it into drive A 
and press Enter.

A list of printers appears along with several instructions.

7 If you don't see your printer listed, press Page Down (PgDn) until the name 
of your printer appears on the list. The numbers next to the printer names 
do not change when you press Page Down.

8 Type the number that is next to the name of the printer you want to install, 
press Enter, then follow the on-screen prompts until the words “Helps and 
Hints” appear at the top of the screen.

The Helps and Hints screen contains information pertaining to your printer. Also 
read your printer manual for information regarding printer setup, dip switch or 
menu settings, cartridge installation, etc.

9 Press any key to exit and complete the printer installation.

10 Start WordPerfect the way you normally do.

11 Press Print (Shift-F7) to display the Print menu. Choose Select Printer (s) 
to display the Print: Select Printer screen.

12 Highlight the printer that you just installed and press Enter to select the new 
printer.

Your printer files are now installed, selected, and ready to use.

If all journeys begin with a simple first step, your experience with WordPerfect 
should begin with the template, a WordPerfect menu of feature options.

In your WordPerfect package, you received a color-coded template designed to 
fit over the function keys on your keyboard. This template corresponds to the
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6 If the Printer I diskette came with your package, insert it into drive A and 
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Hints" appear at the top of the screen. 

The Helps and Hints screen contains information pertaining to your printer. Also 
read your printer manual for information regarding printer setup, dip switch or 
menu settings, cartridge installation. etc. 

9 Press any key to exit and complete the printer installation. 

10 Start WordPerfect the way you normally do. 

11 Press Print (Shift-F7) to display the Print menu. Choose Select Printer (s) 
to display the Print: Select Printer screen. 

12 Highlight the printer that you just installed and press Enter to select the new 
printer. 

Your printer files are now installed, selected, and ready to use. 

If all journeys begin with a simple first step. your experience with WordPerfect 
should begin with the template, a WordPerfect menu of feature options. 

In your WordPerfect package, you received a color-coded template designed to 
fit over the function keys on your keyboard. This template corresponds to the 
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enhanced IBM keyboard. Place the template on your keyboard as shown in the 
photograph below.

A  FUNCTION KEYS

Start WordPerfect

The different colors are your guide to using the WordPerfect function keys. 

The color key means you should press the following key(s):

Black Press the function key 

Green Hold down Shift and press the function key 

Blue Hold down Alt and press the function key

Red Hold down Ctrl and press the function key

Example: To Center, which is printed in green on the template, you would
h o ld  d o w n  th e  S h ift  k e y  an d  p re s s  F 6 .

If the template does not Jit your keyboard, an address is provided for requesting a new 
template in the Getting Help section immediately following this section.

To remind you which key corresponds with each color, colored stickers called 
keycals have been provided in your package. You can, if you wish, peel the 
key cals from their backing and place them on the corresponding keys 
(Shift=Green, Alt=Blue, Ctrl=Red) on your keyboard.

Once WordPerfect has been installed on your computer, you're ready to start the 
program. If you're a new user, some things will take some getting used to, but 
once you’re familiar with the WordPerfect basics, the rest will fall into place.

Any time you are asked to Enter something throughout the documentation, simply type the 
required information and press Enter.

Hard Disk
To start WordPerfect on a computer with a hard disk, 

1 Turn on your computer and start DOS.
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enhanced IBM keyboard. Place the template on your keyboard as shown in the 
photograph below. 

The different colors are your guide to using the WordPerfect function keys. 

The color key means you should press the following key(s): 

Black Press the function key 

Green Hold down Shift and press the function key 

Blue Hold down Alt and press the function key 

Red Hold down Ctrl and press the function key 

Example: To Center. which is printed in green on the template. you would 
hold down the Shift key :.ind press F6. 

If the template does 1101 fit wur kn-board. an address is prm-icled fiir request ill!; a new 
template in the Getting Help section immediatelv fullowinR this sl:'Ction. 

To remind you which key con-esponds with each color, colored stickers called 
keycals have been provided in your package. You can. if you wish. peel the 
keycals from their backing and place them on the corresponding keys 
(Shift=Green. Alt=Blue. Ctrl=Red) on your keyboard. 

Once WordPerfect has been installed on your computer. you're ready to start the 
program. If you·re a new user. some things will take some getting used to, but 
once you ' re familiar with the WordPerfect basics. the rest will fall into place. 

Any time vou are asked TO Enter somethinR 1hrouRho111 !he doc11menw1ion. simplv tYpl:' !he 
required infimnation and press Enter. 

Hard Disk 
To start WordPerfect on a computer with a hard disk. 

1 Turn on your computer and start DOS. 



In most cases, the Disk Operating System (DOS) starts automatically when you turn on 
your computer. DOS is software that helps your computer communicate with 
WordPerfect. DOS must he started before any other program can he used, including 
WordPerfect. If you need further information, please see DOS and WordPerfect in 
Reference and refer to your DOS manual.

2 At the DOS prompt, enter cd\wp51 (or, if your WP.EXE file is located in a 
directory other than WP51, enter the name of that directory after the 
backslash).

WP.EXE is a file that helps you to start WordPerfect. You start WordPerfect from the 
directory that contains WP.EXE. In most cases, the Installation Program will have 
copied WP.EXE to a directory called WP5I, so you would t\pe cd\wp51 and then press 
Enter. WP.EXE will he used every time you start WordPerfect and should not he deleted.

3 Enter wp

Remember, when you see Enter, type the required information fin this case wp) and then 
press Enter.

Two Disk Drives
To run WordPerfect 5.1 on a two disk drive system, it is necessary that each o f vour 
drives be at least 720K or larger. If you are not sure whether your drives are at least 
720K, please refer to your computer manual or contact your dealer.

To start WordPerfect on a computer with a two disk drive system,

1 Start DOS. (See the paragraph on DOS in the Hard Disk section above.)

2 Insert the WordPerfect 1 diskette into drive A.

3 Insert the diskette on which you want to store your files into drive B.
4 Enter b: to change the default drive to B.

5 Enter a:wp to start WordPerfect.

6 When prompted, replace the WordPerfect 1 diskette with the WordPerfect 2 
diskette.
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Start DOS. (See the paragraph on DOS in the Hard Disk section above.) 

2 Insert the WordPerfect I diskette into drive A. 

3 Insert the diskette on which you want to store your files into drive 8. 
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5 Enter a:wp to start WordPerfect. 

6 When prompted, replace the WordPerfect I diskette with the WordPerfect 2 
diskette. 
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Clean Screen

A CURSOR 
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A DOCUMENT 
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Keys to Know

Starting WordPerfect is like rolling a clean sheet of paper into a typewriter.
When you begin a new document, WordPerfect gives you a clean screen to work 
from, which will be referred to throughout the documentation as the editing 
screen or the normal editing screen.

<
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A  A  A  A

The dash near the top of your screen is the cursor. It points to your current 
position on the screen. The status line at the bottom of the screen displays the 
position of the cursor as well as messages and warnings. When you save a 
document, the status line can also display the filename of that document for as 
long as you continue to work on it. (See Display Setup in Reference.)

Initial (defau lt) form ats, such  as m argins, tabs, and lin e  sp acing , have already- 
been set for you. You can, however, change them at any time and as many 
times as you like throughout a document (see Appendix G: Initial Settings for a 
complete list of initial form at settings).

Before you begin experimenting, you’ll need to know where to look for help in 
case you get lost or make a mistake. WordPerfect is a remarkably forgiving 
program; here are a few keys to remember in case you need them.

Backspace
The Backspace key is used to erase mistakes as you type. It erases characters to 
the immediate left of the cursor.

Cancel
This key (FI) backs you out of features that display a message on the status line, 
such as Block, Exit, and Retrieve, as well as backs you out of any menu.
Cancel can also be used to restore text that has been erased by any of the delete 
keys.
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Starting WordPerfect is like rolling a clean sheet of paper into a typewriter. 
When you begin a new document, WordPerfect gives you a clean screen to work 
from, which will be referred to throughout the documentation as the editing 
screen or the normal editing screen . 
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The dash near the top of your screen is the cursor. It points to your current 
position on the screen. The status line at the bottom of the screen displays the 
position of the cursor as well as messages and warnings. When you save a 
document, the status line can also display the filename of that document for as 
long as you continue to work on it. (See Display Setup in Reference.) 

Inilial (defaul! ) formats, s uch as margins, tc1bs, and line spacing, have already 

been set for you. You can, however, change them at any time and as many 
times as you like throughout a document (see Appendix G: Initial Settings for a 
complete list of initial format settings). 

Before you begin experimenting, you'll need to know where to look for help in 
case you get lost or make a mistake. WordPerfect is a remarkably forgiving 
program; here are a few keys to remember in case you need them. 

Backspace 
The Backspace key is used to erase mistakes as you type. It erases characters to 
the immediate left of the cursor. 

Cancel 
This key (Fl) backs you out of features that display a message on the status line, 
such as Block, Exit, and Retrieve, as well as backs you out of any menu. 
Cancel can also be used to restore text that has been erased by any of the delete 
keys. 



Function Keys

Delete
The Delete key (Del) deletes text at the cursor position.

Help
Pressing Help (F3) displays on-screen information about any WordPerfect feature 
you are currently using. You can also use this feature to display the 
WordPerfect template and/or a list of features that begin with a particular letter. 
Pressing Enter or the Space Bar will exit you out of help. (See Help in 
Reference for more information.)

Num Lock
When Num Lock is on, you can use the keypad to type numbers. When Num 
Lock is off, the keypad gives you cursor control.

To prevent confusion between the number and cursor movement functions of the 
keypad, WordPerfect warns you if Num Lock is on. When you begin a new 
WordPerfect document, the “Pos” message at the bottom of the screen flashes if 
Num Lock is on. As soon as you display a menu or press Enter, the blinking 
stops, even though Num Lock is still on. The blinking will also stop if you turn 
Num Lock off by pressing that key.

Function keys provide one gateway to WordPerfect features. Throughout this 
manual and the WordPerfect Workbook, you will often see key names. The 
guide to using these keys is simple:

• If a key name appears by itself (F8), press the key.

• When the key names are separated by a hyphen (Shift-F8), hold down the 
first key while you press the second key.

• If the key names are separated by a comma (Shift-F8,l), complete the first 
sequence (Shift-F8), release the keys, then press the second key (1).

Function keys work in different ways, and present you with different responses. 
Below are a few examples:

Feature Function Key How it Works

Bold F6 Turns the feature either on or off

Print Shift-F7 Presents a menu of options

Center Shift-F6 Begins a feature that is ended when Enter 
is pressed

Save F10 Requires entry of a filename

The examples above refer to the original keyboard assignments. You can, if you 
want to, change these assignments to suit your needs. For example, the Help 
feature is currently assigned to the F3 function key. You could change the 
assignment so that Help would be assigned to the FI function key. For further 
information on keyboard assignments, see Keyboard Layout in Reference.
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Below are a few examples: 

Feature Function Key How it Works 

Bold F6 Turns the feature either on or off 

Print Shift-F7 Presents a menu of options 

Center Shift-F6 Begins a feature that is ended when Enter 
is pressed 

Save FIO Requires entry of a filename 

The examples above refer to the original keyboard assignments. You can, if you 
want to, change these assignments to suit your needs. For example, the Help 
feature is currently assigned to the F3 function key. You could change the 
assignment so that Help would be assigned to the Fl function key. For further 
information on keyboard assignments, see Keyboard Layout in Reference. 
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Pull-Down Menus

For more information about simply assigning Help to FI, Cancel to Escape, and Repeat 
Value to F3, see Alternate Keyboard under Environment Setup in Reference.

In addition to the function keys, there is another way you can select WordPerfect
features: Pull-Down Menus.

3*13 Edit Search Layout Mark Tools Font Graphics Help

D ac  1 Pg 1 L n  1 "  P o s  1"

You can turn on the pull-down menus by holding down the Alt key and pressing 
the equal sign key (=) (Alt-=). The pull-down menu titles will appear in a bar at 
the top of the screen. (You can turn off pull-down menus by holding down the 
Alt key and pressing the equal sign key (=) again.) You can also set up the Alt 
key so it will display the pull-down menu bar by pressing it alone (see Menu 
Options in Reference).

In WordPerfect, you can select features in the pull-down menus by using the 
arrow keys (T,i,->,<-) and pressing Enter, or by using a mouse, if you have one 
connected to your computer. You can also select these features by typing the 
mnemonic letter that is highlighted in the feature name (e.g., S for Save). The 
pull-down menus can also be turned on and off by clicking the right-most button 
on the mouse.

I f you don’t have a mouse connected to your computer and set up to run with 
WordPerfect, the mouse pointer ( | )  will not appear. See Mouse Setup and Mouse 
Support in Reference for further information.

If you prefer to use the pull-down menus, look for this symbol in the steps: 13. 
Throughout the documentation, this symbol will be followed by the name of the 
pull-down menu where you can find the feature.

Example:
3  Select Setup from the File menu.
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Menu Options Earlier in this section, when you were introduced to function keys, you learned 
that some features, such as Print (Shift-F7), present you with a menu of options.

Print

1 - Full Document
2 - Page
3 - Document on Disk
4 - Control Printer
5 - Multiple Pages
6 - View Document
7 - Initialize Printer

Options
S - Select Printer standard Printer 
B - Binding Offset 0"
N - Number of Copies 1 
U - Multiple Copies Generated by WordPerfect 
G - Graphics Quality Medium 
T - Text Quality High

Selection: 0

Whenever you are presented with one of these menus, there are three ways that 
you can select an option:

• Type the option number, such as (1) for Full Document. (Use the numbers 
at the top of the keyboard as opposed to those on the number pad.)

• Type the mnemonic letter that is highlighted in the option name (e.g., F for 
Full Document).

• Position your mouse pointer on the option and click the left mouse button.

Codes Codes are commands that tell WordPerfect and your printer what to do.
Whenever you use a feature such as Block or Underline, WordPerfect inserts 
these hidden commands into your document. You can examine these codes in 
the Reveal Codes (Alt-F3) screen. For information, see Appendix C: Codes for a 
list of all codes, in addition to Reveal Codes and Delete Codes in Reference.

Exit WordPerfect When you finish using WordPerfect, you must exit before turning off the 
computer.

1 Press Exit (F7) to begin exiting WordPerfect.

CB Select Exit from the File menu.

2 Press y to save the document, then enter a filename. 

or

Press n to continue exiting without saving the document.

3 Press y to exit WordPerfect.

There are several saving options. For further information, see Save in Reference.
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Getting Help

If you have problems as you work with WordPerfect, help is available from 
several sources.

Help Feature The Help feature (F3) displays on-screen information about any feature you are 
currently using. For more information, see Keys to Know in The Basics section 
of Getting Started and Help in Reference.

Reference Manual This manual contains an alphabetical list of WordPerfect features, describing 
how each feature works. Each section contains steps and information pertaining 
to individual features, as well as more detailed information under the Notes 
heading at the end of each section. See Also will direct you to related 
information. A comprehensive index is provided to direct you to the information 
you need, as well as an Appendix devoted exclusively to troubleshooting (see 
Appendix O: Troubleshooting for further help).

WordPerfect Workbook The WordPerfect Workbook contains several lessons which show you how 
WordPerfect features may be used and combined for specific applications. 
Lessons include advanced applications as well as basic fundamentals.

On-Line Tutorial WordPerfect includes a tutorial that takes you step-by-step through a number of 
basic skills. The tutorial is intended for use with IBM personal computers and 
100% compatibles only.

Important: The On-Line Tutorial is installed with the WordPerfect Learning files. I f you 
did not install the Learning files when you installed WordPerfect or have not subsequently 
done so, you must install them before running the tutorial (see the Installation Instructions 
card). I f  you are running the tutorial on a network and the Learning files have not been 
installed, check with your system administrator or see Appendix R: Networking 
WordPerfect for installation instructions.

Hard Disk
To start the tutorial on a computer with a hard disk,

1 Start DOS on your computer. (See the paragraph on DOS in the Hard Disk 
section of Start WordPerfect in The Basics.)

2 Type path, then press Enter.

The path is a listing of the directories that are searched when you want to 
execute a program from the DOS prompt. The directories are searched in the 
order listed (see DOS and WordPerfect in Reference for further information).

3 Check the path to see if it contains the directories where WP.EXE, WP.FIL, 
and the Learning files are located.

The WordPerfect Auto-Install Program automatically asks you if you want the C:\WP5I 
directory entered into your path. I f  you inserted the C:\WP5I and C:\WP51\LEARN
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directories upon installation, they should now appear in the path. If your path contains 
these directories, move on to step 6.

4 If your path doesn’t contain the proper directories, type path= then type the 
same directories that were listed in the original path plus the directories 
where WP.EXE, WP.FIL, and the Learning files are contained.

In the PATH command, the directories must be separated by a semicolon (;) (e.g.,
PA TH= C:\WP51; C:\WP51 \LEARN).

This PATH command remains in effect until you turn off your computer. If you 
want to use the PATH command permanently, you should include it in an 
AUTOEXEC.BAT file (see DOS a n d  W o rd P e rfec t  in R e fe ren c e ).

5 After you have finished typing the PATH command, press Enter.

6 Enter tutor to start the tutorial.

Read the messages on the screen and follow the instructions as directed. When 
you exit out of the tutorial, you are returned to the same DOS prompt.

If you have problems starting the tutorial after following these steps, try exiting 
out of any program that may still be running, then try step 6 again. If you’re 
still having problems, go to the DOS prompt before you enter tutor and enter 
the following command:

set wp-/nk/nc

These startup options disable the Cursor Speed feature and enhanced keyboard 
calls and remain in effect until you turn off your computer or use a new SET 
command. See your DOS manual and Appendix N: Startup Options for more 
information.

Two Disk Drives
To start the tutorial on a two disk drive system,

1 Start DOS on your computer. (See the paragraph on DOS in the Hard Disk 
section of Start WordPerfect in The Basics.)

2 Insert the WordPerfect 1 diskette into drive A.

3 Insert the Learning diskette into drive B.

4 Enter path=a:\;b:\ at the prompt.

The path lists the directories that are searched when you want to execute a program 
file from the DOS prompt. The directories are searched in the order listed.

This PATH command remains in effect until you turn off your computer. If you 
want to use the PATH command permanently, you should include it in an 
AUTOEXEC.BAT file (see DOS and WordPerfect in Reference).

5 Enter tutor to start the tutorial.
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Customer Support

6 When prompted, replace the WordPerfect 1 diskette with the WordPerfect 2 
diskette.

Read the messages on the screen and follow the instructions as directed. When 
you exit the tutorial, you are returned to the original DOS prompt.

Network
To start the tutorial on a network,

1 Make sure you are logged onto the network.

2 At the DOS prompt, change to the directory that contains the WordPerfect
5.1 program (e.g., Y:\WP51).

3 Enter tutor to start the tutorial.

Read the messages on the screen and follow the instructions as directed. When 
you exit the tutorial, you are returned to the network prompt.

I f you are unable to run the tutorial from a network, you may have a problem with 
WordPerfect temporary files. These files are created by WordPerfect each time you run 
the tutorial. WordPerfect saves them in the network default directory, provided that you 
have access rights to store files in that directory. I f you do not have these access rights, 
you must specify another location (directory) where temporary files can be stored. For 
more information, see /d=drive/directory and Startup Option Placement under Placing 
Startup Options in Appendix R: Network Administration. * •

WordPerfect Customer Support has earned a reputation as the best support in the 
software industry. We welcome your calls. We encourage you, however, to 
refer to your WordPerfect documentation before calling.

Before you call Customer Support, follow these steps:

• Try to duplicate the problem, keystroke by keystroke, to see exactly what 
was done.

• Be at your computer when you call Customer Support. Have your manual 
and license number handy. Also know the model of printer you are using.

• Run the WPINFO.EXE program to gather information about your setup that 
Customer Support may need (see Appendix O: Troubleshooting).

If you are an English version user within the United States, Canada, or any U.S. 
Territory, toll-free support is available by dialing the numbers listed below. For 
WordPerfect on IBM PC-compatible computers, Customer Support takes toll-free 
calls Monday through Friday from 7 a.m. to 6 p.m. Mountain time. For all other 
computers, support hours are from 8 a.m. to 5 p.m. Mountain time.

To provide you with the most efficient service possible, we have created 
specialized support groups. If you call the number from the following list that 
most closely corresponds to your problem, we can assist you in a more effective 
and timely manner.
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Installation of WordPerfect Software
For assistance when installing WordPerfect 5.1 for the first time, when installing 
an upgrade of WordPerfect 5.1, or for answers to general installation questions.

Installation (800) 533-9605

General Features
For assistance when using any WordPerfect feature.

Equations (800) 321-3383
Columns (800) 541-5096
Graphics (800) 321-3383
Labels (800) 541-5129
Macros* (800) 541-5129
Merge* (800) 541-5129
Sort (800) 541-5096
Tabs (800) 541-5096
Tables (800) 321-3383
All Other Features (800) 541-5096

*Please note that, although Macros/Merge support operators can assist you in 
troubleshooting existing macros/merges, they cannot design and write 
customized macros/merges for you.

Printing and Fonts
For assistance when selecting a printer, setting up print options, or when 
experiencing other problems when printing from within WordPerfect 5.1. For 
assistance with printer hardware problems or when ordering printer accessories 
(e.g., toner or font packages), contact your local dealer.

L aser or P ostScrip t Printing (8 0 0 ) 5 4 1 -5 1 7 0
Dot-Matrix/Inkjet/Thermal/ (800) 541-5160

Daisywheel Printing

Networks
For assistance when installing and troubleshooting WordPerfect 5.1 on a Local 
Area Network (LAN).

Networks (800) 321-3389

Information
For answers to non-technical questions about WordPerfect products.

Information Services (800) 451-5151
Information Services—Canada (800) 321-2318
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Orders (All Products)
For placing or inquiring about orders for program upgrades or product 
components (e.g., templates, manuals, workbooks). To order retail packages of 
WordPerfect 5.1 or other products, contact your local dealer.

Customer Orders (800) 321-4566

You can fax your problem to fax number (801) 222-4377.

If you purchased this product within the U.S. or Canada and want to register your license 
outside the U.S. and Canada with the WordPerfect Corporation International Affiliate 
Office in your area, entitling you to local customer support and update notices, you will 
be charged a maximum of 25% of the local retail price.

Non Toll-Free Support If you are in an area where the phone system does not handle toll-free numbers, 
you can reach the same Support groups described above by dialing the following 
numbers, but you will be charged for the call. Note that there is only one printer 
number and only one feature number.

Installation (801) 226-5444 
Features (801) 226-7900 
Printers (801) 226-7977 
Networks (801) 226-4777

You can fax your problem to fax number (801) 222-4377.

Electronic Support WordPerfect Corporation offers electronic support through a Bulletin Board 
Service (BBS). The number to access the BBS is (801) 225-4414 (this is not a 
toll-free number). If you have a modem and a working knowledge of a 
Communications software package, you may access our Bulletin Board System.

Your Communications software must be set to 8 data bits, no parity, and 1 stop 
bit in order to connect properly. The recommended terminal emulation to use is 
ANSI. This number will support 1200 and 2400 baud modem callers. See 
Appendix O: Troubleshooting for common problems using the BBS.

Some examples of files found on the BBS are current printer drivers, support 
memos, utilities, current graphics drivers, and troubleshooting information. 
WordPerfect Program files are not posted for downloading. You may leave 
technical questions for Customer Support and enter enhancement requests for 
Development. The BBS also facilitates the transfer of problem files to be 
reviewed by Customer Support operators.

WordPerfect Corporation is using PCBoard BBS software and is accessible 24 
hours a day. All files on the BBS are compressed with PKWare utilities 
(PKZIP) in order to protect the integrity of the files. You need to uncompress 
the files using PKUNZIP.
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Electronic Support for 
the Hearing Impaired

WordPerfect Corporation also offers Electronic Support for the hearing impaired. 
Customers may call with a Telecommunications Device for the Deaf (TDD) or 
Teletype (TTY). Customer Support takes toll-free calls Monday through Friday 
from 8 a.m. to 4 p.m. Mountain time. The phone number is (800) 321-3256.

After-Hours Support Call (801) 222-9010 to receive support on WordPerfect products for IBM PC- 
compatible computers Monday through Thursday from 6 p.m. to 7 a.m., Friday 
from 6 p.m. to 10 p.m., and Saturday from 8 a.m. to 4 p.m. Mountain time. 
This number is not toll free.

Ordering Templates If the template included in your package does not fit your keyboard, return it 
along with the name (and a photocopy or rough sketch) of the keyboard you are 
using to:

WordPerfect Corporation 
Attn: Information Services 
1555 N. Technology Way 
Orem, Utah 84057

WordPerfect Corporation will provide you with the closest match for your 
keyboard.
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Electronic Support for 
the Hearing Impaired 

After-Hours Support 

Ordering Templates 

WordPerfect Corporation also offers Electronic Support for the hearing impaired. 
Customers may call with a Telecommunications Device for the Deaf (TDD) or 
Teletype (TTY) . Customer Support takes toll-free calls Monday through Friday 
from 8 a.m. to 4 p.m. Mountain time. The phone number is (800) 321-3256. 

Call (80 I ) 222-9010 to receive support on WordPerfect products for IBM PC­
compatible computers Monday through Thursday from 6 p.m. to 7 a.m., Friday 
from 6 p.m. to 10 p.m., and Saturday from 8 a.m. to 4 p.m. Mountain time. 
This number is not toll free . 

If the template included in your package does not fit your keyboard. return it 
along with the name (and a photocopy or rough sketch) of the keyboard you are 
using to: 

WordPerfect Corporation 
Attn: Information Services 
1555 N. Technology Way 
Orem, Utah 84057 

WordPerfect Corporation will provide you with the closest match for your 
keyboard. 

GETTING HELP 17 



A Brief Lesson

Now that you've gone through the basics, here is a brief lesson designed to help 
you get to know WordPerfect. It will introduce you to some WordPerfect basics 
and features that you might typically use. To begin, start WordPerfect as 
previously described.

Creating the Document Equipped with the basics, you’re now ready to start typing. The document you 
create will be a simple note. If you make any mistakes, use the Backspace key 
to erase them.

You'll notice that when a line fills with text, the cursor returns to the left margin 
in a new line. This automatic return is known as word wrapping.

1 Type the following note without pressing Enter at the end of a line.

Remember the discussion we had about starting a study abroad 
program? I’ve just returned from a study abroad conference in Illinois, 
and I have an outline I'd like you to take a look at. Why don't you stop 
by my office the next time you're at this end of campus, and we can talk 
about it.

Editing the Document You’ve just created your first document. Looking it over, you see a few things 
that you’d like to change. WordPerfect has several features that make editing 
quick and efficient.

Moving the Cursor
You can move the cursor on your screen by using either the Up and Down 
Arrows (T/4) or the Left and Right Arrows (<-/->) on your keyboard. To move 
the cursor with a mouse, simply position the pointer where you want the cursor 
to be, and click the left mouse button.

Some keyboards have a separate number pad that is also used for cursor control in 
WordPerfect. The Num Lock key (or its equivalent) operates as a toggle to turn Num 
Ijock on and off. When Num Lock is turned off, the number pad can be used for cursor 
control.

1 Using the arrow keys, move the cursor to the uppercase R in Remember. 

Insert vs. Typeover
WordPerfect uses Insert as the main form of editing. While in Insert, any text 
you type is inserted at the cursor, moving the existing text to the right. The 
alternative is to type over existing text by using Typeover.

2 Type Do you and press the Space Bar.

3 Press Insert (Ins). Notice that the word Typeover appears at the bottom left 
of the screen.

4 Type a lowercase r  to replace the existing R.

18  A BRIEF LESSON

----·-------·-----·-------------------------
A Brief Lesson 

Creating the Document 

Editing the Document 

18 A BRIEF LESSON 

Now that you've gone through the basics, here is a brief lesson designed to help 
you get to know WordPerfect. It will introduce you to some WordPerfect basics 
and features that you might typically use. To begin, start WordPerfect as 
previously described. 

Equipped with the basics, you're now ready to start typing. The document you 
create will be a simple note. If you make any mistakes, use the Backspace key 
to erase them. 

You'll notice that when a line fills with text, the cursor returns to the left margin 
in a new line. This automatic return is known as word wrapping. 

1 Type the following note without pressing Enter at the end of a line. 

Remember the discussion we had about starting a study abroad 
program? I've just returned from a study abroad conference in Illinois, 
and I have an outline I'd like you to take a look at. Why don't you stop 
by my office the next time you're at this end of campus, and we can talk 
about it. 

You've just created your first document. Looking it over, you see a few things 
that you'd like to change. WordPerfect has several features that make editing 
quick and efficient. 

Moving the Cur:;or 

You can move the cursor on your screen hy using either the Up and Down 
Arrows (i/J. ) or the Left and Right Arrows (...-/-;) on your keyboard. To move 
the cursor with a mouse, simply position the pointer where you want the cursor 
to be, and click the left mouse button. 

Some kevboards have a separate numher pad rhat is also used for cursor control in 
WordPerfect. The Num Lock key (or its equivalent) operates as a toggle to turn Num 
Lock on and off When Num Lock is turned off. the number pad can he used for cursor 
control. 

11 Using the arrow keys, move the cursor to the uppercase R in Remember. 

Insert vs. Typeover 
WordPerfect uses Insert as the main form of editing. While in Insert, any text 
you type is inserted at the cursor, moving the existing text to the right. The 
alternative is to type over existing text by using Typeover. 

2 Type Do you and press the Space Bar. 

:1 Press Insert (Ins). Notice that the word Typeover appears at the bottom left 
of the screen. 

,, Type a lowercase r to replace the existing R. 



5 Press Insert to end Typeover.

6 Move the cursor to the h in have in the second sentence.

7 Press Delete (Del) until the remainder of the sentence (including the period) 
is erased.

Many functions on the WordPerfect keyboard will repeat if you simply hold down the key. 
Use caution in doing this until you get used to the keyboard; holding down a key too long 
can insert unwanted codes into your document and delete other necessary codes.

8 Type think I've come up with an outline that will make us all very 
happy.

9 Move the cursor to the v in very.

Block and Underline
The Block feature is used to define portions of text for use with other features.

1 Press Block (Alt-F4—in other words, hold down the Alt key and press F4), 
then press Right Arrow (-4 ) until the word very has been highlighted.

CB Select Block from the Edit menu, then press Right Arrow (->) until the word very has 
been highlighted. Or you can hold down the left button on the mouse and drag until 
the word is blocked.

2 Press Underline (F8) to underline the word.

CB Select Appearance from the Font menu, then select Underline.

You can block characters, words, sentences, and entire pages if you wish. If you 
had blocked the rest of the note from the word very forward, the entire block 
would have been underlined.
3 Move the cursor to the D in Do at the beginning of the note.

4 Press Enter two times to add blank lines at the beginning of the note.

Using the Home Key
The Home key can be used for quick movement throughout your document.

1 Press the Home key twice, followed by Up Arrow (t). This returns you to 
the top of your document.

2 Type Mitch,

3 Return to the D in Do at the beginning of the note.
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4 Press Tab.

Mitch,

Do you remember the discussion we had about starting a study 
abroad program? I've Just returned from a study abroad conference 
In Illinois, and I think I've corae up with an outline that will make
us all verv haoov. Why don't you stop by my office the next tint)
you're at this end of campus, and we can talk about it.

Doe 1 P g  1 Ln 2 "  P o s 6.5"

Your edited document is complete.

Saving the Document You’ve typed the note and now you want to save it for future reference. When 
you save a document in WordPerfect, all document initial settings are saved as 
well, including printer selection.

There is more than one way to save a document in WordPerfect, but for now 
we’ll use the Save feature.

1 Press Save (F10).
US Select Save from the File menu.

A message appears on the status line at the bottom of the screen: “Document to 
be Saved:’’

2 Type study as the filename, and then press Enter.

The name of your document and the directory in which it is located appear on 
the status line at the bottom of the screen. This original document is now saved. 
Any changes you make throughout the rest of the lesson are only temporary, and 
will not affect the original document unless you save them under the same 
filename at some future time.

Printing the Document Now that you’ve edited and saved your document, you can send it to the printer. 
You can print from the screen or from disk. From the screen, you can print a 
document, page, or any block of text.

For this section of the lesson, you will print directly from the screen. To find 
out how to print from a disk, refer to Print, Document on Disk in the Reference 
section of this manual.
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out how to print from a disk, refer to Print, Document on Disk in the Reference 
section of this manual. 



1 Press P rin t (Shift-F7) to display the Print menu.

CD Select Print from the File menu.

2 Select Full Document (1) from the Print menu to send the note to the printer.

If your printer does not print, check to make sure it is turned on, on-line, and 
that the printer cable is attached securely to your computer and printer. If you 
did not select a printer when installing WordPerfect, you may receive an error 
message.

For details on selecting a printer see Printer, Select in Reference.

Saving the Document 
and Exiting

You’ve saved your original document once. To show you another way to save 
your document, and also exit WordPerfect, you’ll save the document under the 
same filename, using Exit.

For information on other saving and filing options, see Save and List Files in the 
Reference section of this manual.

To save the document and exit WordPerfect,

1 Press Exit (F7).

d  Select Exit from the File menu.

A message appears on the status line at the bottom of the screen asking you if 
you want to “Save Document? Yes (No).”

2 Type y, and press Enter to save it under the STUDY filename.

Simply pressing Enter will automatically select the default option (the option not in 
parentheses).
Since there is already a document with the filename STUDY, the message on the 
status line asks if you want to replace the previously-saved document. Though 
the text has not been modified since you last saved the document, for the 
purpose of this lesson, you’ll want to replace it. If you had changed any text, 
the new version of the text would replace the old version.

3 Type y.

The message on the status line asks if you want to “Exit WP? No (Yes).”

4 Type y to exit WordPerfect.

Now that you’ve finished this lesson, you may want to look through the 
Reference section for more information on individual features, or turn to the 
WordPerfect Workbook for a more in-depth introduction to WordPerfect.
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A Advance

You can use Advance to position text at an exact location on a page.

Advance is especially useful for placing text in graphics images. In the image 
below, Advance has been used to position "Help!” inside the cartoon bubble.

HELP!

Advance is also often used to fill in spaces in existing forms. For instance, you 
might use Advance to position text so that it will fit correctly in a pre-printed job 
application (see Filling in Forms below).
When you are using different fonts and type sizes, Advance lets you move to a 
specific position on a page without having to calculate the line height required to 
reach that position. It can also be used to manually kern characters (see Kerning 
in Reference).

To use advance,

1 Move the cursor to where you want the advance to begin.

2 Press Format (Shift-F8), then select Other (4) to display the Other menu.

CO Select Other from the Layout menu.

3 Select Advance (1), then select the advance option of your choice (see 
Advance Options below).

4 Enter a distance.

5 Press Exit (F7) to return to the document.

6 Type the text.
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in Reference) . 

To use advance, 

Move the cursor to where you want the advance to begin. 

2 Press Format (Shifl-F8), then select Other (4) to display the Other menu. 

[8 Select Other from the Layout menu. 

3 Select Advance (I), then select the advance option of your choice (see 
Advance Options below). 

4 Enter a distance. 

5 Press Exit (F7) to return to the document. 

6 Type the text. 
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Notes Advance and Graphics Images
If you are using Advance to position text over a graphics image, make sure that 
the Wrap Text Around Box option for the graphics box that contains the image 
is set to No. Otherwise, WordPerfect will not let you position text over the 
graphics box.

Advance and Page Breaks
You can only use Advance to move the cursor on the current page. You cannot 
enter an Advance measurement which advances the cursor past a page break (see 
Page, Soft and Hard in Reference).

Advance Options
If you select Advance Up (1), Down (2), Left (4), or Right (5), the distance you 
enter is measured relative to the cursor position. For example, if you enter an 
Advance Left measurement of \" and the cursor is at position 3.5", you will be 
advanced to position 2.5" on the same line.

You cannot advance the cursor into the top margin.

If you select Advance to Line (3) or Position (6), the distance you enter is an 
absolute position on the page, regardless of where the cursor is located at that 
time.

Advance to Line is a vertical measurement, measured from the top edge of the 
page. For example, if you enter an Advance to Line measurement of 3", you 
will be advanced 3" down from the top edge of the page.

Advance to Position is a horizontal measurement, measured from the left edge of 
the page. For example, if you enter an Advance to Position measurement of 3", 
you will be advanced 3" in from the left edge of the page.

You cannot advance both vertically and horizontally by using one Advance code. 
To change the cursor position to a new vertical and horizontal position, you must 
enter two Advance codes.

Cursor Position
The Advance feature inserts an Advance code into your document indicating the 
type of advance being made and the distance (e.g., [AdvRgt:3"]). This does not 
change the on-screen position of the cursor. However, any change in location is 
reflected in the “Ln” and “Pos” numbers on the status line.

Whenever you are unsure of the position of text on a page, move the cursor to 
that text, using Reveal Codes (Alt-F3) to be certain that the cursor is placed after 
the Advance code, then check the position displayed on the status line. You can 
also use View Document (Shift-F7,6) to preview where the text will actually be 
printed on the page.
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Advance and Graphics Images 
If you are using Advance to position text over a graphics image, make sure that 
the Wrap Text Around Box option for the graphics box that contains the image 
is set to No. Otherwise, WordPerfect will not let you position text over the 
graphics box . 

Advance and Page Breaks 
You can only use Advance to move the cursor on the current page. You cannot 
enter an Advance measurement which advances the cursor pa~t a page break (see 
Page, Soft and Hard in Reference) . 

Advance Options 
If you select Advance Up (I), Down (2), Left ( 4 ), or Right (5), the distance you 
enter is measured relative to the cursor position. For example, if you enter an 
Advance Left measurement of l" and the cursor is at position 3.5", you will be 
advanced to position 2.5" on the same line. 

Ytm cannot advance the cursor into the top margin. 

If you select Advance to Line (3) or Position (6), the distance you enter is an 
absolute position on the page. regardless of where the cursor is located at that 
time. 

Advance to Line is a vertical measurement, measured from the top edge of the 
page. For example, if you enter an Advance to Line measurement of 3", you 
will be advanced 3" down from the top edge of the page. 

Advance to Position is a horizontal measurement, measured from the left edge of 
the page. For example, if you enter an Advance to Position measurerm:m of 3", 

you will be advanced 3" in from the left edge of the page. 

You cannot advance both vertically and horizontally by using one Advance code. 
To change the cursor position to a new vertical and horizontal position, you must 
enter two Advance codes. 

c:ursor Position 
The Advance feature inserts an Advance code into your document indicating the 
type of advance being made and the distance (e .g., [AdvRgt:3"]) . This does not 
change the on-screen position of the cursor. However, any change in location is 
reflected in the "Ln" and "Pos" numbers on the status line. 

Whenever you are unsure of the position of text on a page, move the cursor to 
that text. using Reveal Codes (Alt-F3) to be certain that the cursor is placed after 
the Advance code. then check the position displayed on the status line. You can 
also use View Document (Shift-F7.6) to preview where the text will actually be 
printed on the page. 



Filling in Forms
When you select Advance to Line (3) from the Advance options and enter a 
distance, text is printed immediately below the distance you enter. For example, 
if you enter an Advance to Line measurement of 3", the bottom baseline of your 
text is not printed 3" down from the top of the page. Instead, the full line of 
text is printed immediately below 3" from the top of the page.

A ADVANCE MEASUREMENT 
A  LINE OF TEXT 
A  BASELINE

When you place text in pre-printed forms, we suggest that you set the Baseline 
Placement for Typesetters option on the Format: Printer Functions menu 
(Shift-F8,4,6,5) to Yes. You may also want to enter a fixed line height and enter 
a fixed line measurement (see Line Height in Reference). The text you type will 
then be printed on top of the line instead of below. With these settings, if you
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then be printed on top of the line instead of below. With these settings, if you 

ADVANCE 33 



enter an Advance to Line measurement of 3", the bottom or baseline of your text 
will be printed 3" down from the top of the page.

A  ADVANCE MEASUREMENT 
A LINE OF TEXT 
A BASELINE

A

> 3

Th'tt baseline of your text will be 3 inches

Returning to the Original Position
After using Advance, the easiest way to return the cursor to its original position 
is to enter both an Advance to Line and an Advance to Position measurement. 
For example, if you were originally at the Position 1" Line 1" position, you 
could return the cursor to that position by entering an Advance to Line 
measurement of 1" and an Advance to Position measurement of 1".

Text Boxes
Advance code measurements inside text boxes are measured from the top left 
corner of the box.

See Also: Cursor Movement

Append

Append is used to add on-screen text to an existing file on disk. Text is always 
added to the end of the file.

1 Move the cursor to the text you want to append.

2 Press Move (Ctrl-F4) to display the Move menu.

(“Bl Choose Select from the Edit menu.

3 Select Sentence (l), Paragraph (2), or Page (3) to highlight the sentence, 
paragraph, or page on which the cursor is resting.
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enter an Advance to Line measurement of 3", the bottom or baseline of your text 
\\<ill he printed 3" down from the top of the page. 

A 

Returning to the Original Position 
After using Advance. the easiest way to return the cursor to its original position 
is to enter both an Advance to Line and an Advance to Position measurement. 
For example, if you were originally at the Position I" Line l" position, you 
could return the cursor to that position by entering an Advance to Line 
measurement of l" and an Advance to Position measuremem of J ". 

Text Boxes 
Advance code measurements inside text boxes are measured from the top left 
corner of the box. 

See Also: Cursor Movement 

Append is used to add on-screen text to an existing file on disk. Text is always 
added to the end of the tile . 

1 Move the cursor to the text you want to append. 

2 Press Move (Ctrl -F4) to display the Move menu. 

m Choose Select from the Edit menu. 

3 Select Sentence ( I), Paragraph (2), or Page (3) to highlight the sentence, 
paragraph, or page on which the cursor is resting. 



Notes

You can also append a block of text (see Blocks o f Text below).

4 Select Append (4).

5 Enter the name of the file to which you want to append the text (see 
Entering Filenames below). If the file does not exist, WordPerfect will 
create it.

Append and Macros
If the filename you enter does not exist, WordPerfect creates the file. This is 
handy when using Append in macros, because you do not have to check whether 
or not the file already exists.

Blocks of Text
You can append a block of text to a file on disk by using Block (Alt-F4) to 
block the text, pressing Move (Ctrl-F4), selecting Block (1), and following steps 
4 and 5 above.

Entering Filenames
If the file is found in your default directory, you need only enter the filename. 
However, if the file is found in some other directory, you also need to include 
the full pathname for the file.

For example, if your default directory is C:\WORK, and you want to append to a 
file called STUDY found in that directory, then you need only enter study as the 
filename. However, if you are in some other directory, you need to enter the full 
pathname, including the WORK directory (e.g., c:\work\study).

Locked Files
You can append to a locked file by using the above steps, then entering the 
correct password for the locked file.

Sentence, Paragraph, and Page Delimiters
WordPerfect distinguishes sentences, paragraphs, and pages by delimiters. In 
other words, it looks for such things as periods, Hard Return codes [HRt], Soft 
Page codes [SPg], and Hard Page codes [HPg] to determine where sentences, 
paragraphs, and pages begin and end. If you are having trouble blocking a 
sentence, paragraph, or page, it could be that one or more of the necessary 
delimiters are missing.

For a more complete description of sentence, paragraph, and page delimiters, see 
M ove in Reference.

Tabular Columns and Rectangles
You can use Block (AU-F4) to block a tabular column or a rectangle (see 
Tabular Column or Rectangle under Move. Block in Reference). While you 
cannot enter a filename to append a blocked tabular column or rectangle directly 
to a file, you can move these items by appending them to a temporary buffer.
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You can also append a block of text (see Blocks of Text below). 

4 Select Append ( 4 ). 

5 Enter the name of the file to which you want to append the text (see 
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create it. 
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handy when using Append in macros, because you do not have to check whether 
or not the file already exists. 
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If the file is found in your default directory. you need only enter the filename. 
However, if the file is found in some other directory, you also need to include 
the full pathname for the tile. 

For example. if your default directory is C:\WORK. and you want to append to a 
tile called STUDY found in that directory, then you need only enter study as the 
filename . However. if you are in some other directory, you need to enter the full 
pathname, including the WORK directory (e .g., c:\work\study). 

Locked Files 
You can append co a locked file by using the above steps, then entering the 
correct password for the locked tile. 

Sentence, Paragraph, and Page Delimiters 
WordPerfect distinguishes sentences, paragraphs, and pages by delimiters. In 
other words, it looks for such things as periods, Hard Return codes [ HRt], Soft 
Page codes [SPgl. and Hard Page codes [HPg] to determine where sentences, 
paragraphs, and pages begin and end. If you are having trouble blocking a 
sentence. paragraph. or page, it could be that one or more of the necessary 
delimiters are missing. 

For a more complete description of sentence. paragraph. and page delimiters, see 
Move in Reference. 

Tabular Columns and Rectangles 
You can use Block <Alt-F4) to block a tabular column or a rectangle (see 
Tabular Column or Rectangle under Move. Block in Reference ). While you 
cannot enter a filename to append a blocked tabular column or rectangle directly 
to a file. you can move these items by appending them to a temporary buffer. 
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First, use Block (Alt-F4) to block a tabular column or a rectangle as explained 
under Move, Block in Reference. With the block on-screen, press Move 
(Ctrl-F4), select Tabular Column (2) or Rectangle (3), then select Append (4) to 
save the block to a temporary buffer. The text will remain in that temporary 
buffer until you move new text to that buffer or exit WordPerfect.
Consequently, if you want to move the buffer to another file, you can switch to 
the new file and retrieve the buffer.

To retrieve the block, press Move (Ctrl-F4), select Retrieve (4), then select 
Tabular Column (2) or Rectangle (3). You cannot use the Tabular Column or 
Rectangle option to block and append graphics boxes unless the graphics box is 
empty or contains only text. If you attempt to use the Tabular Column or 
Rectangle option to block and append a graphics box which contains a graphics 
image, you will get an error message.

See Also: Block; Move; Move, Block

Attributes

Attributes change the size or appearance of printed text. They can be used to 
provide emphasis to a word or to set text apart on a page.

Size attributes (Small, Large, Very Large, etc.) change the size of printed text.

Appearance attributes (Bold, Underline, Italics, etc.) let you add various 
enhancements to printed text.

In the following example, size attributes were used to create headlines of 
different sizes.

W ordPerfect 5.1
F a c t  S h e e t
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First. use Block (Alt-F4) to block a tabular column or a rectangle as explained 
under Move, Block in Reference. With the block on-screen, press Move 
(Ctrl-F4), select Tabular Column (2) or Rectangle (3), then select Append (4) to 
save the block to a temporary buffer. The text will remain in that temporary 
buffer until you move new text to that buffer or exit WordPerfect. 
Consequently, if you want to move the buffer to another file, you can switch to 
the new file and retrieve the buffer. 

To retrieve the block, press Move (Ctrl-F4), select Retrieve (4), then select 
Tabular Column (2) or Rectangle (3). You cannot use the Tabular Column or 
Rectangle option to block and append graphics boxes unless the graphics box is 
empty or contains only text. If you attempt to use the Tabular Column or 
Rectangle option to block and append a graphics box which contains a graphics 
image, you will get an error message. 

See Also: Block; Move; Move, Block 

Attributes change the size or appearance of printed text. They can be used to 
provide emphasis to a word or to set text apart on a page. 

Size attributes (Small, Large, Very Large, etc.) change the size of printed text. 

Appearance attributes (Bold. Underline, Italics. etc.) let you add various 
enhancements to printed text. 

In the following example, size attributes were used to create headlines of 
different sizes. 

WordPerfect 5.1 
Fact Sheet 

WordPerfect 5.1: More Powerful, 
Easier to Use 



Notes

To add an attribute as you type text,

1 Press Font (Ctrl-F8) to display the Font menu on the status line.

2 Select Size (1) or Appearance (2) to display the desired attributes menu at 
the status line.

LB Select specific size attributes directly from the Font menu. For appearance 
attributes, select Appearance from the Font menu.

3 Select the attribute of your choice.

4 Type the text.

5 Turn off the attribute. You can do this by re-selecting the attribute (steps 1 
through 3 above), or by moving the cursor past the attribute off code (see 
Codes below). You can also turn off all current active attributes at one time 
(see Normal Text below).

Appearance Attributes
Appearance attributes deal with the style of the text. Select Bold (1), Underline
(2), Double Underline (3), Italic (4), Outline (5), Shadow (6), Small Caps (7), 
Redline (8), or Strikeout (9).

Base Font
The attributes y o u  select are variations of the current base font in your 
document. If you have several different sizes of type, you can use the size 
attributes to vary from size to size without having to worry about actually 
changing your base font. Flow your attributes will actually appear in print 
depends upon the base font you have selected and the fonts your printer has 
available. If your attributes do not look the w ay you  think they should  in  print, 
it could be that your printer does not have the necessary fonts to print them (see 
Colors/Fonts/Attributes and Font in Reference).

After you have selected attributes, you can preview how they will appear in print 
by using View Document (Shift-F7,6).

Bold and Underline
Bold and Underline are the two most commonly-used appearance attributes. For 
your convenience, they are also found on separate keys so that you can bold or 
underline text as you type by using one keystroke. Press Bold (F6) or 
Underline (F8) to turn on the feature you want, then press that keystroke once 
again to turn off the feature, or press Right Arrow (->) to move beyond the 
attribute off code (see Codes below).

Codes
When you select an attribute, both an on and off code are inserted, with the 
cursor resting just before the off code. For example, the on code inserted for the 
Bold attribute is [BOLD] and the off code is [bold]. You can display these
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To add an attribute as you type text, 

1 Press Font (Ctrl-F8) to display the Font menu on the status line . 

2 Select Size (I ) or Appearance (2) to display the desired attributes menu at 
the status line. 

[8] Select specific size attributes directly f rom the Font menu. For appearance 
attributes, select Appearance from the Font menu. 

3 Select the attribute of your choice . 

4 Type the text. 

5 Turn off the attribute. You can do this by re-selecting the attribute (steps I 
through 3 above), or by moving the cursor past the attribute off code (see 
Codes below). You can also tum off all current active attributes at one time 
(see Normal Text below ). 

Appearance Attributes 
Appearance attributes deal with the style of the text. Select Bold ( 1 ), Underline 
(2), Double Underline (3 ), Italic ( 4 ), Outline (5), Shadow (6), Small Caps (7), 
Redline (8), or Strikeout (9) . 

Base Font 
The attributes you select are variations of the current base font in your 
document. If you have several different sizes of type, you can use the size 
attributes to vary from size to size without having to worry about actually 
changing your base font. How your attributes will actually appear in print 
depends upon the base font you have selected and the fonts your printer has 
available. If your attributes do not look the way you think they should in print, 
it could be that your printer does not have the necessary fonts to print them (see 
Colors/Fonts/Attributes and Font in Reference). 

After you have selected attributes, you can preview how they will appear in print 
by using View Document (Shift-F7,6) . 

Bold and Underline 
Bold and Underline are the two most commonly-used appearance attributes. For 
your convenience, they are also found on separate keys so that you can bold or 
underline text as you type by using one keystroke. Press Bold (F6) or 
Underline (F8) to tum on the feature you want, then press that keystroke once 
again to turn off the feature, or press Right Arrow ( -4 ) to move beyond the 
attribute off code (see Codes below). 

Codes 
When you select an attribute, both an on and off code are inserted, with the 
cursor resting just before the off code. For example, the on code inserted for the 
Bold attribute is [BOLD] and the off code is [bold]. You can display these 
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codes by pressing Reveal Codes (Alt-F3). Any text between the codes takes on 
the attribute.

When the cursor is placed on an Attribute On code for which an Automatic Font 
Change (AFC) is assigned (see Printer Program, Modijy Automatic Font 
Changes in Reference for information), the Attribute On code will expand to 
display the name of the font used for that attribute. For example, if you are 
using the Courier lOcpi font, and the Bold AFC for Courier lOcpi is Courier 
lOcpi Bold, the [BOLD] code expands to display [BOLD: Courier lOcpi Bold] 
when it is highlighted.

To turn off the attribute, you can simply press Right Arrow (->) to move past 
the off code, rather than having to select the attribute again.

Existing Text
To add attributes to existing text, simply block the text using Block (AU-F4), 
then select the attribute using steps 1 through 3 above. When you use this 
method, the cursor is placed after the attribute off code.

Normal Text
When you have more than one attribute active at a time, you can turn off all 
current attributes by pressing Font (Ctrl-F8), then selecting Normal (3) to return 
the text to the base font. This either inserts the necessary off codes or moves the 
cursor beyond existing off codes. Subsequent text is then printed in the current 
base font (see Base Font above).

On-Screen Appearance
The attribute currently selected appears both in the text you are typing and in the 
numbers next to the "Pos” indicator at the status line. When attributes are 
displayed on-screen, they can be represented in several ways depending on the 
screen display card you have installed in your computer (e.g., color, 
monochrome, etc.).

To learn more about the on-screen appearance of attributes, see 
Colors/Fonts/Attributes in Reference.

Printing
Since the appearance of text on the printed page depends upon the capabilities of 
your printer, you may not be able to print certain attributes. For example, some 
printers print underlining as a solid line while others can only produce a broken 
line. To learn more about how attributes are printed, see Font in Reference.

You can discover which attributes are available on your printer by retrieving and 
printing the PRINTER.TST file (select your printer before printing). It includes 
several attributes as well as some of the most common attribute combinations.

Important: PRINTER.TST is installed with the WordPerfect Program files. It is originally 
copied to the directory containing WREXE.
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codes by pressing Reveal Codes (Alt-F3). Any text between the codes takes on 
the attribute. 

When the cursor is placed on an Attribute On code for which an Automatic Font 
Change (AFC) is assigned (see Printer Program, Modify Automatic Font 
Changes in Re(erence for information), the Attribute On code will expand to 
display the name of the font used for that attribute. For example, if you are 
using the Courier l0cpi font. and the Bole.I AFC for Courier I0cpi is Courier 
I0cpi Bold. the [BOLD] code expands to display [BOLD: Courier !0cpi Bold] 
when it is highlighted. 

To turn off the attribute. you can simply press Right Arrow (-➔) to move past 
the off code. rather than having to select the attribute again. 

Existing Text 
To add attributes to existing text, simply block the text using Block (Alt-F4), 
then select the attribute using steps I through 3 above. When you use this 
method, the cursor is placed after the attribute off code. 

Normal Text 
When you have more than one attribute active at a time, you can turn off all 
current attributes by pressing Font (Cul-FS). then :;electing Normal (3) to return 
the text to the base font. This either inserts the necessary off codes or moves the 
cursor beyond existing off codes. Subsequent text is then printed in the current 
base font (see Base Font above) . 

0 n-Screen Appearance 

!'he attribute currently selected appears both in the text you are typing and in the 
nu mbers next to the "Pos" indicator at the status line. When attributes are 
displayed on-screen. they can be represented in several ways depending on the 
screen display card you have installed in your computer (e.g., color, 
monochrome, etc.) . 

To learn more about the on-screen appearance of attributes. see 
Colors/Fonts/Affrihwes in Reference. 

Printing 
Since the appearance of text on the printed page depends upon the capabilities of 
your printer, you may not be able to print certain attributes. For example. some 
printers print underlining as a solid line while others can only produce a broken 
line. To learn more about how attributes are printed. see Font in Reference. 

You can discover which attributes are available on your printer by retrieving and 
printing the PRINTER.TST file (select your printer before printing). It includes 
several attributes as well as some of the most common attribute combinations. 

Important: PRINTER. TST is inswl/ed wirh rhe WordPerfect Program files. It is originally 
copied to rhe directory co11wini11g WP.EXE. 



Removing Attributes
You can remove attributes by deleting either one of the pair of attribute codes 
which surround the text. WordPerfect then deletes the matching code for you. It 
is easiest to delete these codes with Reveal Codes (Alt-F3) on. If you attempt to 
delete an attribute code in the normal editing screen, you will be prompted to 
confirm the deletion. You can then type y to confirm the deletion, or type any 
other key to skip over the code without deleting it.

Size Attribute Ratios
A new feature, Size Attribute Ratios (Shift-Fl.4,8,6) helps you determine the 
size of these attributes (see Initial Settings in Reference).

Size Attributes
The size attributes deal with the height and width of a character and/or character 
position in a line.

Select either Superscript (1), Subscript (2), Fine (3), Small (4), Large (5), Very 
Large (6), or Extra Large (7).

If you want to alternate type sizes, you can use these size attributes rather than 
having to continually use Base Font (Ctrl-F8,4) to change point sizes in a 
document.

Remember, however, that using the size attributes may not actually change the 
size of the text you print. It all depends on what fonts your printer has available. 
For example, if your printer has only one font with one type size (e.g., Courier 
10 point), it will print only in that font regardless of the size attributes you 
select.

The actual sizes used for Fine. Small. Large, Very Large, and Extra Large are 
determined by your current base font and the printer fonts which you have 
selected (see Base Font above, and Font in Reference).

Although WordPerfect chooses which fonts to use for the attributes, you can also 
change the fonts being used by editing the .PRS file (see Printer Program,
Modify Automatic Font Changes in Reference for details).

See Also: Colors/Fonts/Attributes; Font; Printer, Select; Redline/Strikeout
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Removing Attributes 
You can remove attributes by deleting either one of the pair of attribute codes 
which surround the text. WordPerfect then deletes the matching code for you. It 
is easiest to delete these codes with Reveal Codes (Alt-F3) on. If you attempt to 
delete an attribute code in the normal editing screen, you will be prompted to 
confirm the deletion. You can then type y to confirm the deletion, or type any 
other key to skip over the code without deleting it. 

Size Attribute Ratios 
A new feature, Size Attribute R.itios (Shift-Fl.4,8,6) helps you determine the 
size of these attributes (see Initial Settings in Ref erence). 

Size Attributes 
The size attributes deal with the height and width of a character and/or character 
position in a line. 

Select either Superscript ( 1 ), Subscript (2 ), Fine (3), Small (4), Large (5), Very 
Large (6), or Extra Large (7) . 

If you want to alternate type sizes, you can use these size attributes rather than 
having to continually use Base Font (Ctrl-F8,4) to change point sizes in a 
document. 

Remember. however. that using the size attributes may not actually change the 
size of the text you print. It all depends on what fonts your printer has availahle. 
For example, if your printer has only one font with one type size (e .g ., Courier 
10 point), it will print only in that font regardless of the size attributes you 
select. 

The actual sizes used for Fine. Small. Large, Very Large. and Extra Large are 
determined by your current base font and the printer fonts which you have 
selected (see Base Font above, and Font in Reference). 

Although WordPerfect chooses which fonts to use for the attributes, you can also 
change the fonts being used by editing the .PRS file (see Printer Program, 
Modify Automatic Font Changes in Reference for details). 

See Also: Colors/Fonts/Attributes; Font; Printer. Select; Redline/Strikeout 

ATTRIBUTES 39 





B Backup, Original

A FIRST DRAFT (LETTER.BK!) 
A  SECOND DRAFT (LETTER)

Normally, when you replace a document with one of the same name, the original 
is deleted. The Original Backup option lets you save both the original and the 
replacement versions of the document.

Original Backup is useful in several instances, but probably is most helpful as a 
safeguard against mistakenly replacing previous versions of a document. 
Sometimes you get used to replacing documents and before you know it, you’ve 
replaced a document that you really didn't want to replace.

When you replace a file with Original Backup on, the original version of a file is 
renamed to filename.BK! (where filename is the name of the original file). As 
you continue replacing the same hie, the .BK! hie is replaced with the “new” 
original hie. The .BK! hies are stored in the same directory as the replacement 
hie and remain on disk even when you exit WordPerfect.

For example, let’s say you’ve saved the hrst draft of a document named LETTER. 
When you replace the hrst draft of LETTER with the second draft of LETTER, 
the hrst draft is renamed LETTER.BK! while the second draft is named 
LETTER.

Taking the example one step further, when you replace the second draft of 
LETTER with the third draft of LETTER, the hrst draft of LETTER is deleted,
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B Backup, Original 

A. FIRST DRAFT (LETTERBK!) 

A SECOND DRAFT (LETTER) 

Normally, when you replace a document with one of the same name. the original 
is deleted. The Original Backup option lets you save both the original and the 
replacement versions of the document. 

Original Backup is useful in several instances, but probably is most helpful as a 
safeguard against mistakenly replacing previous versions of a document. 
Sometimes you get used to replacing documents and before you know it, you've 
replaced a document that you really didn't want to replace. 

When you replace a file with Original Backup on, the original version of a file is 
renamed to.filename.BK' (where.filename is the name of the original file). As 
you continue replacing the same file, the .BK! file is replaced with the "new" 
original file. The .BK! files are stored in the same directory as the replacement 
file and remain on disk even when you exit WordPerfect. 

For example, let's say you've saved the first draft of a document named LETTER. 
When you replace the first draft of LETTER with the second draft of LETTER. 
the first draft is renamed LETTER.BK' while the second draft is named 
LETTER. 
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Taking the example one step further, when you replace the second draft of 
LETTER with the third draft of LETTER. the first draft of LETTER is deleted, 
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A  FIRST DRAFT (DELETED)
A  SECOND DRAFT 

(LETTER.BK!)
A  THIRD DRAFT (LETTER)

Notes
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ihe second draft of LETTER is renamed LETTER.BK!, and the third draft is 
named LETTER.

To set Original Backup,
1 Press Setup (Shift-F 1) to display the Setup menu.

Select Setup from the File menu.

2 Select Environment (3), then select Backup Options (1) to display the Setup: 
Backup menu.

3 Select Original Document Backup (2).

4 Type y to tell WordPerfect you want to use the Original Backup option.

5 Press Exit (F7) to exit the Setup: Backup menu.

Copying Files
Files do not “disappear” from a disk. The disk (both floppy disks and hard 
disks) may become corrupted, however, which would result in lost data and 
unusable files (both original and backup). It is for this reason that we suggest 
making backup copies of your files on a separate diskette regardless of whether 
you use Original Backup or not.

For more information on copying files, see List Files in Reference.

Disks can become corrupted by a variety o f things such as static, power surges, magnets, 
etc.

A FIRST DRAFT (DELETED) 

&. SECOND DRAFT 
(LETTER BKI) 

A THIRD DRAFT (LETTER) 

Notes 
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the second draft of LETTER is renamed LETTER.BK!, and the third draft is 
named LETTER. 
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1 Press Setup (Shift-Fl l to display the Setup menu. 

Select Setup from the File menu. 

2 Select Environment (3), then select Backup Options (I) to display the Setup: 
Backup menu. 

3 Select Original Document Backup (2). 

,4 Type y to tell WordPerfect you want to use the Original Backup option. 

5 Press Exit (F7) to exit the Setup: Backup menu. 

Copying Files 
Files do not "disappear" from a disk. The disk (both floppy disks and hard 
disks) may become corrupted, however, which would result in lost data and 
unusable files (both original and backup). It is for this reason that we suggest 
making backup copies of your files on a separate diskette regardless of whether 
you use Original Backup or not. 

For more information on copying files, see List Files in Reference. 

Disks can hecome corrupted hy a variety of things such as static, power surges, magnets, 
etc. 



Filename Extensions
Files that have the same name but a different extension (e.g., LETTER. 1, 
LETTER.2) share the same original backup file. As you save and replace these 
files, the latest file you replace receives the backup.

Location of Backup Files
Original backup files will be stored in the same directory as the files they are 
backing up.

Retrieving Original Backup Files
In order to retrieve an original backup file, use the Rename feature in List Files 
(see List Files in Reference) to rename the backup file, then retrieve it as you 
would any other file.

Important: I f you don't rename an original backup file, its contents will be changed in 
subsequent backups. Don 7 rename original backup files with a ,BK! extension.

Also, turning off the Original Backup option deletes the original backup file the next time 
you save the document. This means you should rename original backup files before you 
turn off Original Backup.

Timed Backup
Timed Backup is another WordPerfect backup option. It is used to safeguard 
against losing text during a power outage, machine failure, etc. Its function is 
different from Original Backup, so it may or may not help you in the situations 
where an original backup is most helpful.

You can use both original and timed backup at the same time (see Backup.
Timed in Reference).

See Also: Backup, Timed; Save

Backup, Timed

One of the most frustrating things you may encounter as a computer user is the 
loss of large amounts of work due to machine failure, power outage, etc. The 
WordPerfect Timed Backup option lets you safeguard against such an 
experience.

Basically, Timed Backup "backs up" or makes a copy of your document at 
specified intervals. Every few minutes, a "Timed Backup” message is displayed 
on the status line, and the file is copied to the directory you specify in the 
Location of Files feature (see Location o f Files in Reference).

While Timed Backup is a powerful option, it is not a substitute for saving your files on 
disk or making extra copies o f your files on backup diskettes.
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Backup, Timed 

filename Extensions 
Files that have the same name but a different extension (e.g., LETTER. I, 
LETTER.2) share the same original backup file . As you save and replace these 
tiles. the latest tile you replace receives the backup. 

Location of Backup Files 
Original backup files will be stored in the same directory as the files they are 
backing up. 

Retrieving Original Backup Files 
In order to retrieve an original backup file, use the Rename feature in List Files 
(see List Files in Reference ) to rename the backup file. then retrieve it as you 
would any other tile. 

Important: If you c/011 't rename a11 original backup fil e. its contents will be changed in 
suhsequenr backups. Don't rename original backup files 11'i1h a .BK.' extension. 

Also. tuming riff the Original Backup option deletes the original hackup file rhe next rime 
you save the document. This means you should rename original backup files before you 
tum off On°f1inal Backup. 

Timed Backup 
Timed Backup is another WordPerfect backup option. It is used to safeguard 
against losing text during a power outage, machine failure. etc. Its function is 
different from Original Backup, so it may or may not help you in the situations 
where an original backup is most helpful. 

You can use both original and timed backup at the same time (see Backup, 
Timed in Reference). 

See Also: Backup. Timed; Save 

One of the most frustrating things you may encounter as a computer user is the 
loss of large amounts of work due to machine failure. power outage, etc. The 
WordPerfect Timed Backup option lets you safeguard against such an 
experience. 

Basically. Timed Backup "backs up" or makes a copy of your document at 
specified intervals. Every few minutes, a "Timed Backup" message is displayed 
on the status line. and the file is copied to the directory you specify in the 
Location of Files feature (see Location of Files in Reference). 

While Timed Backup is a powerful option, ir is not a substitute for saving your files on 
disk or making exlra copies of your files 011 backup diskelles. 
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Notes

Timed backup files are deleted when you properly exit WordPerfect.

To set Timed Backup,

1 Press Setup (Shift-Fl) to display the Setup menu.

f~ 9 Select Setup from the File menu.

2 Select Environment (3), then select Backup Options (1) to display the Setup: 
Backup menu.

3 Select Timed Document Backup (1).

4 Type y to tell WordPerfect you want to back up your documents at a 
specified time interval.

5 Enter the time interval (in minutes).

5 Press Exit (F7) to exit the Setup: Backup menu.

Copying Files
Files do not “disappear” from a disk. The disk (both floppy disks and hard 
disks) may become corrupted, however, which can result in lost data and 
unusable files (both original and backup). It is for this reason that we suggest 
making backup copies of your files regardless of whether you use Timed Backup 
or not.

For more information on copying files, see List Files in Reference.

Disks can become corrupted by a variety o f things such as static, power surges, magnets, 
etc.

Old Backup File Exists— Rename or Delete
If you receive the message, “Old Backup 1 File Exists or Old Backup 2 File 
Exists. 1 Rename; 2 Delete;” WordPerfect cannot back up the document 
currently on your screen because a backup file of another document exists. This 
happens when you restart WordPerfect after a power outage, machine failure, etc.

If you select Rename (1), you can enter a new name for the backup file and let 
WordPerfect properly back up the file currently on the screen. If you select 
Delete (2), WordPerfect will still properly back up the file currently on the 
screen, but the old backup files will be erased.

Important: You must rename the file if you want to retrieve it. This is how you save your 
backup files. I f  you don 't rename it at this point, the file is deleted.

Original Backup
Original Backup is another WordPerfect backup option. It is used to safeguard 
against mistakenly replacing a document that you do not want to replace. Its 
function is different from Timed Backup, so it may or may not help you in the 
situations where a timed backup is most helpful (see Backup, Original in 
Reference).
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Timed backup files are deleted when you properly exit WordPerfect. 

To set Timed Backup. 

1 Press Setup (Shift-Fl) to display the Setup menu. 

rs Select Setup from the File menu. 

5 

6 

Select Environment (3), then select Backup Options (I) to display the Setup: 

Backup menu . 

Select Timed Document Backup (I). 

Type y to tell WordPerfect you want to back up your documents at a 
specified time interval. 

Enter the time interval (in minutes). 

Press Exit (F7) to exit the Setup: Backup menu. 

Copying Files 
Files do not "disappear" from a disk. The disk (both floppy disks and hard 
disks) may become corrupted, however, which can result in lost data and 
unusable files (both original and backup). It is for this reason that we suggest 
making backup copies of your files regardless of whether you use Timed Backup 
or not. 

For more information on copying files, see List Files in Reference. 

Disks can become corrupted by a variety of things such as static, power surges. magnets, 
ere 

Old Backup File Exists-Rename or Delete 
If you receive the message, "Old Backup I File Exists or Old Backup 2 File 
Exists. 1 Rename; 2 Delete;" WordPerfect cannot back up the document 
currently on your screen because a backup file of another document exists. This 
happens when you restart WordPerfect after a power outage, machine failure. etc . 

If you select Rename (I), you can enter a new name for the backup file and let 
WordPerfect properly back up the file currently on the screen. If you select 
Delete (2), WordPerfect will still properly back up the file currently on the 
screen, but the old backup files will be erased. 

Important: You must rename the file if you want to retrieve it. This is how you save your 
backup files. If you don ·1 rename it at this point, the file is deleted. 

Original Backup 
Original Backup is another WordPerfect backup option. It is used to safeguard 
against mistakenly replacing a document that you do not want to replace. Its 
function is different from Timed Backup, so it may or may not help you in the 
situations where a timed backup is most helpful (see Backup, Original in 
Reference). 



You can use both original and timed backup at the same time.

Retrieving Timed Backup Files
Timed backup hies are temporary hies that are stored in the directory you 
specified for Backup Files (1) in Location of Files (Shift-F 1,6). If you did not 
specify a backup location, WordPerfect saves the backup files to the directory 
containing the WP.FIL file. If WordPerfect cannot write to that directory (e.g., 
you do not have network rights), the backup file is saved in the directory you 
specified for Documents (7) in Location of Files. If you did not specify a 
documents directory, the backup file is saved in the current default directory.

When you exit WordPerfect properly, timed backup files are deleted.

WP{WP}.BK1 is the name of the timed backup file for the document on the 
Document 1 screen, while WP{WP}.BK2 is the name of the timed backup file 
for the document on the Document 2 screen. If you have documents on both 
screens, only the document on the screen at the time of the backup interval is 
backed up. After the first backup, a document is backed up again only if you 
have made changes.

A network timed backup file is called WPxxx/.BK] (where xxx is the user's ID).

In order to retrieve a timed backup file, use the Rename feature in List Files to 
rename the backup file, then retrieve it as you would any other file (see List 
Files in Reference).

See Also: Backup, Original; Save

Beep Options

Use the Beep Options feature if you want your computer to notify you with a 
“beep” when certain WordPerfect messages are displayed on the status line.

1 Press Setup (Shift-F 1) to display the Setup menu.

□ I Select Setup from the File menu.

2 Select Environment (3), then select Beep Options (2).

3 Select an option (see the option headings under Notes below).

4 Press y to turn on the option. 

or

Press n to turn off the option.

5 Repeat steps 3 and 4 above for any other options you want to change.

6 Press Exit (F7) to exit the Setup: Beep Options menu.
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You can use both original and timed backup at the same time. 

Retrieving Timed Backup Files 
Timed backup files are temporary files that are stored in the directory you 
specified for Backup Files (I) in Location of Files (Shift-Fl,6). If you did not 
specify a backup location, WordPerfect saves the backup files to the directory 
containing the WP.FIL file. If WordPerfect cannot write 10 that directory (e.g., 
you do not have network rights), the backup file is saved in the directory you 
specified for Documents (7) in Location of Files. If you did not specify a 
documents directory, the backup file is saved in the current default directory. 

When you exit WordPerfect properly, timed backup files are deleted. 

WP{WP}.BKI is the name of the timed backup file for the document on the 
Document I screen. while WP{WP}.BK2 is the name of the timed backup file 
for the document on the Document 2 screen. If you have documents on both 
screens, only the document on the screen at the time of the backup interval is 
backed up. After the first backup, a document is backed up again only if you 
have made changes. 

A network timed backup file is called WPxxxj.BKJ (where xxx is the user's JD). 

In order to retrieve a timed backup file, use the Rename feature in List Files to 
rename the backup file, then retrieve it as you would any other file (see List 
Files in Reference). 

See Also: Backup, Original; Save 

Use the Beep Options feature if you want your computer to notify you with a 
"beep" when certain WordPerfect messages are displayed on the status line. 

1 Press Setup (Shift-FI) to display the Setup menu. 

0 31 Select Setup from the File menu. 

2 Select Environment (3), then select Beep Options (2). 

3 Select an option (see the option headings under Notes below). 

4 Press y to turn on the option. 

or 

Press n to turn off the option. 

5 Repeat steps 3 and 4 above for any other options you want to change. 

6 Press Exit (F7) to exit the Setup: Beep Options menu. 
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Notes

Beep on Error
This option determines whether the computer will beep when an “ERROR: ...” 
message appears on the status line.

Eleep on Hyphenation
This option determines whether the computer will beep when Hyphenation is on 
and the “Position Hyphen; Press ESC ..." message appears on the status line.

Beep on Search Failure
This option determines whether the computer will beep when the “*Not Found*” 
message appears on the status line after a search.

See Also: Hyphenation; Search; Appendix E: Error Messages.

If you are planning to bind your two-sided documents, you can use the Binding 
feature to shift text away from the bound edge. The text is shifted to the right 
on odd-numbered pages and to the left on even-numbered pages.

This feature is especially helpful with printers that print in duplex (see Double-Sided 
Printing under Paper Size/Type in Reference).

1 Press Print (Shift-F7) to display the Print menu.
C B  Select Print from the F ile  menu.

2 Select Binding Offset (b), then enter the amount (in inches, points, etc.) you 
want the text shifted.

3 Press Exit (F7) to exit the menu.

Changing the Default
If you want to change the default binding offset for all new documents, use the 
Print Options feature on the Setup: Initial Settings menu (Shift-Fl,4,8,1) (see 
Initial Settings in Reference).

Documents previously saved with a different binding offset must be retrieved, have the 
binding changed, then be saved again.

Codes
A code for binding is not inserted into your document; however, the binding 
offset is saved with the document. This setting remains in effect for that 
document until you change it again. When you exit the current document, the 
Binding Offset setting on the Print menu returns to the default.
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ll eep on Error 
This option determines whether the computer will beep when an "ERROR: 
message appears on the status line. 

Eleep on Hyphenation 
This option determines whether the computer will beep when Hyphenation is on 
and the "Position Hyphen; Press ESC ... " message appears on the status li ne. 

Deep on Search Failure 
This option determines whether the computer will beep when the "*Not Found*" 
message appears on the status line after a search. 

See Also: Hyphenation: Search; Appendix E: Error Messages. 

If you are planning to hind your two-sided documents. you can use the Binding 
feature to shift text away from the bound edge. The text is shifted to the ri ght 
on odd-numbered pages and to the left on even-numbered pages. 

This feillure is especial fr hel11fiil ,rirh prilllers rhar pri111 ill duplex (see Double-Sided 
Printing under Paper Sizeffype ill Refen:nce) . 

1 Press Print (Shift-F7) to display the Print menu. 

C8I Select Print fro111 the File 111e1111. 

2 Select Binding Offset (b), then enter the amount (in inches, points , etc .) you 
want the text shifted. 

3 Press Exit (F7) to exit the menu. 

Changing the Default 
If you want to change the default binding offset for all new documents. use the 
Print Options feature on the Setup: Initial Settings menu ( Shift-F 1,4,8, I) (see 
Initial Settings in Reference). 

Documents pre1·iousl_,. sm•ed u·ith a different binding off~et must be retrieved, have the 
binding changed, then be saved again. 

Codes 
A code for binding is not inserted into your document: however, the binding 
offset is saved with the document. This selling remains in effect for that 
document until you change it again. When you exit the current document. the 
Binding Offset setting on the Print menu returns to the default. 



Labels
Binding width operates on logical pages rather than physical pages. Briefly, 
WordPerfect considers a sheet of labels one physical page, but each individual 
label as a logical page. (See Physical Page vs. Logical Page under Labels in 
Reference for a more extensive definition of physical and logical pages.) This 
means that binding width will affect odd labels differently than even labels on 
the same page.

Margin Settings
The binding offset shifts text on a page. On odd pages, the left margin is 
increased by the amount entered for the binding offset and the right margin is 
decreased by that same amount. On even pages the reverse is true. In other 
words, if your left and right margins are set to I" and you want the text to start 
printing 1.5" from the left edge of the page, enter .5" as the binding offset. The 
right margin will then be only .5" wide.

A  l e f t  m a r g in

A  BINDING OFFSET

If you want the margins to be even (not including the binding offset) on both 
odd and even pages, there is a formula you can follow. First, decide what you 
want your binding offset to be (e.g., .5"). Next, divide that number by 2 (e.g., 
.25"), then enter that number as the binding offset in step 2 above. Now you 
need to change the left and right margin settings. If you want 1" margins on 
both sides (not counting the binding offset), add the amount you entered for the 
binding offset to the left and right margin settings (e.g., enter 1.25" for left and 
right margins) (see Margins, Left and Right in Reference).

What this formula effectively does is increase the bound edge of the page to a 
1.5" margin (allowing .5" for binding) and decrease the other edge of the page to 
a 1" margin, regardless of whether the page is odd or even.
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A LEFT MARGIN 

A BINDING OFFSET 

Labels 
Binding width operates on logical pages rather than physical pages. Briefly, 
WordPerfect considers a sheet of labels one physical page. but each individual 
label as a logical page. (See Physical Page vs. Lngirnl Page under Labels in 
Reference for a more extensive definition of physical and logical pages.) This 
means that binding width will affect odd labels differently than even labels on 
the same page. 

Margin Settings 
The binding offset shifts text on a page. On odd pages, the left margin is 
increased by the amount entered for the binding offset and the right margin is 
decreased by that same amount. On even pages the reverse is true. In other 
words, if your left and right margins are set to I" and you want the text to start 
printing 1.5" from the left edge of the page, enter .5" as the binding offset. The 
right margin will then be only .5" wide. 
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If you want the margins to be even (not including the binding offset) on both 
odd and even pages, there is a formula you can follow. First, decide what you 
want your binding offset to be (e.g., .5"). Next, divide that number by 2 (e.g., 
.25"), then enter that number as the binding offset in step 2 above. Now you 
need to change the left and right margin settings. If you want I" margins on 
both sides (not counting the binding offset), add the amount you entered for the 
binding offset to the left and right margin settings (e.g ., enter 1.25" for left and 
right margins) (see Margins, Left and Right in Reference). 

What this formula effectively does is increase the bound edge of the page to a 
1.5" margin (allowing .5" for binding) and decrease the other edge of the page to 
a I" margin, regardless of whether the page is odd or even. 
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One-Sided Documents
If you are creating a one-sided document, increase the left margin rather than 
using the Binding feature.

Resetting
If you want to change the binding offset back to zero, repeat steps 1 through 3 
above, entering 0 as the binding offset.

Top Binding
You can add the binding offset to the top rather than the side of the page using 
the Binding Edge option (7) on the Format: Edit Paper Definition menu (Shift- 
F8,2,7,5) (see Paper Size/Type in Reference). If you select Top (1), the binding 
offset you enter in step 2 above will move the text up or down on the page 
rather than left or right.

See Also: Print, Document on Disk; Print, Document on Screen; Print Options; 
Printing—General Information

Block, Define

Block is used to highlight (usually in reverse video) any portion of the on-screen 
document file. You can then use the block of text with many other WordPerfect 
features (see Associated Features below).

To define a block,

1 Move the cursor to one edge of the text you want to block.

2 Press Block (Alt-F4) to turn on the Block feature.

CO Select Block from the Edit menu to turn on Block (see Mouse below).
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Clne-S ided Documents 
If you are creating a one-sided document. increase the lefl margin rather than 
using the Binding feature. 

Hesetting 
lf you want to change the binding offset back to zero. repeat steps 1 through 3 
abovt:, entering O as the binding offset. 

Top Binding 
You ,;an add the binding offset to the top rather than the side of the page using 
the E inding Edge option (7) on the Format: Edit Paper Definition menu (Shift­
F8,2, 7,5 ) (see Paper Sizeffype in Reference). If you select Top (I), the binding 
offset you enter in step 2 above will move the text up or down on the page 
ra ther than left or right. 

See Also: Print, Document on Disk; Print. Document on Screen; Print Options; 
Printing-General Information 

Block is used to highlight (usually in reverse video) any portion of the on-screen 
document tile. You can then use the block of text with many other WordPerfect 
features (see Associated Features below ). 

To define a block. 

1 Move the cursor to one edge of the text you want to block. 

2 Press Block (Alt-F4) to turn on the Block feature. 

[8) Select Block from the Edit menu to tum on Block (see Mouse below). 



3 Highlight the text by moving the cursor to the opposite edge of the text.

Notes

4 .  All employees should come to work at B a.n.
5. Food may be eaten at an employee's desk os long as any trash 
is diaposod of as soon as possible.

There should be no need
to wring any supplies or equipment of your own for work related 
projects. If you don't find what you reed contact your department 
receptionists and they should be able to order it.
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4 Select the feature you want to use. * •

Associated Features
You can use Block with Move (Ctrl-F4) to move any part of your text from 
place to place in your file, and even from file to file (see Move, Block in 
Reference).

However, moving text is just one of the many uses of the Block feature. Once a 
block is defined, you can do a variety of things with it. For example, pressing 
Bold (F6) or Underline (F8) bolds or underlines the block of text. Pressing 
Font (Ctrl-F8) and selecting an attribute gives the block the attribute. Pressing 
Save (F10), and entering a filename saves the block as a file.

The following features work with Block:

• Append
• Attributes (Appearance, Size)
• Block Protect
• Bold
• Capitalization (Case Conversion)
• Center
• Comment
• Delete
• Flush Right
• Justification (Center, Flush Right)
• Mark Text (Index, List, Table of 

Authorities, Table of Contents)
• Move (Block, Rectangle, Tabular 

Column)

Often, you are given the chance to confirm that you want to use a feature with 
the block. For example, when you press Backspace or Delete (Del) to delete a

• Print
• Replace
• Save
• Search
• Shell (Append to Clipboard, 

Save to Clipboard)
• Sort
• Spell
• Styles
• Switch
• Underline
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4 Select the feature you want to use. 

Associated Features 
You can use Block with Move (Ctrl-F4) to move any part of your text from 
place to place in your file . and even from file to file (see Move. Block in 
Reference) . 

However, moving text is just one of the many uses of the Block feature. Once a 
block is defined, you can do a variety of things with it. For example, pressing 
Bold (F6) or Underline (F8) bolds or underlines the block of text. Pressing 
Font (Ctrl-F8) and selecting an attribute gives the block the attribute. Pressing 
Save (FIO), and entering a filename saves the block as a file. 

The following features work with Block: 

• Append 
• Attributes (Appearance, Size) 
• Block Protect 
• Bold 
• Capitalization (Case Conversion) 
• Center 
• Comment 
• Delete 
• Flush Right 
• Justification (Center, Flush Right) 
• Mark Text (Index, List, Table of 

Authorities, Table of Contents) 
• Move (Block. Rectangle, Tabular 

Column) 

• Print 
• Replace 
• Save 
• Search 
• Shell (Append to Clipboard, 

Save to Clipboard) 
• Sort 
• Spell 
• Styles 
• Switch 
• Underline 

Often. you are given the chance to confirm that you want to use a feature with 
the block. For example, when you press Backspace or Delete (Del) to delete a 
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block, you are asked to confirm that you really want the block deleted. You can 
then type y to delete the block or n to cancel the command.

For more information on a specific feature, see that section in Reference.

Canceling Block
Block turns off after you perform a function. To cancel a block without 
performing a function, either press Block (Alt-F4) again or press Cancel (FI).

You can also cancel a block using the mouse (see Mouse below).

Codes
Since WordPerfect codes can be included in a block, you may want to press 
Reveal Codes (Alt-F3) before defining a block to be sure of the cursor's 
location in relation to existing codes. When Block is on, a Block code [Block] 
in the codes portion of the screen pinpoints the location where the block begins.

Cursoi Movement
When Block is on, typing any character moves the cursor forward to the next 
occurrence of that character. If the character is not found within approximately 
2000 characters, the cursor remains in place and a beep sounds.

Pressing Enter blocks the text from the cursor to the end of that paragraph (the 
next Hard Return code [HRt]).

Whik: Block is on, you can block text in either a forward or reverse direction by 
using the arrow keys, or by using ♦Search (F2) or ♦Search (Shift-F2) to search 
for arid highlight to the end of the search string (see Search in Reference).

Mouse
To block text with the mouse, position the mouse pointer on one end of the text 
you want to block. Then press and hold down the left mouse button as you 
move the mouse pointer to the other end of the text you want to block. Finally, 
release the left mouse button. The text you blocked is highlighted.

Once you have blocked the text, you can use all of the features you normally use 
with a block (see Associated Features above).

Once a block is defined and you have released the left button, you can change 
the b ock size by pressing the arrow keys, or by using ♦Search (F2) or ♦Search 
(Shift-F2) to search for and highlight to the end of the next search string (see 
Search in Reference).

To cancel a block using the mouse, click the middle mouse button on a three- 
button mouse, or hold down either button on a two-button mouse, then click the 
other mouse button.

block. you are asked to confirm that you really want the block deleted. You can 
then type y to delete the block or n to cancel the command. 

For more information on a specific feature, see that section in Rl'ference. 

Canceling Block 
Block turns off after you perform a function. To cancel a block without 
performing a function, either press Block (Alt-F4) again or press Cancel (Fl). 

You can also cancel a block using the mouse (see Mouse below). 

Codes 
Since WordPerfect codes can be included in a block, you may want to press 
Reveal Codes (Alt-F3) before defining a block to be sure of the cursor's 
locati,)n in relation to existing codes. When Block is on, a Block code I Block] 
in the codes portion of the screen pinpoints the location where the block begins. 

Cursor Movement 
\1/hen Block is on, typing any character moves the cursor forward to the next 
occurrence of that character. If the character is not found within approximately 
2000 characters, the cursor remains in place and a beep sounds. 

Pressing Enter blocks the text from the cursor to the end of that paragraph (the 
next Hard Return code [HRt)). 

Whik Block is on, you can block text in either a forward or reverse direction by 
using the arrow keys, or by using •Search (F2) or •Search (Shift-F2) to search 
for and highlight to the end of the search string (see Search in Reference). 

MOUSI! 
To bl,xk text with the mouse, position the mouse pointer on one end of the text 
you want to block. Then press and hold down the left mouse button as you 
move the mouse pointer to the other end of the text you want to block. Finally, 
relea~e the left mouse button. The text you blocked is highlighted. 

Once you have blocked the text, you can use all of the features you normally use 
with 1 block (see Associated Features above). 

Once a block is defined and you have released the left button, you can change 
the b ock size by pressing the arrow keys, or by using •Search (F2) or •Search 
( Shift-F2) to search for and highlight to the end of the next search string (see 
Search in Reference). 

To crncel a block using the mouse, click the middle mouse button on a three­
butto 11 mouse, or hold down either button on a two-button mouse, then click the 
other mouse button. 



On-Screen Display
Normally, blocked text appears on the screen in reverse video. You can change 
the appearance of the block using Colors/Fonts/Attributes (Shift-F 1,2,1) (see 
Colors/Fonts/Attributes in Reference).

Redefining a Block
You may sometimes want to perform more than one function on the same block 
of text. For example, you might want to underline, and then bold the same 
block. To redefine the block, press Block (Alt-F4), then press Go To (Ctrl- 
Home) twice.

Saving and Retrieving
Once a block has been defined, you can press Save (F10), then enter a filename 
to save the block to a permanent file, or press Enter to save the block as a 
temporary buffer.

If a block exists in the temporary buffer, pressing Retrieve (Shift-F 10) then 
pressing Enter retrieves the block at the cursor. This temporary buffer is deleted 
when you exit WordPerfect, or when you save another block to the temporary 
buffer.

Short Cuts
On keyboards with an enhanced BIOS, you can also move a block of text by 
blocking the text, then pressing Block Move (Ctrl-Delete) to move the block, or 
Block Copy (Ctrl-Insert) to copy it. A prompt appears at the status line 
informing you that pressing Enter will retrieve the text you have just moved.
You can then move the cursor to the place where you want the text, and press 
Enter to insert the text.

If you do not have a keyboard with an enhanced BIOS, you can re-assign or map 
the short-cut keystrokes to the keys of your choice. You can also map Block 
Append to a key on your keyboard (see Keyboard Layout. Edit in Reference).

See Also: Mouse Support; Move, Block

Block Protect

Block Protect is used to keep a block of text from being split between two 
pages.

When you are working with a document where the number of lines it contains is 
constantly increasing or decreasing, you can use Block Protect to keep a block of 
text (e.g., a table or chart) intact. You can add and delete text from the block 
itself or from the document. As long as the block is less than a page in length, 
it will remain together on the same page.
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On-Screen Display 
Normally, blocked text appears on the screen in reverse video. You can change 
the appearance of the block using Colors/Fonts/ Attributes (Shift-F 1.2, I) (see 
Colors/Fo11ts!A1trihwes in Reference). 

Redefining a Block 
You may sometimes want to perform more than one function on the same hloek 
of text. For example, you might want to underline, and then bold the same 
block . To redefine the block. press Block (Alt-F4 ), then press Go To (Ctrl­
Home ) twice . 

Saving and Retrieving 
Once a block has been defined, you can press Save (F ID). then enter a filename 
to save the block to a permanent file, or press Enter to save the block as a 
temporary buffer. 

If a block exists in the temporary buffer. pressing Retrieve (Shift-FI 0) then 
pressing Enter retrieves the block at the cursor. This temporary buffer is deleted 
when you exit WordPerfect, or when you save another block to the temporary 
buffer. 

Short Cuts 
On keyboards with an enhanced BIOS, you can also move a block of text by 
blocking the text, then pressing Block Move (Ctrl-Delete) to move the block, or 
Block Copy (Ctrl-Insert) to copy it. A prompt appears at the status line 
informing you that pressing Enter will retrieve the text you have just moved. 
You can then move the cursor to the place where you want the text. and press 
Enter to insert the text. 

If you do not have u keyboard with an enhanced BIOS. yuu can re-assign ur map 
the short-cut keystrokes to the keys of your choice. You can also map Block 
Append to a key on your keyboard (see Keyboard Layout. Edit in Reference) . 

See Also: Mouse Support; Move. Block 

Block Protect is used to keep a block of text from being split between two 
pages. 

When you are working with a document where the number of lines it contains is 
constantly increasing or decreasing, you can use Block Protect to keep a block of 
text (e.g., a table or chart) intact. You can add and delete text from the block 
itself or from the document. As long as the block is less than a page in length, 
it will remain together on the same page. 
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Notes

A  BLOCK PROTECT CODES

To protect a block,

11 Use Block (Alt-F4) to block the text you want protected. It must be less 
than a page in length.

2 Press Format (Shift-F8), then type y to confirm that you want to protect the 
block.

r~B] Select Protect Block from the Edit menu.

The block is protected by codes (see Codes below). If part of the protected 
block has to be moved to the next page, the entire block will be moved to the 
next oage.

Block Protect and Hard Returns
Two consecutive protected blocks must be separated by at least one Soft Return 
code [SRt] or Hard Return code [HRt] (see Page, Soft and Hard in Reference). 
Otherwise, the blocks are treated as one large block. Consequently, when you 
are protecting blocks of text, you can avoid problems by always defining blocks 
from character to character (e.g., the first word in a paragraph to the last word in 
a paragraph) and never including Hard Return codes.

Block Protect vs. Conditional End of Page
While Block Protect protects a block of text. Conditional End of Page protects a 
specific number of lines. When you want to keep a block of text together as you 
add or delete text from the block (such as a table), it is best to use Block 
Protect. However, if you want to keep certain lines together (such as a heading 
and the first two lines of a paragraph), it is best to use Conditional End of Page 
(see Conditional End o f Page in Reference).

Code!;
Protecting a block places a Block Protect On code [Block Pro:On] at the 
begirning of the block and a Block Protect Off code [Block Pro:Off] at the end.

Howev-sr, Steven obtained the contract without compromising our 
corporate integrity. He presented the information in a clear and 
concise manner, without going into the rudimentary details 
concerning completion of the project.
The proposed locations for the facility are:

2425 Crowley Avenue, Twin Falls. ID 
121 Knudsen Corner. Salt Lake City, UT 
1665 Anne Street. Charlottesville, VA

* [HRt] 
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proposed locations for the facility are:(HRt 
ley Avenue. Twin Falls, ID[HRt]

1921 Knudsen Corner, Salt Lake City, UTIHRt] 
ent]1665 Anne Street, Charlottesville, VA[Block Pro:Off]
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Press Reveal Codes to restore screen

5 2  BLOCK PROTECT

Notes 

A BL OCK PROTECT CODES 
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To protect a block, 

11 lse Block (Alt-F4) to hlock the text you want protected. It must be less 
tt1an a page in length. 

2 Press Format (Shift-F8), then type y to confirm that you want to protect the 
block. 

ra S, , fl'l't Pmfrct Block from the Edit menu. 

The block is protected by codes (see Codes below). If part of the protected 
block has to be moved to the next page, the entire block will be moved to the 
next Jage. 

Hlock Protect and Hard Returns 
Two ;onsecutive protected blocks must be separated by at least one Soft Return 
code [SRt] or Hard Return code iHRt] (see Page, Soft and Hard in Reference). 
Otherwise, the blocks are treated as one large block. Consequently, when you 
are p:otecting blocks of text, you can avoid problems by always defining blocks 
from character to character (e.g., the first word in a paragraph to the last word in 
a pangraph) and never including Hard Return codes. 

IJlock Protect vs. Conditional End of Page 
Whik Block Protect protects a block of text. Conditional End of Page protects a 
speci fie number of lines. When you want to keep a block of text together as you 
add c,r delete text from the block (such as a table). it is best to use Block 
Protect. However, if you want to keep certain lines together (such as a heading 
and the fin,t two lines of a paragraph). it is hest to use Conditional End of Page 
1:see Conditional End of Page in Reference). 

1:ode!; 
Protecting a block places a Block Protect On code [Block Pro:On] at the 
begir ning of the block and a Block Protect Off code [Block Pro:Off] at the end. 

Mowev•!r, Steve n obtained the contract without comprom1s1ng our 
corpo:ate tntegrlty. He p r esented t he 1nformeition ln a clPti r i!nd 
conc1 ;e n,anner, without going into the rudiment a ry deta1 ls 
conce~nlng coll'lpletlon of the project. 

The p ~oposed locat ions for the facility are: 
2425 Crowley Avenue, Twin F1111!5 ID 
n l knurlsen Corner. Salt Lake City, UT 
1665 Anne Street . Charlotte9ville , VA 
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~~ l~~;:w~!~~~=~u!~c~:!~n:8 ~~;, t~~(!: ~;lity a re: ( MRt 

r-1nd1mt l'l21 Knudsen Corner, Salt Lake city, UTf HRt l 
, .. 1.,4ent.] 166 5 Anne Street, Charlottesville. VA[ Block Pro : Off ] 

Press 'leue,.J Code• to restore screen 



Even if the Block Protect On code does not come at the beginning of the line, 
the entire line of text is protected.

You can cancel the block protection by deleting the codes. Deleting either code 
deletes the pair. If you delete a Block Protect code while in the normal editing 
screen, you will be asked to confirm the deletion.

Parallel Columns Without Block Protect
If you are using parallel columns without block protect (Alt-F7,1,3,1,2), you can 
only block protect one column when you are within the [Col On] and [Col Off] 
codes, regardless of how many columns are blocked. If you want to block the 
whole group of columns, you must be in front of the [Col On] code when you 
turn the block on.

See Also: Block; Conditional End of Page
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Even if the Block Protect On code does not come at the beginning of the line, 
the entire line of text is protected. 

You can cancel the block protection by deleting the codes. Deleting either code 
delete~ the pair. If you delete a Block Protect code while in the normal editing 
~creen. you will be asked to confinn the deletion. 

Parallel Columns Without Block Protect 
If you are using parallel columns without block protect (Alt-F7,l,3,l,2), you can 
only block protect one column when you are within the [Col On] and [Col Off] 
codes, regardless of how many columns are blocked. If you want to block the 
whole group of columns, you must be in front of the [Col On] code when you 
turn the block on. 

See Also: Block; Conditional End of Page 
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C Cancel

Notes

Cancel may be the most commonly-used WordPerfect feature. Why? Because it 
is a way to get you out of places you don’t want to be. It is also the key to 
press when you don’t want to save the changes you have made.

Press Cancel (FI) to do any of the following:

• Back out of a WordPerfect menu or status line message without saving 
changes.

• Cancel a hyphenation request, forcing the word to wrap to the next line.

• Recover up to three levels of deleted text.

• Turn off Block.

• Cancel a search or macro in operation.

Backing Out of Menus and Options
You can back out of a menu by pressing Cancel (FI).

From some menus, you must press Cancel more than once to return to the 
normal editing screen.

If you want to save the changes you have made to a menu, the keystroke to 
press is Exit (F7) (see Exit in Reference). Pressing any letter or number that is 
not listed as a menu option will also back you out of a menu, saving any of the 
changes you have made.

Canceling with a Mouse
In a WordPerfect menu or when a prompt is displayed on the status line, clicking 
the middle mouse button on a three-button mouse or holding down either mouse 
button, and clicking the other mouse button on a two-button mouse performs the 
same function as pressing Cancel (FI).

Help Menus
Pressing Cancel (FI) does not back you out of the Help menus. Pressing Enter 
or the Space Bar does. Pressing Cancel in a Help menu displays the help 
screen for the Cancel feature.

Macros
While pressing Cancel (FI) cancels a macro in operation, it does not cancel a 
macro definition. To end a macro definition, press Macro Define (Ctrl-FlO). 
Pressing Cancel in a macro definition simply inserts the Cancel keystroke into 
the definition (see Macros in Reference).
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C Cancel 

Notes 

Cancel may be the most commonly-used WordPerfect feature . Why? Because it 
is a way to get you out of places you don't want to be. It is also the key to 
press when you don't want to save the changes you have made. 

Press Cancel (FI) to do any of the following: 

• Back out of a WordPerfect menu or status line message without saving 
changes. 

• Cancel a hyphenation request, forcing the word to wrap to the next line. 

• Recover up to three levels of deleted text. 

• Turn off Block. 

• Cancel a search or macro in operation. 

Backing Out of Menus and Options 
You can back out of a menu by pressing Cancel (fl) . 

From some menus. you must press Cancel more than once to return to the 
normal editing screen. 

If you want to save the changes you have made to a menu, the keystroke to 
press is Exit (f7) (see Exit in Reference). Pressing any letter or number that is 
not listed as a menu option will also back you out of a menu, saving any of the 
changes you have made. 

Canceling with a Mouse 
In a WordPcrfc<..:t menu or whc:n a prompt is displayed on the status line, clicking 
the middle mouse button on a three-button mouse or holding Jown either mouse 
button, and clicking the other mouse button on a two-button mouse performs the 
same function as pressing Cancel (FI ). 

Help Menus 
Pressing Cancel (Fl) does not back you out of the Help menus. Pressing Enter 
or the Space Bar does . Pressing Cancel in a Help menu displays the help 
screen for the Cancel feature. 

Macros 
While pressing Cancel (FI) cancels a macro in operation, it does not cancel a 
macro definition . To end a macro definition, press Macro Define (Ctrl-FI 0). 
Pressing Cancel in a macro definition simply inserts the Cancel keystroke into 
the definition (see Macros in Reference) . 

CANCEL 55 



Pull-Down Menus
Wher you are using the pull-down menus, pressing Cancel (FI) or Escape (Esc) 
takes you back one level. Pressing Exit (F7), takes you all the way out of the 
menus. Clicking the center button on a three-button mouse takes you back one 
level. Holding down either mouse button, then clicking the other mouse button 
on a :wo-button mouse takes you back one level. Clicking the right button on a 
mouse takes you all the way out of the menus.

Recovering Text
When you press Cancel (FI) in the normal editing screen, a highlighted block 
appears in your document and a message appears on the status line asking if you 
want to restore that block.

The highlighted block contains the last text and/or codes you deleted from your 
document. It appears at the point on which the cursor is resting. If nothing 
appears in the block in the normal editing screen, you can press Cancel (FI), 
press Reveal Codes (Alt-F3), then press Cancel again to see the codes inserted 
into your document.

Select Restore (1) to restore the highlighted block, or continue selecting Previous 
Deletion (2) or pressing Up Arrow (T) or Down Arrow (4) to display up to 
your last three deletions. WordPerfect stores the three previous deletions in 
temporary files. These temporary files are erased when you exit WordPerfect. 
You can also use deleting and restoring text as a method of moving text in a 
document (see Undelete in Reference).

Reveal Codes
Pressing Cancel with the Reveal Codes screen displayed does not turn off 
Reveal Codes. You must press Reveal Codes (Alt-F3) (see Reveal Codes in 
Reference).

See Also: Exit; Mouse Support; Undelete

Capitalization

Capitalizing individual characters is as easy as typing the character while holding 
down the Shift key. However, using this method to capitalize a long string of 
characters can be tedious. You can also use the Caps Lock key to type 
uppercase letters.

1 Press Caps Lock to begin typing uppercase letters.

2 Type the text.

3 Press Caps Lock again to end typing uppercase letters.
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Pull-Down Menus 
Wher you are using the pull-down menus, pressing Cancel (Fl) or Escape (Esc) 
takes you back one level. Pressing Exit (F7), takes you all the way out of the 
menus. Clicking the center button on a three-button mouse takes you back one 
level. Holding down either mouse button. then clicking the other mouse button 
on a :wo-button mouse takes you back one level. Clicking the right button on a 
mouse takes you all the way out of the menus. 

lleco~ ering Text 
When you press Cancel (Fl) in the nonnal editing screen, a highlighted block 
appe,trs in your document and a message appears on the status line asking if you 
want to restore that block. 

The highlighted block contains the last text and/or codes you deleted from your 
document. It appears at the point on which the cursor is resting. If nothing 
appears in the block in the normal editing screen, you can press Cancel (Fl), 
press Reveal Codes (Alt-F3), then press Cancel again to see the codes inserted 
into your document. 

Select Restore (I) to restore the highlighted block, or continue selecting Previous 
Deletion (2) or pressing Up Arrow (i) or Down Arrow (J.) to display up to 
your last three deletions. WordPerfect stores the three previous deletions in 
tempxary files. These temporary files are erased when you exit WordPerfect. 
You ,:an also use deleting and restoring text as a method of moving text in a 
docu nent (see Undelete in Reference). 

1Reve;1I Codes 
Pressing Cancel with the Reveal Codes screen displayed does not turn off 
Reveal Codes. You must press Reveal Codes (Alt-F3) (see Reveal Codes in 
Reference). 

See Also: Exit; Mouse Support; Undelete 

-----------------------------------------Capitalization 
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Capi:alizing individual characters is as easy as typing the character while holding 
down the Shift key. However, using this method to capitalize a long string of 
characters can be tedious. You can also use the Caps Lock key to type 
uppercase letters. 

1 Press Caps Lock to begin typing uppercase letters. 

2 Type the text. 

3 Press Caps Lock again to end typing uppercase letters. 



Notes Converting Existing Text
To convert existing text to all uppercase or lowercase letters,

1 Block the text.

2 Press Switch (Shift-F3).

CS Select Convert Case from the Edit mem.

3 Select Uppercase (1) or Lowercase (2).

WordPerfect is case sensitive. This means that words that start with “I” 
followed by an apostrophe (I’m, I'd, etc.) and the first words of sentences remain 
capitalized when you select Lowercase. When you block text to be converted, 
include the punctuation from the end of the preceding sentence in the block to 
make sure that WordPerfect recognizes the first letter of a sentence. If there is 
no preceding punctuation, WordPerfect does not recognize the beginning of a 
sentence and therefore will not leave a capital letter there.

Shift and Caps Lock
Caps Lock affects only letters (A through Z). To type the characters displayed 
above the numbers at the top of the keyboard (e.g., @, #, $, etc.), you still have 
to press Shift, then the number. When Caps Lock is on, pressing Shift causes 
letters to be typed lowercase.

Small Caps
If your printer has a small caps font, you can select it using the Attributes 
feature (see Attributes in Reference). All the text you type will then be printed 
in the small caps font with slightly larger letters for the letters you type in 
uppercase.

Status Line
When Caps Lock is on, “Pos” on the status line is displayed in all uppercase 
letters (i.e., POS).

See Also: Attributes; Block; Switch

Cartridges/Fonts/Print Wheels

Many printers let you access additional fonts with interchangeable print 
cartridges, print wheels, or downloadable font files. The Cartridges/Fonts/Print 
Wheels feature in WordPerfect lets you mark the cartridges, soft fonts, and print 
wheels you plan to use with your printer.

I f you have not purchased any soft fonts, cartridges, and/or additional print wheels for 
your printer, you do not need to go into the Cartridges/Fonts/Print Wheels menu at all.
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Notes Converting Existing Text 
To convert existing text to all uppercase or lowercase letters, 

Block the text. 

2 Press Switch (Shift-F3). 

rn Select Convert Case from the Edit menu. 

3 Select Uppercase ( 1) or Lowercase (2). 

WordPerfect is case sensitive. This means that words that start with "I" 
followed by an apostrophe (I'm, I'd, etc.) and the first words of sentences remain 
capitalized when you select Lowercase. When you block text to be converted, 
include the punctuation from the end of the preceding sentence in the block to 
make sure that WordPerfect recognizes the first letter of a sentence. If there is 
no preceding punctuation, WordPerfect does not recognize the beginning of a 
sentence and therefore will not leave a capital letter there. 

Shift and Caps Lock 
Caps Lock affects only letters (A through Z). To type the characters displayed 
above the numbers at the top of the keyboard (e.g., @, #, $, etc.), you still have 
to press Shift. then the number. When Caps Lock is on, pressing Shift causes 
letters to be typed lowercase. 

Small Caps 
If your printer has a small caps font, you can select it using the Attributes 
feature (see Attributes in Reference). All the text you type will then be printed 
in the small caps font with slightly larger letters for the letters you type in 
uppercase. 

Status Line 
When Caps Lock is on. "Pos" on the status line is displayed in all uppercase 
letters (i.e., POS). 

See Also: Attributes; Block; Switch 

Cartridges/Fonts/Print Wheels 

Many printers let you access additional fonts with interchangeable print 
cartridges, print wheels, or downloadable font files. The Cartridges/Fonts/Print 
Wheels feature in WordPerfect lets you mark the cartridges, soft fonts, and print 
wheels you plan to use with your printer. 

If you have not purchased any soft fonts, cartridges, and/or additional print wheels for 
your printer. you do not need to go into the Cartridges/Fonts/Print Wheels menu at all. 
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Notes

11 Press Print (Shift-F7) to display the Print menu.

LB Select Print from the File menu.

2! Choose Select Printer (s), then move the cursor to the desired printer.

You need to have already selected a printer for this feature to work (see Printer, Select in 
Reference).

21 Select Edit (3), then select Cartridges/Fonts/Print Wheels (4) to display a list 
of font categories (built-in, cartridges, soft fonts, and/or print wheels) your 
printer supports.

I f you receive a "Printer files not found" message, WordPerfect cannot find the .ALL file 
that was used to define your printer. You need to specify the directory where the .ALL 
file was copied during installation (see the Installation Instructions card).

4 Move the cursor to the type of font you want to mark (see F o n t C a te g o r y  
below), then choose Select (1) to display a list of all fonts of that type that 
V/ordPerfect supports.

If you choose Select with the Soft Fonts category highlighted, a Font Groups 
screen might be displayed. If it is, move the cursor to the g r o u p  containing the 
font you want to mark and choose Select (1). A list of fonts in that group is 
displayed.

3 Move the cursor to the cartridge, font, or print wheel you want to use with 
your printer, then mark it as Present When Print Job Begins (*) and/or Can 
be Loaded/Unloaded During Job (+) (see M a r k in g  C a r t r id g e s /F o n ts /P r in t  
below).

CB Mark a cartridge, font, or print wheel in the Select Printer: Cartridges/Fonts/Print 
Wheels lists by double-clicking on the item. Items that can be marked with a plus 
sign (+) or an asterisk (*) are marked with a plus sign (+).

Important: Do not mark fonts you do not have. WordPerfect does not create fonts, nor 
does it provide them—it simply accesses the font capabilities o f your printer.

li Press Exit (F7) to save the markings and return to the list of font categories.

You may need to press Exit twice to return to the list o f font categories, depending on 
whether or not a Font Groups screen was displayed.

At this point you can select another font type and repeat steps 4 through 6 or 
press Exit to return to the Select Printer: Edit menu. WordPerfect updates the 
fonts before returning to this screen if you have made any changes in font 
seleclion.

Available
The Available column on the Select Printer: Cartridges/Fonts/Print Wheels screen 
shows you the quantity available for cartridges, fonts, and/or print wheels. This 
amount is decreased when you mark cartridges, soft fonts, or print wheels with 
an asterisk (*) (see M a r k in g  C a r t r id g e s /F o n ts /P r in t  below). This keeps you
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Notes 

11 Press Print (Shift-F7 J to display the Print menu. 

[8 Sdect Print from the File menu. 

:! Choose Select Printer (s), then move the cursor to the desired printer. 

You n,,ed to have already selected a printer for this feature In work ( see Printer, Select in 
Refen:nce). 

~i Select Edit (3), then select Cartridges/Fonts/Print Wheels (4) to display a list 
of font categories (built-in, cartridges, soft fonts, and/or print wheels) your 
p rinter supports . 

ff you receive a "Printer files not found" messaie, WordPerfect cannot find the .ALL file 
that 11·as used to define your printer. You need to specify the directory where the .All 
Jile was copied durini installation ( see the Installation Instructions card) . 

4 Move the cursor to the type of font you want to mark (see Font Category 
b:low). then choose Select ( l) to display a list of all fonts of that type that 
WordPerfect supports. 

If you choose Select with the Soft Fonts category highlighted, a Font Groups 
scree1 might be displayed. If it is, move the cursor to the group containing the 
font :,ou want to mark and choose Select (1) . A list of fonts in that group is 
displayed. 

!i Move the cursor to the cartridge, font, or print wheel you want to use with 
y :mr printer, then mark it as Present When Print Job Begins (*) and/or Can 
b~ Loaded/Unloaded During Job ( +) (see Marking Cartridges/Fonts/Print 
bdow). 

rn Mark a cartridge. font. or print wheel in the Select Printer: Cartridges/Fonts/Print 
Wheels lists bv double-clicking on the item. Items that can be marked with a plus 
sign ( +) or an asterisk ( *) are marked with a plus sign ( + ). 

Important: Do not mark fonrs you do not have. WordPerfect does not create fonts, nor 
does lt provide them-it simply accesses the font capabilities of your printer. 

Ii Press Exit (F7) to save the markings and return to the list of font categories. 

You n;ay need to press Exit twice to return to the list offont categories, depending on 
whether or not a Font Groups screen was displayed. 

At this point you can select another font type and repeat steps 4 through 6 or 
press Exit to return to the Select Printer: Edit menu. WordPerfect updates the 
fonts before returning to this screen if you have made any changes in font 
selec1ion. 

l\vailc•ble 
The Available column on the Select Printer: Cartridges/Fonts/Print Wheels screen 
shows you the quantity available for cartridges, fonts, and/or print wheels. This 
amount is decreased when you mark cartridges, soft fonts, or print wheels with 
an asterisk (*) (see Marking Cartridges/Fonts/Print below). This keeps you 
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from selecting more cartridges, soft fonts, or print wheels than your printer can
accommodate.

If you change the total quantity (see Q u a n ti ty  below), the Available quantity is 
also changed by the same amount.

Cartridges
The Available column for cartridges shows how many slots are still 
available. For example, if you have two slots for cartridges, but have not yet 
marked any cartridges, the Available column will show "2.” Each cartridge 
you mark with an asterisk (*) decreases this amount by 1.

Print Wheels
The Available column for print wheels gives the number of print wheels your 
printer still has available. Each print wheel you mark with an asterisk (*) 
decreases this amount by 1.

Soft Fonts
The Available column for soft fonts shows the amount of memory still 
available. This amount is decreased when you mark fonts with an 
asterisk (*).

Base Font
The fonts you mark using the above steps appear on all of the Base Font menus 
as long as they match the Font Type (which is set with the Paper Size/Type 
feature). In other words, if you have landscape fonts available, they will not 
appear on the Base Font menus until you select a landscape paper type (see 
P a p e r  S iz e /T y p e  in R e fe r e n c e ) . The printer's built-in fonts also appear on the 
Base Font menus if they match the Font Type (see F o n t in R e fe r e n c e ) .

Built-In
Built-In is one of the font categories on the Select Printer: Cartridges/Fonts/Print 
Wheels screen for dot matrix and laser printers (not for daisy wheel printers); 
however, no amount is listed under the Quantity or Available headings. 
WordPerfect marks all these fonts automatically to indicate they are currently in 
the printer. You can unmark these fonts (see M a r k in g  C a r t r id g e s /F o n ts /P r in t  
below) if you do not want WordPerfect to access them.

WordPerfect makes the built-in fonts available (includes them on the Base Font 
menus) when you select a printer. Information about each printer’s built-in fonts 
is copied to the .PRS file when you add a printer to the printer definition list 
(see P rin te r , S e le c t  in R e fe r e n c e ) .

Downloading Soft Fonts
Soft fonts are purchased as software (on diskettes) and must, therefore, be sent 
from your computer to your printer. This process is called “downloading” fonts. 
WordPerfect can dowmload fonts in either of two ways. If you mark a soft font 
with an asterisk (*) (see M a r k in g  C a r t r id g e s /F o n ts /P r in t  W h e e ls  below), you will 
have to initialize your printer (Shift-F7,7) every time you turn it on. This sends
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from selecting more cartridges, soft fonts, or print wheels than your printer can 
accommodate. 

If you change the total quantity (see Quallfity below), the Available quantity is 
also changed by the same amount. 

Cartridges 
The Available column for cartridges shows how many slots are still 
available. For example, if you have two slots for cartridges. but have not yet 
marked any cartridges, the Available column will show "2." Each cartridge 
you mark with an asterisk ( *) decreases this amount by I. 

Print Wheels 
The Available column for print wheels gives the number of print wheels your 
printer still has available . Each print wheel you mark with an asterisk (*) 
decreases this amount by I. 

Soft Fonts 
The Available column for soft fonts shows the amount of memory still 
available. This amount is decreased when you mark fonts with an 
asterisk ( *). 

Base Font 
The fonts you mark using the above steps appear on all of the Base Font menus 
as long as they match the Font Type ( which is set with the Paper Sizeffype 
feature). In other words. if you have landscape fonts available, they will not 
appear on the Base Font menus until you select a landscape paper type (see 
Paper Size/Type in Reference) . The printer's built-in fonts also appear on the 
Base Font menus if they match the Font Type (see Font in Reference) . 

Built-In 
Built-In is one of the font categories on the Select Printer: Cartridges/Fonts/Print 
Wheels screen for dot matrix and laser printers ( not for daisy wheel printers); 
however. no amount is listed under the Quantity or Available headings. 
WordPerfect marks all these fonts automatically to indicate they are currently in 
the printer. You can unmark these fonts (see Marking Cartridges/Fonts/Print 
below) if you do not want WordPerfect to access them. 

WordPerfect makes the built-in fonts available (includes them on the Base Font 
menus) when you select a printer. Information about each printer's built-in fonts 
is copied to the .PRS file when you add a printer to the printer definition list 
(see Printe1: Select in Reference). 

Downloading Soft Fonts 
Soft fonts are purchased as software (on diskettes) and must, therefore, be sent 
from your computer to your printer. This process is called "downloading" fonts. 
WordPerfect can download fonts in either of two ways. If you mark a soft font 
with an asterisk (*) (see Marking Carrridge.1JF01m/Prinr Wheels below), you will 
have to initialize your printer (Shift-F7,7) every time you turn it on. This sends 
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all fonts marked with an asterisk to the printer. These fonts remain in the printer 
(even if you exit WordPerfect) until you turn off the printer (or until you unmark 
the fcnt, then reinitialize the printer).

If you mark a font with a plus sign (+), WordPerfect will only download that 
font when it is needed for a print job, then deletes the font from the printer’s 
memory once the print job is completed.

If you change your font selection (marking or unmarking fonts with asterisks and 
plus signs), you will need to reinitialize your printer to make sure the proper 
fonts are available. If you only mark fonts with a plus sign (no asterisks), you 
will not need to initialize your printer.

Important: M arking fo n ts  tells WordPerfect which fo n ts  you have. You must tell 
WordPerfect where these fonts are by specifying a path using the Path for Downloadable 
Fonts and Printer Command Files option on the Select Printer: Edit menu (Shift-F7,s,3,6) 
(see Printer, Edit in Reference).

Font Category
This heading on the Select Printer: Cartridges/Fonts/Print Wheels screen lists the 
different types of fonts available for your printer. The choices for this column 
might include: Built-In. Cartridges, Print Wheels, Slot Fonts, and Soft Fonts. If 
your orinter only has its built-in fonts available, that is the only thing listed 
under this heading.

Font Croups
If you choose Select (1) with the Soft Fonts category highlighted in step 4 
above, a Font Groups screen could be displayed (depending on your printer).
You would then need to select the font group containing the fonts you want to 
mark. Once you mark fonts (see Marking Cartridges/Fonts/Print Wheels below), 
the fcnt group containing the marked fonts is displayed with a bullet (•).

A  FONT GROUP CONTAINING 
MARKED FONTS Select Printer: Soft Fonts 

Font Groups:

>■ HP AD TmsRmn/Helv RB 
HP AE TmsRmn/Helv US
HP AF Tms R mn /H e l v  R6
HP AG Helv Headlines PC-8

1 Seiect; N Name search: 1
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A FONT GROUP CONTAINING 
MARKED FONTS 

all foms marked with an asterisk to the printer. These fonts remain in the printer 
(even if you exit WordPerfect) until you turn off the printer (or until you unmark 
the fcnt, then reinitialize the printer). 

If you mark a font with a plus sign (+), WordPerfect will only download that 
font \vhen it is needed for a print job, then deletes the font from the printer's 
memory once the print job is completed. 

If you change your font selection (marking or unmarking fonts with asterisks and 
plus ~ igns), you will need to reinitialize your printer to make sure the proper 
fonts are available. If you only mark fonts with a plus sign (no asterisks), you 
will not need to initialize your printer. 

lmporra11t: Marking follls tells WordPerj'ecr which joll(.1· you h(lve. You must tell 
WordPerfect where these fonts are by specifying a path using the Pmh for Downloadable 
Fonts and Printer Command Files option on the Select Printer: Edit menu (Shift-F7,s,3,6) 
( ~ee Printer, Edit in Reference). 

font c:ategory 
This heading on the Select Printer: Cartridges/Fonts/Print Wheels screen lists the 
differ!nt types of fonts available for your printer. The choices for this column 
might include : Built-In . Cartridges. Print Wheels, Slot Fonts, and Soft Fonts. If 
your ,Jrinter only has its built-in foncs available, that is the only thing listed 
under this heading. 

font Eiroups 
If you choose Select (I) with the Soft Fonts category highlighted in step 4 
above. a Font Groups screen could be displayed (depending on your printer). 
You would then need to select the font group containing the fonts you want to 
mark. Once you mark fonts (see Marking Cartridges/Fonts/Print Wheels below), 
the fcnt group containing the marked fonts is displayed with a bullet (•). 

Sele<t Printer- : So ft F'onts 

Font Groups : 

t>.-:N~!?t7!!tt"!a 
HP AE 'Tll' !< R,,, n / H" l " US 
HP -'F 1 m6 R ,,. r, / Helv RB 

lfP AG Helv He a d line!! PC -8 

l Se. ect; N Name sear-ch: l 
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Marking Cartridges/Fonts/Print Wheels
After you choose Select (1) in step 4 above, WordPerfect displays a list of those 
cartridges, soft fonts, or print wheels (depending on which font category you 
select) that are available for your printer at the time your version of WordPerfect 
is released. (If you selected soft fonts, you may need to select a font group 
before the list is displayed.) The list includes each font, cartridge, or print wheel 
name and the quantity it represents.

A FONT NAME 
A  QUANTITY Select Printer: Soft Fonts Quantity * Fonts

Total: 350 K 32
Available: 301 K 26

HP AC TmsRmn/Helv US Quantity U sed

ry J K 3 C 3 1 X T I I
• (ff! 6pt

( AC ) 
(AC) (AC) (AC) (AC) (AC) (AC) 
(AC) (AC) 
(AC) 
(AC) (AC)

Mels
Helx
Helv
Helv
Helv
Helv
Helv
Helv
Helv
Helv
Helv
H e l v
Helv
Helv

i p t  ( ba n d  )
6pt Bold
6pt Bold (Land )
6pt italic
6pt Italic (Land)
8pt
Bpt (Land) 
apt Bold 
8pt Bold (Land) 
8pt italic 
8pt Italic (Land) 
lOpt
10pt (Land) 
lOpt Bold 
lOpt Bold (Land)

a k
0 K
8 K
a k 
• •
9 K 9 K
11 K 
11 K 
10 K 
10 K 
13 K 
13 K 
13 K 
13 K

Mark: * Present when print job begins
♦ Can be loaded/unloaded during jab

Press Exit to save 
Press Cancel to cancel

In the upper right corner of the screen, WordPerfect displays the total quantity of 
that type of font that your printer can support, along with the quantity still 
available. In addition, if you are marking soft fonts, the number of fonts your 
printer allows you to mark with an asterisk (*) at one time may be displayed.

For example, if you are marking soft fonts and your printer has 350K of 
memory, the Available Quantity and the Total Quantity start at 350. As you 
mark soft fonts with an asterisk (*), the Available Quantity is decreased by the 
amount of memory needed by those soft fonts, while the Available number of 
fonts is decreased by one for every font marked.

Depending on the printer, there may be a limit to the number of soft fonts you 
can mark with an asterisk, regardless of the memory available. (This limit is 
displayed in the Select Printer: Soft Fonts screen to let you know when you are 
approaching the limit.) For example, if your printer lets you mark 32 fonts 
(displayed under “* Fonts” in the upper right corner of the Select Printer: Soft 
Fonts screen) and you mark 32 fonts, you cannot mark another font with either 
an asterisk (*) or a plus sign (+), even if you have memory available.

Mark the soft font(s) or print wheel(s) you have available for your printer with 
one or both of two possible settings: Present When Print Job Begins (*) or Can 
be Loaded/Unloaded During Job (+). Cartridges can only be marked with an 
asterisk.
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A. FONT NAME 

& QUANTITY 

Marking Cartridges/Fonts/Print Wheels 
After you choose Select ( l ) in step 4 above, WordPerfect displays a list of those 
cartridges, soft fonts, or print wheels (depending on which font category you 
select) that are available for your printer at the time your version of WordPerfect 
is released. (If you selected soft fonts, you may need to select a font group 
before the list is displayed.) The list includes each font, cartridge, or print wheel 
name and the quantity it represents. 

Select Printer : Soft Fonts 

MP AC h1Fltr\n/H e l v US 

I>- • 'ptiii --;t;; "·"" 
Moh 6pt Bold 
Hel• 6pt Bold ! Land j 

(AC') Mli'lV 6pt lt.,11C 
(AC) M•llv 6pt Italic (L,.nrll 
(ACl Helv 8pt 
(ACJ Helv ~pt (l..andl 
( AC J Helv 8pt. Bald 
( AC l Helv 9pt Bold ( Land I 
(AC) Heh 8pt Italic 
{AC) Helv 8pt Italic (landl 
IACI Helv lOpt 
(AC} Melv lOpt (Ll!lnd) 
(AC} H@ lv lOpt Bold 
( AC 1 Helv lOcit Bold ( Land I 

Harle : • Present when prjnt jab begins 

Ou.anti ty 
Tatel: J50K 

AvoJ loble; 301 K 

• Fonts: 
32 

" 

' " e K 
6 K 
6 K .. 
' ' ' ' I I K 

11 K 
IO K 
10 K 

13 ' 
13 ' 
13 ' 
13 ' 

• Can he lo.ilded/• nlc..,.-led du["ing job 
Press f:• 1 t to saive 

Press C,11ncel t o cancel 

In the upper right corner of the screen, WordPerfect displays the total quantity of 
that type of font that your printer can support, along with the quantity still 
available. In addition, if you are marking soft fonts, the number of fonts your 
printer allows you to mark with an asterisk (*) at one time may be displayed. 

For example, if you are marking soft fonts and your printer has 350K of 
memory, the Available Quantity and the Total Quantity start at 350. As you 
mark soft fonts with an asterisk (*), the Available Quantity is decreased by the 
amount of memory needed by those soft fonts, while the Available number of 
fonts is decreased by one for every font marked. 

Depending on the printer, there may be a limit to the number of soft fonts you 
can mark with an asterisk, regardless of the memory available. (This limit is 
displayed in the Select Printer: Soft Fonts screen to let you know when you are 
approaching the limit.) For example, if your printer lets you mark 32 fonts 
(displayed under "* Fonts" in the upper right corner of the Select Printer: Soft 
Fonts screen) and you mark 32 fonts, you cannot mark another font with either 
an asterisk(*) or a plus sign(+), even if you have memory available. 

Mark the soft font(s) or print wheel(s) you have available for your printer with 
one or both of two possible settings: Present When Print Job Begins (*) or Can 
be Loaded/Unloaded During Job(+) . Cartridges can only be marked with an 
asterisk. 
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You can mark soft fonts until the maximum quantity (in memory or number of 
fonts) is reached. WordPerfect counts all fonts you mark with an asterisk (*) 
when calculating the available quantity.

Can be Loaded/Unloaded During Print Job
Mark a print wheel with a plus sign (+) if you want to be prompted to 
change the print wheel. Mark a soft font this way if you want WordPerfect 
tc load and unload the soft font during a print job. Because fonts marked 
with a plus sign are downloaded only when needed, marking a font or print 
wheel with this option does not decrease the available quantity; however, be 
aware that you cannot mark a font with a plus sign (+) if that font is larger 
than the remaining available quantity or if the “* Fonts" amount displays 0. 
For example, if you have 350K of memory and have marked 300K of fonts 
with an asterisk, you cannot mark any single font that is larger than 50K 
with a plus sign. (You cannot mark it because WordPerfect would not be 
able to load that font during a print job.)

If you have marked a print wheel with a plus sign and selected that font in 
your document, the printer stops and your computer beeps to signal a print 
wheel change. When this happens, display the Printer Control screen 
(Shift-F7,4), follow the displayed instructions (shown next to “Action:"), then 
select Go (4) to continue the print job.

IJ you have one print wheel you use more than any other, mark that print wheel with 
an asterisk (*) (see Present When Print Job Begins below). Otherwise, you will be 
prompted to insert it every time you print with that print wheel.

Some printers can load and unload soft fonts during a print job. Others can 
oily load fonts during a print job and unload them after the job is finished. 
And still others will not let you load and unload fonts at all during a print 
job. If the fonts can be loaded and unloaded, the “+ Can be 
Loaded/Unloaded During Job" message appears at the bottom of the screen.
If this message does not appear, WordPerfect will not let you mark any fonts 
with a plus sign. In this case, the fonts you intend to use during a print job 
must be present when the print job begins (marked with an asterisk).

Marking with Both Settings
Fonts on some printers can be marked with both an asterisk (*) and a plus 
sign (+). If a font is marked with both settings, it is considered “swappable" 
aid  WordPerfect will unload it if the space is needed in the printer’s memory 
to swap in another font. Swappable fonts (those marked with an asterisk and 
a plus sign) are reloaded at the end of the print job if they were swapped out 
during the print job.

A.ny fonts marked with both settings remain marked as initially present each 
time WordPerfect is started.
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You can mark soft fonts until the maximum quantity (in memory or number of 
fonts) is reached. WordPerfect counts all fonts you mark with an asterisk ( * ) 

when calculating the available quantity. 
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Can be Loaded/Unloaded During Print Job 
Mark a print wheel with a plus sign (+) if you want to be prompted to 
change the print wheel. Mark a soft font this way if you want WordPerfect 
tc load and unload the soft font during a print job. Because fonts marked 
with a plus sign are downloaded only when needed, marking a font or print 
wheel with this option does not decrease the available qu;intity; however, be 
aware that you cannot mark a font with a plus sign ( +) if that font is larger 
ttan the remaining available quantity or if the "* Fonts·· amount displays 0. 
F,)r example, if you have 350K of memory and have marked 300K of fonts 
with an asterisk, you cannot mark any single font that is larger than SOK 
with a plus sign. (You cannot mark it because WordPerfect would not be 
able to load that font during a print job.) 

If you have marked a print wheel with a plus sign and selected that font in 
yl)ur document. the printer stops and your computer beeps to signal a print 
wheel change . When this happens, display the Printer Control screen 
(~,hift-F7,4) , follow the displayed instructions (shown next to "Action:"), then 
select Go (4) to continue the print job. 

If you have one pri11t wheel you use more 1/wn any other. mark that print wheel 1,·ith 
w1 asterisk( *) (see Present When Print Job Begins he/ow). Othen,·ise, you will be 
p,·0111pted to insert it e\'ery time you prim with that print wheel. 

S ame printers can load and unload soft fonts during a print job. Others can 
o 1ly load fonts during a print job and unload them after the job is finished. 
And still others will not let you load and unload fonts at all during a print 
jc,b. If the fonts can be loaded and unloaded, the "+ Can be 
Loaded/Unloaded During Job" message appears at the bottom of the screen. 
If this message does not appear. WordPerfect will not let you mark any fonts 
\\ ith a plus sign. In this case, the fonts you intend to use during a print job 
must be present when the print job begins (marked with an asterisk). 

!\larking with Both Settings 
Fonts on some printers can be marked with both an asterisk (*) and a plus 
sign(+). If a font is marked with both settings. it is considered "swappable .. 
a 1d WordPerfect will unload it if the space is needed in the printer's memory 
to swap in another font. Swappable fonts (those marked with an asterisk and 
a plus sign) are reloaded at the end of the print job if they were swapped out 
during the print job. 

P.ny fonts marked with both settings remain marked as initially present each 
time WordPerfect is started. 



Present When Print Job Begins
Mark a cartridge, soft font, or print wheel with an asterisk (*) if the cartridge 
is in a slot, the soft font is in the printer memory, or the print wheel is 
already installed when you start a print job. Marking a cartridge, soft font, 
or print wheel with this option decreases the available quantity.

You must select the Initialize Printer option on the Print menu (Shift-F7,7) 
every time you turn on your printer to download soft fonts marked with this 
option (see Downloading Soft Fonts above).

Quantity
Quantity refers to the number of slots available for cartridges, the amount of 
printer memory available for soft fonts, or the number of print wheels available. 
The quantity number is preset to original printer specifications. If you have 
added more memory to your printer, you can change the quantity number by 
selecting Change Quantity (2) from the Select Printer: Cartridges/Fonts/Print 
Wheels menu, then entering the new quantity. The largest number you can enter 
for the quantity is 65535.

Important: Increasing the quantity o f memory available for soft fonts will work properly 
only if you have physically installed more memory in your printer. I f  you increase the 
quantity number and mark more fonts than can be downloaded to your printer’s memory, 
documents will not print properly when using the font(s) that are not completely 
downloaded.

Soft Font Programs
Some third-party soft font programs have installation programs that can add 
names of fonts and information about those fonts to your printer files. If you 
have used such a program, the names of those fonts will appear on the Select 
Printer: Soft Fonts screen when you are marking fonts.

Unmarking Cartridges/Fonts/Print Wheels
To unmark a cartridge, font, or print wheel, type an asterisk (*) if the item is 
marked with an asterisk, or type a plus sign (+) if the item is marked with a plus 
sign. You can unmark all items marked with a plus sign by pressing Home,+. 
You can unmark all items marked with an asterisk by pressing Home,*.

See Also: Font; Printer, Edit; Printer, Select

Center Page

To center text vertically (between the top and bottom margins) on just one page, 
use the Center Page feature.
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Center Page 

Present When Print Job Begins 
Mark a cartridge, soft font, or print wheel with an asterisk(*) if the cartridge 
is in a slot, the soft font is in the printer memory. or the print wheel is 
already installed when you start a print job. Marking a cartridge. soft font. 
or print wheel with this option decreases the available quantity. 

You must select the Initialize Printer option on the Print menu (Shift-F7,7) 
every time you turn on your printer to download soft fonts marked with this 
option (see Duwnluuding Su{t Fonts above) . 

Quantity 
Quantity refers to the number of slots available for cartridges, the amount of 
printer memory available for soft fonts. or the number of print wheels available. 
The quantity number is preset to original printer specifications. If you have 
added more memory to your printer, you can change the quantity number by 
selecting Change Quantity (2) from the Select Printer: Cartridges/Fonts/Print 
Wheels menu, then entering the new quantity. The largest number you can enter 
for the quantity is 65535. 

Important: Increasing the quantity of memOI)" available for soft fonts will work properly 
only if you have physically installed more memory in your printer. If you increase the 
quantity number and mark more fonts than can he downloaded to your printer's memory, 
documen/s will not print properly when using !he fonl(s) thal are no/ completely 
downloaded. 

Soft Font Programs 
Some third-party soft font programs have installation programs that can add 
names of fonts and information about those fonts to your printer files. If you 
have used such a program, the names of those fonts will appear on the Select 
Printer: Soft Fonts screen when you are marking fonts. 

Unmarking Cartridges/Fonts/Print Wheels 
To unmark a cartridge, font. or print wheel, type an asterisk (*) if the item is 
marked with an asterisk, or type a plus sign ( +) if the item is marked with a plus 
sign. You can unmark all items marked with a plus sign by pressing Home,+. 
You can unmark all items marked with an asterisk by pressing Home,*. 

See Also: Font: Printer, Edit: Printer, Select 

To center text vertically (between the top and bottom margins) on just one page. 
use the Center Page feature. 
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The following letter is centered vertically on the page.

Notes

1 Press Go To (Ctrl-Home), then press Up Arrow (T) to move the cursor to 
the top of the page you want to center, before any codes (see Codes below).

2 Press Format (Shift-F8), then select Page (2) to display the Page Format 
menu.

□ i  Select Page from the Layout menu.

3 Select Center Page (top to bottom) (1), then type y to turn on this option.

4 Press Exit (F7) to exit the Page Format menu and return to the document.

Center Lines of Text
To center individual lines of text between the left and right margins, use Center 
(Shift-F6) (see Center Text in Reference). To center several lines of text, use 
Center Justification (Shift-F8,1,3,2) (see Justification in Reference).

Codes
Selecting Center Page (1) inserts a Center Page code [Center Pg] at the location 
of the cursor.

Usually, the Center Page code should precede any codes on a page. The two 
except ons are the Paper Size/Type code [Paper Sz/Typ] and Top/Bottom Margin 
code [T/B Mar], When these codes are used, they should always precede the 
Center Page code. The order of the codes should be [Paper Sz/Typ][T/B Mar] 
[Center Pg].

For a block of text to be correctly centered on a page, it cannot have any extra 
Hard Return codes [HRt] before or after it. Consequently, when you need to
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The following letter is centered vertically on the page. 

•ll!Ype<•l•<"O 
hi- 1'.,,..,,ou-
071 ,.,.,...,,. e~•-• 
i-1, u•• c .. ~. Ill' uooo 

o.~ .. . . . . ,...1, 
Cl><P,.<at• ..,,_IMotlUIOII 

Pr,~ss Go To (Ctrl-Home), then press Up Arrow (i) to move the cursor to 
the top of the page you want to center, before any codes (see Codes below) 

2 Pn:ss Format (Shift-F8), then select Page (2) to display the Page Format 
m(:nu. 

□~ Se1ect Pa~e from the Layout menu. 

3 Select Center Page (top to bottom) (I), then type y to turn on this option. 

4 Prc:ss Exit (F7) to exit the Page Format menu and return to the document. 

Center Lines of Text 
To center individual lines of text between the left and right margins, use Center 
(Shift-F6) (see Center Text in Reference). To center several lines of text, use 
Center Justification (Shift-F8, 1,3,2) (see Justification in Reference). 

Cudes 
Selecting Center Page (I) inserts a Center Page code [Center Pg] at the location 
of the cursor. 

Usually, the Center Page code should precede any codes on a page. The two 
except ons are the Paper Sizeffype code [Paper Szffyp] and Top/Bottom Margin 
code [T/8 Mar]. When these codes are used, they should always precede the 
Center Page code. The order of the codes should be [Paper Szffyp][T/8 Mar] 
[Cente, Pg]. 

For a block of text to be correctly centered on a page, it cannot have any extra 
Hard F:eturn codes [HRt] before or after it. Consequently, when you need to 



force a page break at the end of a block of text that you want to center on a 
page, you should press Hard Page (Ctrl-Enter) rather than continuously pressing 
Enter to insert a series of extra Hard Return codes. The extra hard returns 
would just keep the text from being centered correctly.

Footnotes and Endnotes
You should not center a page that contains endnotes. When centering text on a 
page that contains footnotes, only the text is centered. The footnote remains at 
the bottom of the page.

On-Screen Page
Center Page affects only the way the page is printed or displayed in View 
Document (Shift-F7,6). It does not change the way text is displayed on the 
normal editing screen.

Uncentering a Page
Once you have turned on the Center Page option, you can turn it off for that 
page simply by deleting the Center Page code.

You can also uncenter a page by setting the Center Page entry to No 
(Shift-F8,2,l,n). WordPerfect will then find and delete the Center Page code on 
the page where the cursor is located.

See Also: Block; Center Text; Justification

Center Text

Use Center to center text between the left and right margins or over a particular 
point in a line.
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Center Text 

force a page break at the end of a block of text that you want to center on a 
page, you should press Hard Page (Ctrl-Enter) rather than continuously pressing 
Enter to insert a series of extra Hard Return codes. The extra hard returns 
would just keep the text from being l:entered correctly. 

Footnotes and Endnotes 
You should not center a page that contains endnotes. When centering text on a 
page that contains footnotes, only the text is centered. The footnote remains at 
the bottom of the page. 

On-Screen Page 
Center Page affects only the way the page is printed or displayed in View 
Document (Shift-F7,6). It does not change the way text is displayed on the 
normal editing screen. 

Uncentering a Page 
Once you have turned on the Center Page option, you can tum it off for that 
page simply by deleting the Center Page code. 

You can also uncenter a page by setting the Center Page entry to No 
(Shift-F8,2. I ,n) . WordPerfect will then find and delete the Center Page code on 
the page where the cursor is located. 

See Also: Block; Center Text; Justification 

Use Center to center text between the left and right margins or over a particular 
point in a line. 
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The page displayed below shows a title centered between the left and right 
margins as well as several titles centered over columns of text.

Welcome New Employees
TAKE NOTE

Outgoing Kail

Only corporate 
business correspon­
dence is to be 
mailed in business 
letterhead envel­
opes. Postage for 
all other mail 
should be paid for 
by the employees.

Long Distance 
Calls

Any nonbusine9s 
long distance phone 
calls will be paid 
for by the employee 
upon receipt of the 
billing statement.

Dress Standard

All employees will 
wear shoes and

Employee Parking

All cars parked in 
company parking 
lots are to be 
registered with 
personnel. Parking 
guidelines gen­
erally parallel the
state laws re-
garding inotor vehic-

parklng in
red zones. No
double parking.
Parallel or angle
parking is per-
mitted only where
specified. Unautho­
rized cars found in 
company lots or re­
served parking 
areas may be towed. 
Cars should be 
locked for the 
employee's own sec­
urity and to reduce 
opportunity for 
theft.

resources of the 
company. There 
should be no need 
to bring any 
s u p p l i e s  o r  
equipment of your 
own for work 
related projects. 
If you don't find 
what you need 
contact your de­
partment recep­
tionist and they 
should be able to 
order it.

Important Dates
7/3 Managers Conf. 
7/8 New Emp. Mtg. 
7/12 Company Party 
7/23 End-user Conf. 
8/17 Acc. Training 
B/23 Summer Social

Company Party
Don't forget that 
July 12th is our

When you type new text, you can center a line of text between the left and right 
margins.

1 Move the cursor to the left margin.

2 Press Center (Shift-F6) to move the cursor to the center of the line.
r~B Select Align from the Layout menu, then select Center.

3 ype the text you want centered.

4 Press Enter to end centering. 

or

Press Format (Shift-F8), select Other (4), then select End 
Centering/Alignment (9) to end centering.

Notes Centsr Code
Pressing Center (Shift-F6) inserts a Center code [Center] into your document. 
Pressing Enter inserts a Hard Return code [HRt] and ends the centering. 
Selecting End Centering/Alignment (9) from the Format: Other menu inserts an 
End Centering/Alignment code [End C/A] and allows the cursor to remain on the 
same line when centering ends.

A Center code affects only the line of text which it is on. Consequently, if you 
insert a Center code at the beginning of a line and type text that extends beyond 
that line, only the first line of that text will be centered. The code will not affect 
subsequent lines of text.
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The f age displayed below shows a title centered between the left and right 
margins as well as several titles centered over columns of text. 

____ Welcome _ _!f ew_ Employees ___ _ 
T AXE NOTE 

Outgoing Ma il 

Onl y corpo rat"' 
bus i ness corres pon­
d@ nce 1s t:o b@ 
mail ed 1n business 
lette r head enve l­
opes. Pas ur.ge for 
all o ther matl 
ariould b@ p i,1d t o r 

by t he emp loyees . 

long D1 stance 
Calls 

Any nonbusiness 
long distance phone 
ca lls wi ll be paid 
for by t he employee 
upon rece ip t of the! 
bi 11 i ng s t a tement. 

Al I emp loyees wi 11 
shOC!!s and 

h 1p J o yee Parking 

All cars pa rked in 
co•peny park ing 
lots are to be 
r eg istered wi th 
personnel. Parking 
guidelines gen­
erally p,nalle l the 
state 1,1ws 
garding motoz- veh .ic-

• porkin<;1 in 
red zones . No 
doubl e p arking. 
Pa. r allel or angle 
pa rk l ng 1s cer ­
mi t ted on l y where 
specif 1.ed. Unautho­
r 1 zed c ars fou nd in 
company lo ts or Cf!· 

served park ing 
areas may bi" towed. 
Car s should be 
loc ked for t h e 
e 111 ployee ' s own !':ec 
ur1 ty a nd to reduc e 
o pp o rt un1 ty for 
theft. 

r esources of the 
company. Th ere 
should be no need 
to bring any 
supplies or 
e qu ipment of your 
own for work 
related projects. 
If you don't find 
wnat you need 
c ontact your de­
p<1rt ment re eP p 
t:a.onis t and they 
should be a ble to 
order 1t. 

Tmpnrtant. D~t.es 

7 /3 Managers Cont . 
7/8 New £ mp. Mtg. 
7/12 Compa ny Par ty 
7/23 End - user Con £ . 
8/17 Acc . Tr a ining 
8 /2 3 Su mmer Socia l 

Company Party 

Oon' t r o rget that 
July 12th is our 

Whe 1 you type new text, you can center a line of text between the left and right 
margins. 

Move the cursor to the left margin . 

2 Press Center <Shift-F6l to move the cursor to the center of the line. 

'8 ~'elect Aliin from the Layout menu. then se/ecr Center. 

3 ype the text you want centered. 

4 Press Enter to end centering. 

or 

Press Format (Shift-FS), select Other (4), then select End 
Centering/ Alignment (9) to end centering. 

Cent~r Code 
Pressing Center (Shift-F6) inserts a Center code [Center] into your document. 
Pressing Enter inserts a Hard Return code [HRt] and ends the centering. 
Sele~ting End Centering/ Alignment (9) from the Format: Other menu inserts an 
End Centering/Alignment code [End C/A] and allows the cursor to remain on the 
sam! line when centering ends. 

A Center code affects only the line of text which it is on. Consequently. if you 

inse rt a Center code at the beginning of a line and type text that extends beyond 
that line, only the first line of that text will be centered. The code will not affect 
sub1equent lines of text. 



A Center code takes precedence over other text. Consequently, if you are in the 
middle of a line of text when you press Center (Shift-F6), or if the text you are 
typing runs into a Center code, on-screen text may seem to disappear. When this 
happens, use Reveal Codes (Alt-F3) to view and delete the unwanted text or 
code.

Centering at a Specific Position
You do not always have to center text between margins. In fact, if the cursor is 
not at the left margin, and if it is preceded by a Tab code, or at least two spaces, 
pressing Center (Shift-F6), then typing text centers that text over the cursor 
position.

For example, to center text over a tab stop at position 5", tab to that position, 
press Center (Shift-F6), then type the text. You can perform this type of 
operation more than once on a line as long as the text is preceded by a tab, or at 
least two spaces. However, when you center text at a line position, you should 
be aware that it may overlap any preceding text, both on-screen and when the 
document is printed.

Centering Existing Text
You can center an existing line of text by moving the cursor to the beginning of 
the line of text, and then pressing Center (Shift-F6).

This method will not work if the cursor is not at the beginning of the line when 
you press Center. When the cursor is anywhere other than at the beginning of 
the line or just two spaces in from the beginning of a line, pressing Center 
centers the text which is to the right of the cursor at the cursor position. This 
can cause overlapping text.

Dot Leader
When centering text between margins, you can insert a dot leader from the left 
margin to the beginning of the centered text by pressing Center (Shift-F6) twice.

To continue the dot leader to the right of centered text, press Flush Right 
(Alt-F6) twice.

You can also insert a dot leader using the Home keystrokes (see Hard Center 
Tab below).

Hard Center Tab
A Hard Tab is a tab that does not change its alignment (e.g., left, right, center, 
or decimal), even if you change the setting with the Tab Set feature (see Tab in 
Reference). You can insert a Hard Center Tab over the next tab stop by pressing 
Home,Center (Shift-F6). WordPerfect inserts a [CENTER] code in the 
document. To insert a Hard Center Tab with dot leaders, press 
Home,Home,Center.
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A Center code takes precedence over other text. Consequently, if you are in the 
middle of a line of text when you press Center ( Shift-F6), or if the text you are 
typing runs into a Center code, on-screen text may seem to disappear. When this 
happens, use Reveal Codes (Alt-F3) to view and delete the unwanted text or 
code. 

Centering at a Specific Position 
You do not always have to center text between margins. In fact. if the cursor is 
not at the left margin. and if it is preceded by a Tab code, or at least two spaces, 
pressing Center (Shift-F6). then typing text centers that text over the cursor 
position. 

For example. to center text over a tab stop at position 5", tab to that position. 
press Center (Shift-F6). then type the text. You can perform this type of 
operation more than once on a line as long as the text is preceded by a tab. or at 
least two spaces. However. when you center text at a line position, you should 
be aware that it may overlap any preceding text. both on-screen and when the 
document is printed. 

Centering Existing Text 
You can center an existing line of text by moving the cursor to the beginning of 
the line of text, and then pressing Center (Shift-F6). 

This method will not work if the cursor is not at the beginning of the line when 
you press Center. When the cursor is anywhere other than at the beginning of 
the line or just two spaces in from the beginning of a line. pressing Center 
centers the text which is to the right of the cursor at the cursor position. This 
can cause overlapping text. 

Dot Leader 
When centering text between margins, you can insert a dot leader from the left 
margin to the beginning of the centered text by pressing Center (Shift-F6) twice. 

To continue the dot leader to the right of centered text. press Flush Right 
(Alt-F6) twice. 

You can also insert a dot leader using the Home keystrokes (see Hard Center 
Tab below ). 

Hard Center Tab 
A Hard Tab is a tab that does not change its alignment (e.g .. left, right. center, 
or decimal). even if you change the setting with the Tab Set feature (see Tab in 
Reference). You can insert a Hard Center Tab over the next tab stop by pressing 
Home.Center (Shift-F6) . WordPerfect inserts a [CENTER! code in the 
document. To insert a Hard Center Tab with dot leaders, press 
Home,Home,Center. 
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Pages of Text
You can use Center Page to center an entire page of text vertically (see Center 
Page in Reference).

Removing Centering
Remove centering by deleting the Center code [Center]. Since the centered text 
is visible on-screen, you are not asked to confirm the deletion of a Center code.

Text ir Columns
If you are centering text in columns created with the Columns feature, move to 
the left margin of the column, then follow the centering steps given at the 
beginning of this section.

If you are centering text in columns created with tabs or indents, use the method 
for centering text at a specific line position described under Centering at a 
Specific Position above.

See Also: Block; Center Page; Justification

Colors/Fonts/Attributes

WordPerfect supports several display cards and monitors. Depending on the 
capabilities of your display card and monitor, WordPerfect can display text with 
and without attributes (e.g., bold, underline, italics) in a variety of ways.
For example, WordPerfect may be able to highlight bolded characters on the 
screeri. It may also be able to assign a color to underlined text.

The Colors/Fonts/Attributes feature determines what text with and without 
attributes will look like on the screen. Tailored to your display card and 
monitor's capabilities, it offers you options for changing text display.

The information about your graphics card is found under the Graphics Screen Type and 
Text Screen Type options. For more information, see Graphics Screen Type and Text 
Screen Type in Reference.

As you use this feature, you must remember that this only affects the way text is 
displayed on your monitor screen. It does not affect the way text will be printed. 
For ir formation on printed text, see Font in Reference.

1 Press Setup (Shift-Fl) to display the Setup menu.

[ B Select Setup from the File menu.

2 Select Display (2), then select Colors/Fonts/Attributes (1).

The screen that appears at this point varies according to your display card and 
monitor. If you have a monochrome monitor (with no Hercules card), skip to 
step 4.
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Pages of Text 
You can use Center Page to center an entire page of text vertically (see Center 
Page in Reference). 

Removing Centering 
Remove centering by deleting the Center code [Center] . Since the centered text 
is visible on-screen. you are not asked to confirm the deletion of a Center code. 

Text i~ Columns 
If you are centering text in columns created with the Columns feature, move to 
the Ie·'t margin of the column, then follow the centering steps given at the 
beginning of this section. 

If you are centering text in columns created with tabs or indents. use the method 
for centering text at a specific line position described under Centering at a 
Specijic Position above. 

See Also: Block; Center Page; Justification ___________ , _____________________________ _ 
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WordPerfect supports several display cards and monitors. Depending on the 
capabilities of your display card and monitor, WordPerfect can display text with 
and ¼-ithout attributes (e.g., bold, underline. italics) in a variety of ways. 

For e,:ample. WordPerfect may be able to highlight bolded characters on the 
screer,. It may also be able to assign a color to underlined text. 

The Colors/Fonts/ Attributes feature determines what text with and without 
attributes will look like on the screen. Tailored to your display card and 
monitx's capabilities, it offers you options for changing text display. 

The information about your graphics card is found under the Graphics Screen Type and 
Text Screen Type options. For more information, see Graphics Screen Type and Text 
Screen Type in Reference . 

As you use this feature, you must remember that this only affects the way text is 
displayed on your monitor screen. It does not affect the way text will be printed. 
For irformation on printed text, see Font in Reference. 

1 Press Setup (Shift-Fl) to display the Setup menu . 

1 B Select Setup from the File menu. 

2 Select Display (2), then select Colors/Fonts/ Attributes (I). 

The s,;reen that appears at this point varies according to your display card and 
monitor. If you have a monochrome monitor (with no Hercules card), skip to 
step 4 . 



3 Select Screen Attributes (or Screen Colors) (1).

4 Assign a screen color or screen font to each attribute listed (see Assigning 
Fonts and Colors below).

5 Press Exit (F7) until you return to the normal editing screen.

These settings are in effect for the current editing screen only (see the “Doc” 
heading on the status line). If you want to set them for the other editing screen, 
see Document 1 and Document 2 below.

All settings you make with this feature are stored in the WP{WP}.SET file and 
are in effect each time you start WordPerfect.

Notes Assigning Fonts and Colors
When you assign fonts and colors to the WordPerfect attributes with the 
Colors/Fonts/Attributes feature, you are assigning screen fonts and screen colors. 
The options you have to choose from vary according to your display card and 
monitor. The way text appears on the screen is independent of the way it is 
printed.

As you begin to assign screen fonts and screen colors to WordPerfect attributes, 
you will notice that the left-most column of the Setup: Colors/Fonts/Attributes 
menu is a list of the size and appearance attributes found on the Font key, plus a 
few others. The right-most column is a sample column that will show you the 
result of your selections.

Between the left and right columns are columns which you use to assign screen 
fonts or screen colors to the listed attributes. The number and types of these 
columns vary according to your display card and monitor’s capabilities. The 
screen shown below is the Setup: Colors/Fonts/Attributes menu for a 
monochrome monitor.

Setup: Attributes

Attribute Blink Bold Blocked Underlin*= Normal Sample
Normal N N N N Y
Blocked
Underline

N N 
N N

Y
N

N
Y

N
N

EHBnng
Sample

Strikeout N N N N Y Sample
Bold N Y N N Y Sample
Double Underline N N N N Y Sample
Redline N N N N Y Sample

N N N N Y Sample
Italics N N N N Y Sample
Small Caps N N N N Y Sample
Outline N N N N Y Sample
Subscript N N N N Y Sample
Superscript N N N N Y Sample
Fine Print N N N N Y Sample
Small Print N N N N Y Sample
Large Print N N N N Y Sample
Very Large Print N N N N Y Sample
Extra Large Print N N N N Y Sample
Bold £ Underline N Y N Y N Sample
Other Combinations N N N N Y Sample
Switch documents; Move to copy settings Doc 1
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Notes 

3 Select Screen Attributes ( or Screen Colors) (I). 

4 Assign a screen color or screen font to each attribute listed (see Assigning 
Fonts and Colors below). 

5 Press Exit (F7) until you return to the normal editing screen. 

These settings are in effect for the current editing screen only (see the "Doc" 
heading on the status line). If you want to set them for the other editing screen. 
see Document 1 and Dnrnmenr 2 below. 

All settings you make with this feature are stored in the WP{WP} .SET file and 
are in effect each time you start WordPerfect. 

Assigning Fonts and Colors 
When you assign fonts and colors to the WordPerfect attributes with the 
Colors/Fonts/ Attributes feature, you are assigning screen fonts and screen colors. 
The options you have to choose from vary according to your display card and 
monitor. The way text appears on the screen is independent of the way it is 
printed. 

As you begin to assign screen fonts and screen colors to WordPerfect attributes. 
you will notice that the left-most column of the Setup: Colors/Fonts/Attributes 
menu is a list of the size and appearance attributes found on the Font key, plus a 
few others. The right-most column is a sample column that will show you the 
result of your selections. 

Between the left and right columns are columns which you use to assign screen 
fonts or screen colors to the listed attributes. The number and types of these 
columns vary according to your display card and monitor's capabilities. The 
screen shown below is the Setup: Colors/Fonts/Attributes menu for a 
monochrome monitor. 

Setup : Attributes 

Attribute 
Norfflal 
Blocked 
Underline 
Strikeout 
Bold 
Oout>le Under 11ne 
Redline 
Sh•ltr.-, 
ItallC9 
Small Caps 
Outline 
Subscr 1pt 
Super8Cr1pt 
Fine Print 
Small Print 
Large Print 
Very Large Print 
EJ11tra Large Pr lnt 
Bold r. Underline 
Other Cofflblnat1ons 

Blink Bo ld Bloclced Underlinr Normal 
N N N N V 

y 

N 

Switch documents; Hove to copy settings Doc l 

S ample 
=-1i~lo -~ ,e 
Sample 
!': .uaiil • 
Sample 
Sample 
Sample 
Sample 
Sample 
Sample 
Sample 
Sample 
Sample 
Samp le 
Sample 
Sample 
Sample 
s a.a0l e 
~a,..ple 

COLORS/FONTS/ATTRIBUTES 69 



Move your cursor to the row representing the attribute appearance you want to 
change, then change the settings by pressing a letter or number. Again, the 
options you have to choose from vary according to your display card and 
monitor's capabilities.

For example, if you want to change the Redline attribute to blinking, bolded text 
in the screen above, use the Up or Down Arrows (T,f) to move to the Redline 
line, then type y under the Blink column and y under the Bold column. The 
Left end Right Arrows (<-,—>) move you from column to column.

There may be some attributes on the list that you cannot change because the 
setting for one attribute controls the settings for a group of related attributes.
The cursor will skip over these attributes.

If you ever have a question as to how text with a particular attribute will appear on the 
screen look at the sample column for that attribute.

More information on the various display card and monitor types can be found 
under Monochrome, CGA/PC3270/MCGA, EGAJVGA, and Hercules Cards 
below.

Attribute Combinations
Text can have more than one attribute at a time. For example, text can be both 
bolded and italicized.

The Setup: Colors/Fonts/Attributes screen does not list all possible combinations. 
It does, however, list an Other Combinations heading. Most attribute 
combinations will be displayed according to the Other Combinations setting.
However, with color settings, certain attributes are provided by the hardware. 
These are attributes such as Bold and Underline on a monochrome monitor, 
Strikeout on a Hercules Card with RamFont, or Italics on an EGA card with the 
italics font loaded. WordPerfect can always display such hardware attributes 
regarcless of any other attributes that might be active. Also, such hardware 
attributes are removed from the list of active attributes when WordPerfect is 
considering what screen attributes will appear.

For example, suppose you have an EGA monitor with an italics font loaded and 
the Italics and Small Caps attributes are on. WordPerfect will detect that Italics 
is a hardware attribute and use the italic font. The remaining active attribute is 
Small Caps. WordPerfect will now look in the list of colors and attributes 
specif ed by the user to find out which color to use for Small Caps. The final 
result: text with the combination of Italics and Small Caps attributes will display 
as italicized characters in the Small Caps color.

However, if the active attributes had been Small Caps and Outline, WordPerfect 
would have detected that neither attribute is a hardware attribute. In this case, 
WordPerfect would use only the color specified for Other Combinations.
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Move your cursor to the row representing the attribute appearance you want to 
change, then change the settings by pressing a letter or number. Again, the 
options you have to choose from vary according to your display card and 
monitor's capabilities. 

Fore rnmple, if you want to change the Redline attribute to blinking, bolded text 
in the screen above, use the Up or Down Arrows (i,.J,) to move to the Redline 
line. then type y under the Blink column and y under the Bold column. The 
Left Lnd Right Arrows (<-,-->) move you from column to column. 

There may be some attributes on the list that you cannot change because the 
settin:~ for one attribute controls the settings for a group of related attributes . 
The cursor will skip over these attributes. 

If _1·011 ever have a quesrion as ro how rexr 11,'irh a parricular arrrib11re will appear 011 rhe 
screen look ilT rhe sample column for rhar arrribllfe. 

More informarion on the various display card and monitor types can be found 
under Monochro111e, CGNPC32 70/MCGA. EGA/VGA. and Hercules Cards 
helov.. 

Attrib11te Combinations 
Text , an have more than one attribute at a time. For example, text can be both 
bolded and italicized. 

The Setup: Colors/Fonts/Attributes screen does not list all possible combinations. 
It does. however. list an Other Combinations heading. Most attribute 
combinations will be displayed according to the Other Combinations setting. 

However. with color settings. certain attributes are provided by the hardware . 
These are attributes such as Bold and Underline on a monochrome monitor, 
Strikeout on a Hercules Card with RamFont. or Italics on an EGA card with the 
iralics font loaded. WordPerfect can always display such hardware attributes 
rcgarc less of any other attributes that might be active. Also. such hardware 
a11ributes are removed from the list of active attributes when WordPerfect is 
considering what screen attributes will appear. 

For e,:ample, suppose you have an EGA monitor with an italics font loaded and 
the lt,tlics and Small Caps attributes are on. WordPerfect will detect that Italics 
is a hardware attribute and use the italic font. The remaining active attribute is 
Small Caps. WordPerfect will now look in the list of colors and attributes 
specif ed by the user to find out which color to use for Small Caps. The final 
result: text with the combination of Italics and Small Caps attributes will display 
as italicized characters in the Small Caps color. 

However. if the active attributes had been Small Caps and Outline. WordPerfect 
would have detected that neither attribute is a hardware attribute. In this case. 
WordPerfect would use only the color specified for Other Combinations. 



CGA/PC3270/MCGA
If you are using one of these types of display cards or monitors, you are given 
two options after you select Colors/Fonts/Attributes. You can select an option by 
pressing the number corresponding to the option.

If you select Fast Text Display (2), you can have WordPerfect speed up text 
display. If you type y for Yes, there is a chance that “snow,” or static, may 
appear on the screen as WordPerfect writes to the screen. If this is the case, you 
can type n to disable this option. If the setting for this option is N/A, the setting 
cannot be changed.

If you select Screen Colors (1), you can select a foreground and background 
color for each attribute in the menu. To assign a color, move the cursor to the 
Foreground or Background column for the attribute you want to change, then 
type the letter of a color listed at the top of the screen. If you see a letter that 
appears to represent no color, it simply means that letter represents the current 
background color.

Document 1 and Document 2
When you set attributes, you are setting them for the current editing screen only. 
In other words, if you are in the Document 1 screen, you are setting them for 
Document 1. If you are in the Document 2 screen, you are setting them for 
Document 2. Check the “Doc” heading on the status line to find out which 
editing screen you are in.

If you want to simply copy the settings from one editing screen to the other, 
press Switch (Shift-F3) to switch editing screens. Next, go to the Setup: 
Colors/Fonts/Attributes screen by following the steps at the beginning of this 
reference section, press Move (Ctrl-F4), then type y.
For example, if you want to copy the settings from the Document 1 screen to the 
Document 2 screen, press Switch (Shift-F3) while in the Document 1 screen to 
switch to the normal editing screen of Document 2. Next, go to the Setup: 
Colors/Fonts/Attributes screen for Document 2 by following the steps at the 
beginning of this reference section, pressing Move (Ctrl-F4), typing y.

EGA/VGA
If you are using an EGA or VGA display card or monitor, you can choose from 
five screen font options after selecting Colors/Fonts/Attributes. You can select 
an option by pressing the number corresponding to the option. An asterisk (*) is 
displayed next to the option that is currently selected.

I f  you are presented with only two options, you do not have enough memory on your 
EGA/VGA card to use screen font capabilities, or you may have your EGAJVGA card and 
monitor set for an extended text mode (see Text Screen Type in Reference). I f this is the 
case, follow the procedure for CGA display cards and monitors (see 
CGA/PC3270/MCGA above).
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CGA/PC3270/MCGA 
If you are using one of these types of display cards or monitors, you are given 
two options after you select Colors/Fonts/ Attributes. You can select an option by 
pressing the number corresponding to the option. 

If you select Fast Text Display (2), you can have WordPerfect speed up text 
display. If you type y for Yes. there is a chance that "snow," or static, may 
appear on the screen as WordPerfect writes to the screen. If this is the case, you 
can type n to disable this option. If the setting for this option is NIA, the setting 
cannot be changed. 

If you select Screen Colors (I), you can select a foreground and background 
color for each attribute in the menu. To assign a color, move the cursor to the 
Foreground or Background column for the attribute you want to change, then 
type the letter of a color listed at the top of the screen. If you see a letter that 
appears to represent no color, it simply means that letter represents the current 
background color. 

Document 1 and Document 2 
When you set attributes, you are setting them for the current editing screen only. 
In other words, if you are in the Document I screen. you are setting them for 
Document I. If you are in the Document 2 screen, you are setting them for 
Document 2. Check the "Doc" heading on the status line to find out which 
editing screen you are in. 

If you want to simply copy the settings from one editing screen to the other, 
press Switch (Shift-F3) to switch editing screens. Next, go to the Setup: 
Colors/Fonts/ Attributes screen by following the steps at the beginning of this 
reference section, press Move (Ctrl-F4 ), then type y. 

Fur example, if you wam tu l:opy the seuings from the Documem I screen to the 
Document 2 screen, press Switch (Shift-F3) while in the Document 1 screen to 
switch to the normal editing screen of Document 2. Next, go to the Setup: 
Colors/Fonts/Attributes screen for Document 2 by following the steps at the 
beginning of this reference section. pressing Move (Ctrl-F4). typing y. 

EGANGA 
If you are using an EGA or VGA display card or monitor, you can choose from 
five screen font options after selecting Colors/Fonts/ Attributes. You can select 
an option by pressing the number corresponding to the option. An asterisk (*) is 
displayed next to the option that is currently selected. 

If _mu are presented with only two options, you do not have enough memory on your 
EGA/VGA card to use screen font capabilities, or you may have your EGA/VGA card and 
monitor set for an extended text mode (see Text Screen Type in Reference). If this is the 
case. follow the procedure for CGA display cards and monitors (see 
CGA/PC3270/MCGA above). 
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If you select Normal Font Only (6), the procedure for assigning attributes 
becomes like the procedure for CGA cards and monitors (see 
CGA/PC3270/MCGA above).

The four other screen font options take advantage of the EGA/VGA’s ability to 
utilize one additional screen font in foreground appearance. As you should be 
able to tell by the menu, this screen font can be italics, underline, or small caps. 
Or, it can also be a “font” that increases the number of displayable characters 
from 1156 to 512. You can only select one of these screen fonts, but if you do, 
you will be limited to eight foreground colors.

If the asterisk does not move to the screen font when you try to select it, make 
sure that all files ending in .FRS are installed in the directory that contains 
WP.EXE. These files are installed with the Graphics files (see the Installation 
Instructions card).

After you select the screen font option of your choice, select Screen Colors (1). 
To assign an appearance to an attribute, move to the Foreground or Background 
column for the attribute you want to change, then type the letter of a color listed 
at the top of the screen. If you see a letter that appears to represent no color, it 
simply means that letter represents the current background color.

To assign the screen font you selected to an attribute, move to the Font column, 
then type y. Type n to turn off the screen font.

Hercules Cards
If you have a Hercules Graphics Card Plus with RamFont or a Hercules InColor 
Card with RamFont, you are given three screen font options after selecting 
Colors/Fonts/Attributes. You can select an option by pressing the number 
corresponding to the option. An asterisk (*) is displayed next to the option that 
is currently selected.

Setup: Fonts/Attributes
1 - Screen Attributes
2 -  12 Fonts, 256 Characters
3 -  6 Fonts, 512 Characters 

*4  - Normal Font Only

Selection: 0
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If you select Normal Font Only (6), the procedure for assigning attributes 
becomes like the procedure for CGA cards and monitors (see 
CGAIPC3270/MCGA above). 

The four other screen font options take advantage of the EGA/VGA's ability to 
utilize one additional screen font in foreground appearance. As you should be 
able to tell by the menu, this screen font can be italics, underline. or small caps. 
Or, it can also be a "font" that increases the number of displayable characters 
from '.~56 to 512. You can only select one of these screen fonts, but if you do. 
you will be limited to eight foreground colors. 

If the asterisk does not move to the screen font when you try to select it, make 
sure that all files ending in .FRS are installed in the directory that contains 
WP.EXE. These files are installed with the Graphics files (see the Installation 
lnstru,~tions card). 

After you select the screen font option of your choice, select Screen Colors (I). 
To as5ign an appearance to an attribute, move to the Foreground or Background 
column for the attribute you want to change, then type the letter of a color listed 
at the top of the screen. If you see a letter that appears to represent no color. it 
simply means that letter represents the current background color. 

To assign the screen font you selected to an attribute, move to the Font column, 
then t:1pe y. Type n to turn off the screen font. 

Hier cu h~s Cards 
If you have a Hercules Graphics Card Plus with RamFont or a Hercules InColor 
Card with RamFont. you are given three screen font options after selecting 
Colori/Fonts/Attributes. You can select an option by pressing the number 
corres:,onding to the option. An asterisk (*) is displayed next to the option that 
is cunently selected. 

Se t up : Font s/Att ribu tes 

l - Sc:c-een Attr i butes 

2 12 For,ts, 256 Characters 

J - 6 Fonts, 512 Cha r acte rs 

•4 Normal Font Only 

Selection: 0 



If only two options appear, you may have your card and monitor set for an extended text 
mode (see Text Screen Type in Reference).

If you select Normal Font Only (4) then select Screen Attributes (1), the 
procedure becomes like that of a monochrome monitor (see Monochrome below).

If you select 12 Fonts, 256 Characters (2) or 6 Fonts, 512 Characters (3), you 
can use 12 or 6 of the Hercules screen fonts. Depending on your selection, you 
can also display 256 or 512 different characters on the screen.

If you select option 2 or 3, you must have HRFI2.FRS or HRF6.FRS (respectively) in the 
directory that contains WP.EXE. These files are installed with the Graphics files (see the 
Installation Instructions card).

After you select one of the options, then select Screen Attributes (or Screen 
Colors) (1), you are placed in the Setup: Colors/Fonts/Attributes screen. If you 
selected the 12 or 6 font options, you will notice that a column titled “Font” is 
displayed on the screen.

Setup: Fonts/Attributes
Attribute Font Reverse Bold Underline Strikeout Sample
Normal 1 N N N N Sample
Blocked
Underline

1
1

Y
N

N
N

N
Y

N
N

Strikeout 1 N N N Y Sample
Bold 1 N Y N N Sample
Double Underline 2 N N N N SampleRedline 1 Y N N N EBff.fiifB
Shadow 5 N N N N fcpmipffraItalics 3 N N N N S a m p le
Small Caps 4 N N N N Sample
Outline 5 N N N N SsmipQaSubscript 6 N N M N
Superscript 7 N N N N Sample
Fine Print 8 N N N N Sample
Small Print 9 N N N N Sample
Large Print A N N N N Sample
Very Large Print B N N N N Sample
Extra Large Print C N N N N Sample
Bold & Underline 1 N Y Y N Sanple
Other Combinations 1 N N N N Sample
Switch Documents: Move to Copy settings Doc 1

For 12 fonts, the numbers 1 through 9 and the letters A through C represent the 
various screen fonts. For 6 fonts, the numbers 1 through 6 represent the screen 
fonts. Move to the Font column for the attribute whose setting you want to 
change, then press the number or letter corresponding to your choice. You can 
cycle through the screen fonts by pressing Screen Up/Down (+ or -  on the 
number pad) or the Space Bar.

The other columns are simply toggled with y for Yes and n for No.

Monochrome
If you have a monochrome monitor (no Hercules card), you are placed 
immediately in the Setup: Attributes screen after selecting 
Colors/Fonts/Attributes. Five monitor capabilities are listed at the top of this 
screen.
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If only two options appear, you may have your card and monitor set for an extended text 
mode (see Text Screen Type in Reference). 

If you select Normal Font Only (4) then select Screen Attributes (I), the 
procedure becomes like that of a monochrome monitor (see Monochrome below). 

If you select I 2 Fonts, 256 Characters (2) or 6 Fonts, 5 I 2 Characters (3), you 
can use 12 or 6 of the Hercules screen fonts. Depending on your selection, you 
can also display 256 or 512 different characters on the screen. 

If you select option 2 or 3, you must have HRF 12.FRS or HRF6.FRS (respectively) in the 
directory that contains WP.EXE. These files are insta//ed with the Graphics files (see the 
Installation Instructions card). 

After you select one of the options, then select Screen Attributes ( or Screen 
Colors) (I), you are placed in the Setup: Colors/Fonts/Attributes screen. If you 
selected the 12 or 6 font options, you will notice that a column titled "Font" is 
displayed on the screen. 

Setup: F'o n t li / Attrlbutee 

Attribute 
Nor111al 
Blocked 
Underline 
Strikeout 
Bold 
Double Under) 1ne 
Red I ine 
St1,1dow 
Italics 
Small Cap• 
Outline 
Subsc:rlpt 
Superscript 
flnt? Print 
Small Print 
Lorge Print 
Very Large Pr-int 
E11u·a Lo r ge P;r tnt 
Bol d 6 Un de rli ne 
Other Comb1 natlons 

f o nt 
l 
I 

Rl!VlllrlP 

N 
y 
N 
N . 

llold 
N 
N 
N 

Und@rlJn@ 
N . 
y 

. 
N 
N 

Switch oocuments· Movf! to Copy !:ettlngs Doc I 

Strtl••out 
N 
N 
N 

S••el ci 
Sa• p l ~ 

€lilt~ 
~tNll'(llf.!t 
.c: ,u1101e 
SA.MP~£ 

1:Jr.,'i11r.s 

$ • ~ p I P 
S.ample 
!:iample 
Sa mph s,.,1t 
S...-cl• 
So!1111ple 

For 12 fonts, the numbers I through 9 and the letcers A through C represent the 
various screen fonts. For 6 fonts. the numbers I through 6 represent the screen 
fonts. Move to the Font column for the attribute whose setting you want to 
change. then press the number or letter corresponding to your choice. You can 
cycle through the screen fonts by pressing Screen Up/Down ( + or - on the 
number pad) or the Space Bar. 

The other columns are simply toggled with y for Yes and n for No. 

Monochrome 
If you have a monochrome monitor (no Hercules card), you are placed 
immediately in the Setup: Attributes screen after selecting 
Colors/Fonts/Attributes. Five monitor capabilities are listed at the top of this 
screen. 
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Move the cursor to the row representing the attribute you want to change, then 
move from column to column, typing y to turn on the capability or typing n to 
turn off the capability.

See Also: Display Setup; Graphics Screen Type; Text Screen Type

Columns, Display

Displaying columns on the screen side-by-side can slow the speed with which 
WordPerfect reformats text as you edit a document.

You can speed up display of columns by turning off Side-by-side Column 
Display. Then, rather than appearing on the screen side-by-side, columns are 
separated by page breaks, as in the following example.

desk us long as any 
trash is disposed 
of as soon as 
possible.

Employee Parking

All curs parked in 
company parking 
lots are to be 
regis"ered with_

personnel. Parking 
guidelines 
generally parallel 
the state laws
vehicles. No 
parking in red 
zones. No double 
parking. Parallel 
or angle parking is 
permitted only

Col 1 Doe 1 Pg 1 Ln 9.76" Pos 2.5"

1 Press Setup (Shift-Fl), then select Display (2).

H9 Select Setup from the File menu, then select Display.

2 Select Edit-Screen Options (6).

3 Select Side-by-side Column Display (7), then type n to turn off this option.

4 Pr ess Exit (F7) to return to your document.

Notes Automiitic Reformatting
When Side-by-side Column Display is off, WordPerfect reformats columnar text 
with the same speed it uses to reformat any text. You can also increase the
speed of editing in columns by turning off Automatic Reformatting. Normally, 
text reformats each time certain keys are pressed. When this feature is turned 
off, the screen is only reformatted as you move the cursor down through text, 
and not each time you press certain keys. To turn this option off, repeat steps 1
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Move the cursor to the row representing the altribute you want to change, then 
move from column to column. typing y to turn on the capability or typing n to 
turn o ff the capability. 

See Also: Display Setup; Graphics Screen Type : Text Screen Type 

-------------------------------------------Columns, Display 

Notes 

74 COLUMNS. DISPLAY 

Displaying columns on the screen side-by-side can slow the speed with which 
WordPerfect reformats text as you edit a document. 

You can speed up display of columns by turning off Side-by-side Column 
Display. Then, rather than appearing on the screen side-by-side, columns are 
separated by page breaks, as in the following example. 

desk ,,s Jong as an)' 
trash 1s disposed 
of i,s soon as 
possible. 

Ernpluyee P 4 r king 

All co1rs parked tn 
comp.,ny parki ng 
lots ;ire to be 
reg1s··ered with 

personnel. Parking 
gu1del 1nes 
generi,Jly pi,rallel 
the state laws 

vehicles. No 
parking 1n red 
2ones, No double 
pa r king. P,3r,3l Iel 
or ang l e parking 1s 
pernntted only 

Co l l Do c 1 Pg 1 Ln i;i_ 76" Pos 2 5" 

1 Pr,: ss Setup (Shift-Fl). then select Display (2). 

171 Se:ect Setup from the File menu. then select Display. 

2 Select Edit-Screen Options (6). 

3 Select Side-by-side Column Display (7) , then type n to turn off this option. 

4 Pr,:ss Exit (F7) to return to your document. 

A11tom,1tic Reformatting 
When Side-by-side Column Display is off, WordPerfect reformats columnar text 
with tile same speed it uses to reformat any text . You can also increase the 
speed of editing in columns by turning off Automatic Reformatting. Normally, 
text reformats each time certain keys are pressed. When this feature is turned 
off, the screen is only reformatted as you move the cursor down through text. 
and not each time you press certain keys. To turn this option off, repeat steps 



and 2 above, select Automatically Format and Rewrite (1), then type n. Press 
Exit (F7) to return to your document.

Cursor Movement
Even when columns are not being displayed side-by-side on the screen you can 
use essentially the same cursor movements to move the cursor through each 
column and from column to column (see Moving from Column to Column under 
Columns, Parallel and Columns, Newspaper in Reference).

However, there is one change. When columns are not displayed side-by-side on 
the screen. Up Arrow (T) and Down Arrow (i) move from column to column 
each time the cursor crosses a page break, rather than always remaining in the 
same column.

Printing
Regardless of the type of on-screen display you select, newspaper and parallel 
columns are always printed side-by-side on a page. You can see how they will 
appear in print by using View Document (Shift-F7,6).

See Also: Columns, Newspaper; Columns, Parallel

Columns, Newspaper

Newspaper-style columns let text flow continuously from column to column on a 
page, as it does in a newspaper article. WordPerfect users often use newspaper- 
style columns to create newsletters like the one shown below.
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and 2 above, select Automatically Format and Rewrite (I). then type n. Press 
Exit (F7) to return to your document. 

Cursor Movement 
Even when columns are not being displayed side-by-side on the screen you can 
use essentially the same cursor movements to move the cursor through each 
column and from column to column (see Moving from Column to Column under 
Columns, Parallel and Columns, Newspaper in Reference). 

However, there is one change . When columns are not displayed side-by-side on 
the screen. Up Arrow ('I) and Down Arrow ( l ) move from column to column 
each time the cursor crosses a page break. rather than always remaining in the 
same column. 

Printing 
Regardless of the type of on-screen display you select, newspaper and parallel 
columns are always printed side-by-side on a page. You can see how they will 
appear in print by using View Document (Shift-F7,6). 

See Also: Columns. Newspaper; Columns, Parallel 

Columns, Newspaper 

Newspaper-style columns let text flow continuously from column to column on a 
page. as it does in a newspaper article. WordPerfect users often use newspaper­
style columns to create newsletters like the one shown be low. 
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If you know the margins you want and the number of equal-sized columns you 
want on a page, WordPerfect will do all the work of calculating the actual 
widths and spacing of the columns for you. It will then place the text you type 
into columns. You can also use Columns to have WordPerfect put existing text 
into columns.

To define and create newspaper columns,

1 Move the cursor to where you want the columns to begin.

!! Press Columns/Table (Alt-F7), then select Columns (1).

CB Select Columns from the Layout menu.

3 Select Define (3) to display the Text Column Definition menu.

4 Enter the number, and margins of the columns you want (see Number and 
Margins below), then press Enter or Exit (F7) to return to your document 
with the Columns menu displayed on the status line.

5 Select On (1) to turn on the Columns feature (see Turning Columns On and 
Off below).

li Type the text you want in the columns, if necessary. Press Hard Page
(Ctrl-Enter) if you want to end a column and start a new one before reaching 
the bottom of a page (see Text Flow in Newspaper Columns below).

7 Fress Columns/Table (Alt-F7), select Columns (1), then select Off (2) to 
turn off the Columns feature.

— Select C olum ns from  the L ayout menu, then select Off.

Notes Defin ng Columns
Whenever you want columns in a document, you need to use the 
Columns/Definition feature to specify the number and margins of the columns 
you want. This is called defining columns (steps 1 through 3 above). When you 
define columns, a Column Definition code [Col Def'.column type; 
columnstmargins] is inserted into your document. Column type is the type of 
columns defined (i.e., Newspaper, Parallel, or Parallel with block protect).
#columns is the number of columns. Margins indicates the left and right 
margins for each column. That definition is in effect until another column 
definition is inserted.

Once you have defined columns, you can then turn on Columns. If you try to 
turn on Columns before columns have been defined, an error message is 
displayed. Whenever Columns are turned on, a “Col #” indicator is displayed 
before the document number at the status line, where # is the number of the 
column where the cursor is currently found. It is not necessary to turn off 
columns unless you want to end the columns.

You can have several different column definitions in one document. This 
enables you to have standard text along with several different combinations of 
multiple columns in one document. However, you cannot enter a new column
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If you know the margins you want and the number of equal-sized columns you 
want on a page, WordPerfect will do all the work of calculating the actual 
widths and spacing of the columns for you. It will then place the text you type 
into columns. You can also use Columns to have WordPerfect put existing text 
into columns. 

To ddine and create newspaper columns, 

1 l\love the cursor to where you want the columns to begin. 

2 Press Columns/fable (Alt-F7), then select Columns ( 1 ). 

[81 Sdect Columns from the layout menu. 

:1 Select Define (3) to display the Text Column Definition menu. 

4 Enter the number, and margins of the columns you want (see Number and 
Margins below), then press Enter or Exit (F7) to return to your document 
with the Columns menu displayed on the status line. 

!; Select On ( 1) to turn on the Columns feature (see Turning Columns On and 
Off below). 

l:i 1ype the text you want in the columns. if necessary. Press Hard Page 
(Ctrl-Enter) if you want to end a column and start a new one before reaching 
the bottom of a page (see Text Flow in Newspaper Columns below). 

7 F ress Columns/Table (Alt-F7), select Columns (I), then select Off (2) to 
t11rn off the Columns feature. 

- Select Column.f from the Layout me1111. then select Off. 

Defin ng Columns 
Whe:1ever you want columns in a document, you need to use the 
Columns/Definition feature to specify the number and margins of the columns 
you ·.vant. This is called defining columns (steps I through 3 above). When you 
define columns, a Column Definition code [Col Def:co/umn type; 
colwnns;margins] is inserted into your document. Column type is the type of 
columns defined (i.e., Newspaper. Parallel, or Parallel with block protect). 
#columns is the number of columns. Margins indicates the left and right 
margins for each column. That definition is in effect until another column 
definition is inserted. 

Once you have defined columns, you can then turn on Columns. If you try to 
turn on Columns before columns have been defined, an error message is 
displayed. Whenever Columns are turned on. a "Col #" indicator is displayed 
before the document number at the status line, where # is the number of the 
column where the cursor is currently found . It is not necessary to turn off 
columns unless you want to end the columns. 

You can have several different column definitions in one document. This 
enables you to have standard text along with several different combinations of 
multiple columns in one document. However, you cannot enter a new column 



definition while Columns are on. You need to turn off Columns, create the new 
column definition, and turn on Columns again.

Distance Between Columns
Unless you enter a distance between columns, WordPerfect calculates the 
distance for you, at approximately one-half inch. To set your own distance, 
select Distance Between Columns (3) from the text Column Definition menu, 
then enter a new measurement.

Changing the left and right margin settings of columns can also affect the 
distance between columns.

Editing in Newspaper Columns
The cursor keys that move up and down scroll all columns at the same time. 
These cursor keys include the Up Arrow (T), Down Arrow (i), Home,Up Arrow, 
Home,Down Arrow, Page Up (PgUp), and Page Down (PgDn). The cursor keys 
that move left and right, for example. Left Arrow (<-) and Right Arrow (->), 
Home,Left Arrow and Home,Right Arrow, move within a column.

The delete keys work inside a single column. For example, if you use Delete to 
End of Page (Ctrl-PgDn) only the text from the cursor to the bottom of the 
current column is deleted.

You can use Move (Ctrl-F4) within a single column to cut or copy a sentence. 
However, you need to use Block (Alt-F4) with Move to move an entire column 
of text. Block a column, press Move (Ctrl-F4), select Block (1), then select a 
move option. When using move with Newspaper columns, do not select Tabular 
Column (2) since this option does not let you retrieve the moved text correctly.

Features
You can create columns while using several WordPerfect features, including 
graphics text boxes and headers. You cannot include columns in footnotes, 
endnotes, or tables, however.

If you want to include a table in a column, create the table in a graphics box (see Table, 
Create in Reference).

Margins
Once you select the number of columns, WordPerfect calculates the settings for 
equal columns according to your current margin setting. These settings are 
displayed in the text Column Definition menu under Margins. If you do not 
want equal columns, or you need to change the displayed column sizes, select 
Margins (4) on the Text Column Definition menu. Enter a new measurement for 
each setting, or press Enter to skip over a displayed setting.

Remember, however, that changing the margins for your columns does not 
change the left and right margin settings of your document. A good rule of 
thumb is to always make the left margin of the first column correspond to your 
current left margin setting for the page, and the right margin of the last column
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definition while Columns are on. You need to turn off Columns, create the new 
column definition, and turn on Columns again. 

Distance Between Columns 
Unless you enter a distance between columns, WordPerfect calculates the 
distance for you, at approximately one-half inch. To set your own distance, 
select Distance Between Columns (3) from the text Column Definition menu, 
then enter a new measurement. 

Changing the left and right margin settings of columns can also affect the 
distance between columns. 

Editing in Newspaper Columns 
The cursor keys that move up and down scroll all columns at the same time. 
These cursor keys include the Up Arrow (i ), Down Arrow (-1.), Home.Up Arrow, 
Home.Down Arrow, Page Up (PgUp), and Page Down (PgDn). The cursor keys 
that move left and right, for example, Left Arrow ( f-) and Right Arrow ( ➔ ), 
Home.Left Arrow and Home.Right Arrow, move within a column. 

The delete keys work inside a single column. For example, if you use Delete to 
End of Page (Ctrl-PgDn) only the text from the cursor to the bottom of the 
current column is deleted. 

You can use Move (Ctrl-F4) within a single column to cut or copy a sentence. 
However, you need to use Block (Alt-F4) with Move to move an entire column 
of text. Block a column, press Move (Ctrl-F4), select Block (I), then select a 
move option. When using move with Newspaper columns. do not select Tabular 
Column (2) since this option does not let you retrieve the moved text correctly. 

Features 
You can create columns while using several WordPerfect features, including 
graphics text boxes and headers. You cannot include columns in footnotes, 
endnotes, or tables, however. 

If you want to include a table in a column, create the table in a graphics box (see Table. 
Create in Reference). 

Margins 
Once you select the number of columns, WordPerfect calculates the settings for 
equal columns according to your current margin setting. These settings are 
displayed in the text Column Definition menu under Margins. If you do not 
want equal columns, or you need to change the displayed column sizes, select 
Margins (4) on the Text Column Definition menu. Enter a new measurement for 
each setting, or press Enter to skip over a displayed setting. 

Remember, however, that changing the margins for your columns does not 
change the left and right margin settings of your document. A good rule of 
thumb is to always make the left margin of the first column correspond to your 
current left margin setting for the page, and the right margin of the last column 
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correspond to your current right margin setting for the page. When you try to 
place graphic images in columns, problems can occur if these settings do not 
correspond.

Moving from Column to Column
Once you have typed text in columns, you can move the cursor from column to 
column by pressing Go To (Ctrl-Home), then pressing Right Arrow (->) to 
move one column to the right, or Left Arrow (<-) to move one column to the 
left. Press Go To (Ctrl-Home), Home, Left or Right Arrow to move to the 
first or last column on a page. Pressing Go To, then pressing Lp Arrow (T) or 
Down Arrow (i) moves the cursor to the top or bottom of the current column.

You cm  also move the cursor to a column by pointing to the correct column with the 
mouse pointer and clicking the left mouse button.

Using the arrow keys on keyboards with an enhanced BIOS, you can press Alt- 
Left Arrow (<-) and Alt-Right Arrow (->) to move from column to column. If 
you do not have a keyboard with an enhanced BIOS, you can map those 
functions to other keys of your choice using Keyboard Layout (see Keyboard 
Layout. Edit in Reference).

Newspaper vs. Parallel Columns
In the default setting, WordPerfect creates newspaper-style columns. You can 
also create parallel columns in which blocks of text are held together side-by­
side on a page, but text cannot flow from column to column (see Columns. 
Parallel and Table, Format Columns and Cells in Reference).

Numtier
In the default setting, WordPerfect creates two columns to a page according to 
the existing margins in your document. To change the number of columns on 
the Text Column Definition menu, select Number of Columns (2), then enter the 
number of columns you want across a page (up to 24 are possible). If you have 
already entered a column definition, you can change the number of newspaper 
columns by placing the cursor immediately after the previous Column Definition 
code [Col Def'.column type',#columns',margins] and redefining the columns. The 
columns will adjust automatically. You can then delete the previous Column 
Definition code.

Removing Columns
If you create columns and then decide that you do not want them, you can return 
your text to normal format by deleting the Column Definition code 
[Co’ Def .column type-,^columns',margins). This can either be done in Reveal 
Codes (Alt-F3) or in the normal editing screen. When you attempt to delete a 
Column Definition code in the normal editing screen, you are asked to confirm 
the deletion. When you delete a column definition, all the codes that go with 
column definition are deleted (i.e., Columns On and Columns Off). The Hard 
Page codes [HPg] remain. It’s up to you to delete them. If you want to delete 
just one set of columns delete either of the [Col On] or [Col Off] codes.
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correi:pond to your current right margin selling for the page. When you try to 
place graphic images in columns. problems can occur if these settings do not 
corre:;pond . 

Moving from Column to Column 
Once you have typed text in columns, you can move the cursor from column to 
column by pressing Go To (Ctrl-Home), then pressing Right Arrow (----,) to 
move one column to the right, or Left Arrow ( ,-) to move one column to the 
left. Press Go To (Ctrl-Home), Home, Left or Right Arrow to move to the 
first or last column on a page. Pressing Go To, then pressing Up Arrow (T) or 
Dow11 Arrow (l,) moves the cursor to the top or bottom of the current column. 

You cw also mm•e the rnrsor to a co/1111111 by pointing to the correct co/1111111 with the 
mous,• pointer and clicking the left mouse button. 

Using the arrow keys on keyboards with an enhanced BIOS, you can press Alt­
Left Arrow( ,-) and Alt-Right Arrow (-➔ ) to move from column to column. If 
you do not have a keyboard with an enhanced BIOS. you can map those 
functions to other keys of your choice using Keyboard Layout (see Keyboard 
Layout. Edit in Reference) . 

Newspaper vs. Parallel Columns 
In the default setting. WordPerfect creates newspaper-style columns. You can 
also create parallel columns in which blocks of text are held together side-by­
side on a page. but text cannot flow from column to column (see Co/1111111s. 

Par{,1/el and Table, Format Co/1111111s and Cells in Reference). 

Number 
In the default setting, WordPerfect creates two columns to a page according to 
the f xisting margins in your document. To change the number of columns on 
the ' ,ext Column Definition menu. select Number of Columns (2). then enter the 
number of columns you want across a page (up to 24 are possible). If you have 
alre,.dy entered a column definition, you can change the number of newspaper 

columns by placing the cursor immediately after the previous Column Definition 
cod~ [Col Def:colwnn type;#colwnns;margins] and redefining the columns. The 
columns will adjust automatically. You can then delete the previous Column 
Definition code. 

Rem~ving Columns 
If you create columns and then decide that you do not want them, you can return 
your text to normal format by deleting the Column Definition code 
[Co Def:co/1111111 type;#colum11s;111argi11sl. This can either be done in Reveal 
Codes (Alt-F3) or in the normal editing screen. When you attempt to delete a 
Column Definition code in the normal editing screen. you are asked to confirm 
the deletion. When you delete a column definition, all the codes that go with 
coiLmn definition are deleted (i.e., Columns On and Columns Off). The Hard 
Pag~ codes [HPg] remain. It's up to you to delete them. If you want to delete 
just one set of columns delete either of the !Col On] or [Col Off] codes. 



If a previous column definition exists in a document when you delete a column 
definition, the codes that go with the column definition remain and the existing 
columns are formatted according to the previous column definition.

If you have several sets of columns in your document but just want to delete one 
set, don’t delete the Column Definition code, delete the Column On [Col On] or 
Column Off [Col Off] code for that set.

Text Flow in Newspaper Columns
When the text in a newspaper column reaches the bottom of a page, WordPerfect 
inserts a Soft Page code [SPg], and the text moves to the top of the next column 
on that page. When WordPerfect reaches the end of the last column on a page, 
it inserts a Soft Page break, and the cursor moves to the beginning of the next 
page.

To end a column before the bottom of a page, press Hard Page (Ctrl-Enter) to 
insert a Hard Page code [HPg]. This moves the cursor to the next column. In 
the last column on a page, pressing Hard Page (Ctrl-Enter) moves the cursor to 
the first column on the next page.

If your columns are not being displayed on-screen side-by-side, check your 
current column display selection in Setup (Shift-F 1,2,6,7) (see Columns, Display 
in Reference).

Turning Columns On and Off
Columns can be turned on before or after text has been entered. It is sometimes 
easier and faster to create and edit a document first, then move to the beginning 
of the document and turn on Columns.

To do so, turn Columns on anywhere after a Column Definition code, then turn 
C olum n s o f f  w here you  w ant them  to end. B e  aware, however, that hard page 
breaks between the [Col On] and [Col Off] codes end the current column of text 
and begin a new one.

See Also: Columns, Display; Columns, Parallel; Table, Create

Columns, Parallel

Sometimes you want columns which contain unequal blocks of text to be printed 
side-by-side on a page; yet, you do not want the information in one column to 
flow into the column next to it. This is the case, for instance, when you are

COLUMNS, PARALLEL 7 9

Columns, Parallel 

If a previous column defimtion exists in a document when you delete a column 
definition. the codes that go with the column definition remain and the existing 
columns are formatted according to the previous column definition. 

If you have several sets of columns in your document but just want to delete one 
set. don't delete the Column Definition code, delete the Column On [Col On] or 
Column Off [Col Off] code for that set. 

Text Flow in Newspaper Columns 
When the text in a newspaper column reaches the bottom of a page, WordPerfect 
inserts a Soft Page code [SPg], and the text moves to the top of the next column 
on that page. When WordPerfect reaches the end of the last column on a page, 
it insens a Soft Page break. and the cursor moves to the beginning of the next 
page. 

To end a column before the bottom of a page, press Hard Page (Ctrl-Enter) to 
insert a Hard Page code [HPg]. This moves the cursor to the next column. In 
the last column on a page, pressing Hard Page (Ctrl-Enter) moves the cursor to 
the first column on the next page. 

If your columns are not being displayed on-screen side-by-side, check your 
current column display selection in Setup (Shift-F 1,2,6, 7) (see Columns, Display 
in Reference). 

Turning Columns On and Off 
Columns can be turned on before or after text has been entered. It is sometimes 
easier and faster to create and edit a document first. then move to the beginning 
of the document and turn on Columns. 

To do so, turn Columns on anywhere after a Column Definition code, then turn 
Columns off where you wc1nt 1hc111 lU end. Be aware, however, that hard page 
breaks between the [Col On] and [Col Oftl codes end the current column of text 
and begin a new one. 

See Also: Columns, Display; Columns, Parallel; Table, Create 

Sometimes you want columns which contain unequal blocks of text to be printed 
side-by-side on a page; yet, you do not want the information in one column to 
flow into the column next to it. This is the case, for instance, when you are 
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creating a movie script or typing an inventory list. You cannot do this using 
tabs, indents, or newspaper columns. You can do this using parallel columns, as 
in the1 following example.

This same effect can also be easily accomplished using the WordPerfect Tables
feature (see Table, Create in Reference).

To define and create parallel columns,
1 Move the cursor to where you want the columns to begin.

2 Press Columns/Table (Alt-F7), then select Columns (1).

3  Select Columns from the Layout menu.

3 Slelect Define (3) to display the Text Column Definition menu.

4 Select Type (1) to display the choice of columns at the status line, then 
select the type of parallel columns you want (see Parallel vs. Parallel with 
Block Protect below).

5 Enter the number and margins of the columns you want (see Number and 
Margins below), then press Enter or Exit (F7) to return to document with 
the Columns menu displayed on your status line.

6 Select On (1) to turn on the Columns feature.

7 "ype the text (see Etitering Text in Parallel Columns below). Press Hard 
Page (Ctrl-Enter) whenever you want to end a column and start a new one.

8 Press Columns/Table (Alt-F7), select Columns (1), then select Off (2) to 
turn off the Columns feature.

C H I Select C olum ns fro m  the L ayout menu, then select Off.
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creating a movie script or typing an inventory list. You cannot do this using 
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This same effect can also be easily accomplished using the WordPerfect Tables 
feature (see Table. Create in Reference). 

To ddine and create parallel columns, 

Move the cursor to where you want the columns to begin. 

2 Press Columnsffable ( Alt-F7), then select Columns (I). 

:::Bl Select Columns from the Layout menu. 

3 ~:elect Define (3) to display the Text Column Definition menu. 

4 Select Type ( 1) to display the choice of columns at the status line, then 
select the type of parallel columns you want (see Parallel vs. Parallel with 
l/lock Protect below). 

5 Enter the number and margins of the columns you want (see Number and 
Margins below), then press Enter or Exit (F7) to return to document with 
the Columns menu displayed on your status line. 

6 /,elect On (I) to turn on the Columns feature. 

7 "ype the text (see Entering Text in Parallel Columns below). Press Hard 
Page (Ctrl-Enter) whenever you want to end a column and start a new one . 

8 Press Columnsffable (Alt-F7), select Columns ( 1 ), then select Off (2) to 
turn off the Columns feature. 

CB Select Columns from the Layow menu, then select Off 



Notes Converting Columns to Tables
If you want to turn existing parallel columns into a table, you must block the 
text with the Block feature (Alt-F4), press Columns/Table (Alt-F7), select 
Tables (2), select Create (1), then select Parallel Column (2). The parallel 
column definitions will be used to define the table columns, while Hard Page 
codes will define the table rows.

Defining Columns
When putting columns in a document, use the Columns feature to specify the 
number and size of the columns you want. This is called defining columns 
(steps 1 through 4 above).

When you define Parallel columns, a Column Definition code [Col Dti.column 
type;#columns\margins] is inserted into your document. When you turn on 
columns, a Column On code [Col On] is inserted. After you have entered the 
text that you want in your columns, you can then turn off columns. Text 
between the [Col On] and [Col Off] codes is formatted on columns.

If you turn on Columns within existing text, the remaining text in the document 
from the cursor forward will be formatted within the current columns. While 
this is often convenient in newspaper columns (see Turning Columns On and Off 
under Columns, Newspaper in Reference), it can be very confusing in parallel 
columns. For example, if your first parallel column is only one inch wide, all 
the remaining text in your document will suddenly be formatted within a one- 
inch width.

Consequently, when you want to insert a group of parallel columns into an 
existing document, it is a good practice to turn on Columns, and then 
immediately turn off Columns. This inserts a Column On code [Col On] and a 
Column Off code [Col Off] into your document, and the format of the 
subsequent text returns to normal. You can then move the cursor between the 
Column On and Column Off codes, and insert the new text you want in columns.

Distance Between Columns
Unless you enter a Distance Between Columns, WordPerfect calculates the 
distance for you, keeping it at approximately one-half inch. To set your own 
distance, select Distance Between Columns (3) from the text Column Definition 
menu, then enter a new measurement.

Changing the left and right margin settings of columns can also affect the 
distance between columns.

Editing in Parallel Columns
With the exception of using Move (Ctrl-F4), editing text in parallel columns 
works exactly the same as it does in newspaper columns (see Columns, 
Newspaper in Reference).

When editing parallel columns, use Move (Ctrl-F4) to move the columns. 
However, when you want to move sets of parallel columns, be sure to pay
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Notes Converting Columns to Tables 
If you want to turn existing parallel columns into a table, you must block the 
text with the Block feature (Alt-F4 ), press Columns/fable (Alt-F7), select 
Tables (2), select Create (I) , then select Parallel Column (2). The parallel 
column definitions will be used to define the table columns, while Hard Page 
codes will define the table rows. 

Defining Columns 
When putting columns in a document, use the Columns feature to specify the 
number and size of the columns you want. This is called defining columns 
(steps I through 4 above). 

When you define Parallel columns, a Column Definition code [Col Def:column 
type;#columns;margins] is inserted into your document. When you turn on 
columns, a Column On code [Col On] is inserted. After you have entered the 
text that you want in your columns, you can then turn off columns. Text 
between the [Col On] and [Col Off] codes is formatted on columns. 

If you turn on Columns within existing text, the remaining text in the document 
from the cursor forward will be formatted within the current columns. While 
this is often convenient in newspaper columns (see Turning Columns On and Off 
under Columns. Newspaper in Reference), it can be very confusing in parallel 
columns. For example, if your first parallel column is only one inch wide, all 
the remaining text in your document will suddenly be formatted within a one­
inch width. 

Consequently, when you want to insert a group of parallel columns into an 
existing document, it is a good practice to turn on Columns, and then 
immediately turn off Columns. This inserts a Column On code [Col On) and a 
Column Off code [Col Off] into your document, and the format of the 
subsequent text returns to normal. You can then move the cursor between the 
Column On and Column Off codes, and insert the new text you want in columns. 

Distance Between Columns 
Unless you enter a Distance Between Columns. WordPerfect calculates the 
distance for you, keeping it at approximately one-half inch. To set your own 
distance, select Distance Between Columns (3) from the text Column Definition 
menu. then enter a new measurement. 

Changing the left and right margin settings of columns can also affect the 
distance between columns. 

Editing in Parallel Columns 
With the exception of using Move (Ctrl-F4 ), editing text in parallel columns 
works exactly the same as it does in newspaper columns (see Columns, 
Newspaper in Reference). 

When editing parallel columns, use Move (Ctrl-F4) to move the columns. 
However, when you want to move sets of parallel columns, be sure to pay 
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careful attention to the codes which accompany them. In fact, it’s a good 
practice to edit columns with Reveal Codes (Alt-F3) on.

Typing a set of parallel columns across a page inserts a Column On code [Col 
On] and a Column Off code [Col Off] at the beginning and end of the set.
When you move a set of parallel columns to another place in the same file, you 
must block both the Column On and Column Off codes and move them along 
with the text. Without the Column On and Column Off codes, the text within 
parallel columns is just separated by a series of Hard Page codes [HPg], 
Consequently, it is displayed and printed as a series of separate pages.

With Block Protect on, typing a set of columns across a page inserts a Block 
Protect On code [Block Pro:On] and Block Protect Off code [Block Pro:Off] at 
the beginning and end of each set, just next to the Column On and Off codes. 
When you want to move sets of parallel columns that have been created with 
Block Protect on, you must also move the Block Protect codes.

lintering Text in Parallel Columns
When entering text in parallel columns for the first time, type the text you want 
in the first column, then press Hard Page (Ctrl-Enter) to end that column and 
begin the second column. This will insert a Hard Page code [HPg] in your 
document; however, it should not cause a hard page break. Press Hard Page to 
continue creating columns across the page.

When you reach the last column on the page, pressing Hard Page starts a new 
set of columns, placing you in the first column in the set. It also inserts an extra 
Hard Return code [HRt] so that each separate set of columns will be separated
by an extra space. If you  w ant your sets o f  co lu m n s to be sin g le -sp a ced  on a
page, you need to go back and delete the Hard Return code [HRt] between each 
set of columns.

Featu res
You can create columns while using several WordPerfect features, including 
graphics text boxes, headers, and footers. You cannot include columns in 
footnotes, endnotes, or tables, however.

I f  you w ant to include a table in a column, create the table in a graphics box (see  T a b le ,  

C r e a t e  in R e f e r e n c e ! .

Margins
Once you select the number of columns, WordPerfect then calculates the settings 
for equal columns according to your current margin setting. These settings are 
displayed in the Text Column Definition menu under Margins. If you do not 
want equal columns, or you need to change the displayed column sizes, select 
Margins (4) on the Text Column Definition menu. Enter a new measurement for 
each setting, or press Enter to skip over a displayed setting.

If you define parallel columns, and then decide that you want to change the 
column margins, you can do so by entering a new parallel column definition 
directly after your existing one and then deleting the old code. The new column
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careful attention to the codes which accompany them. In fact. it's a good 
practice to edit columns with Reveal Codes (Alt-F3 ) on. 

Typirg a set of parallel columns across a page inserts a Column On code [Col 
On] ,ind a Column Off code [Col Off] at the beginning and end of the set. 
Whe11 you move a set of parallel columns to another place in the same file, you 
must block both the Column On and Column Off codes and move them along 
with the text. Without the Column On and Column Off codes, the text within 
parallel columns is just separated by a series of Hard Page codes [HPg]. 
Consc!quently, it is displayed and printed as a series of separate pages. 

With Block Protect on, typing a set of columns across a page inserts a Block 
Prote:t On code [Block Pro :On] and Block Protect Off code [Block Pro:Off] at 
the bi!ginning and end of each set, just next to the Column On and Off codes. 
When you want to move sets of parallel columns that have been created with 
Block Protect on. you must also move the Block Protect codes. 

l:ntering Text in Parallel Columns 
When entering text in parallel columns for the first time, type the text you want 
in thf: first column, then press Hard Page (Ctrl-Enter) to end that column and 
begin the second column. This will insert a Hard Page code [HPg/ in your 
document; however, it should not cause a hard page break. Press Hard Page to 
continue creating columns across the page. 

When you reach the last column on the page. pressing Hard Page starts a new 
set of columns, placing you in the first column in the set. It also inserts an extra 
Hard Return code [HRt] so that each separate set of columns will be separated 
hy an extra space . If you want your sets of c olumns to he ,ingle-~paced on a 

page, you need to go back and delete the Hard Return code [HRt] between each 
set of columns. 

1=eatures 
You can create columns while using several WordPerfect features , including 
grapr ics text boxes. headers, and footers. You cannot include columns in 
footnJtes. endnotes, or tables, however. 

ff you want to include a table in a column. create the table in a graphics box ( see Table, 
Create in Reference). 

IWlargins 
Once you select the number of columns, WordPerfect then calculates the settings 
for equal columns according to your current margin setting. These settings are 
displayed in the Text Column Definition menu under Margins . If you do not 
want equal columns, or you need to change the displayed column sizes, select 
Margins (4) on the Text Column Definition menu. Enter a new measurement for 
each setting, or press Enter to skip over a displayed setting. 

If you define parallel columns, and then decide that you want to change the 
column margins, you can do so by entering a new parallel column definition 
direci:Iy after your existing one and then deleting the old code. The new column 



margins will then take effect, and the existing text will be formatted within the 
new column margins. You can also change the number of columns. However, 
this sometimes disturbs the existing text. For example, when two columns are 
combined into one, the text within those columns is also combined.

Remember, however, that changing the margins for your columns does not 
change the left and right margin settings of your document. A good rule of 
thumb is to always make the left margin of the first column correspond to your 
current left margin setting for the page, and the right margin of the last column 
correspond to your current right margin setting for the page. This is particularly 
important when placing graphic images in columns (see Graphics, Define a Box 
in Reference).

Moving from Column to Column
Once you have created columns using Hard Page (Ctrl-Enter), you can move the 
cursor from column to column by pressing Go To (Ctrl-Home), then pressing 
Right Arrow (->) to move one column to the right, or Left Arrow (<-) to move 
one column to the left. Press Go To, Home.Left or Right Arrow to move to 
the first or last column on a page. Pressing Go To, then pressing Up Arrow (T) 
or Down Arrow (4) moves the cursor to the top or bottom of the current 
column.

You can also m ove the cursor to a colum n by pointing to the correct colum n with the 
m ouse po in ter and clicking the left mouse button.

Using the arrow keys on keyboards with an enhanced BIOS, you can press 
Alt-Left Arrow (<-) and Alt-Right Arrow (->) to move from column to column. 
The Left Arrow and Right Arrow keys are not the arrow keys on the number 
pad. If you do not have a keyboard with an enhanced BIOS, you can map those 
functions to the keys of your choice using Keyboard Layout (see Keyboard 
Layout. Edit in Reference).

Number
In the default setting, WordPerfect creates two columns to a page according to 
the existing margins in your document. To change the number of columns on 
the Text Column Definition menu, select Number of Columns (2), then enter the 
number of columns you want across a page.

While up to 24 columns are possible, if you enter more columns than can fit 
within your margins you will get an error message. If this occurs, you might try 
reducing the distance between columns (see Distance Between Columns above).

Parallel vs. Newspaper
In parallel columns, blocks of text are held together side-by-side on a page. You 
can also create newspaper-style columns where text moves down the first column 
to the bottom of the page, then moves to the top of the next column (see 
Columns, Newspaper in Reference).
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margins will then take effect, and the existing text will be formatted within the 
new column margins. You can also change the number of columns. However, 
this sometimes disturbs the existing text. For example, when two columns are 
combined into one, the text within those columns is also combined. 

Remember. however. that changing the margins for your columns does not 
change the left and right margin sellings of your document. A good rule of 
thumb is to always make the left margin of the first column correspond to your 
current left margin selling for the page, and the right margin of the last column 
correspond to your current right margin setting for the page. This is particularly 
important when placing graphic images in columns (see Graphics, Define a Box 
in Reference) . 

Moving from Column to Column 
Once you have created columns using Hard Page (Ctrl-Enter), you can move the 
cursor from column to column by pressing Go To (Ctrl-Home), then pressing 
Right Arrow ( -t ) to move one column to the right, or Left Arrow ( ,-) to move 
one column tu the left. Press Go To. Home.Left ur Right Arrow to move tu 
the first or last column on a page. Pressing Go To. then pressing Up Arrow (1') 

or Down Arrow ( .J. ) moves the cursor to the top or bottom of the current 
column. 

You can also move the cursor to a column hr poillling to 1he correct column with the 
mouse pointer and clicking the left mouse button. 

Using the arrow keys on keyboards with an enhanced BIOS, you can press 
Alt-Left Arrow ( ,- ) and Alt-Right Arrow (-➔) to move from column to column. 
The Left Arrow and Right Arrow keys are not the arrow keys on the number 
pad. If you do not have a keyboard with an enhanced BIOS, you can map those 
functions to the keys of your choice using Keyboard Layout (see Keyboard 
Layout. Edit in Reference). 

Number 
In the default setting, WordPerfect creates two columns to a page according to 
the existing margins in your document. To change the number of columns on 
the Text Column Definition menu, select Number of Columns (2), then enter the 
number of columns you want across a page. 

While up to 24 columns are possible, if you enter more columns than can fit 
within your margins you will get an error message. If this occurs, you might try 
reducing the distance between columns (see Distance Between Columns above). 

Parallel vs. Newspaper 
In parallel columns, blocks of text are held together side-by-side on a page. You 
can also create newspaper-style columns where text moves down the fi rst column 
to the bottom of the page. then moves to the top of the next column (see 
Columns. Newspaper in Reference). 
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Parallel vs. Parallel with Block Protect
When creating parallel columns, you can either select Parallel (2) or Parallel 
with Block Protect (3). In Parallel (without Block Protect), a single parallel 
co lu m n  can  be longer  than on e  page. T h is is u sefu l w hen  w riting scripts.

In Parallel with Block Protect, each set of columns is held together on one page 
(unless the text in one of the columns is longer than a page). This is useful 
when typing inventories where you want to hold sets of items together as much 
as possible.

Remo ring Columns
If you create columns and then decide that you do not want them, you can return 
your text to normal format by deleting the Column Definition code [Col 
Def’.column type\#columns\margins]. This can either be done in Reveal Codes 
(Alt-F3) or in the normal editing screen. When you attempt to delete a Column 
Definition code in the normal editing screen, you are asked to confirm the 
deletion.

If no previous column definitions exist in a document when you delete a column 
definition, all the codes that go with the column definition are deleted (i.e., 
Column On and Column Off). The Hard Page codes [HPg] remain. If you were 
using Parallel Columns with Block Protect, the Block Protect On codes [Block 
Pro:On] and the Block Protect Off codes [Block Pro:Ofl] also remain. It’s up to 
you to delete them.

If a previous column definition exists in a document when you delete a column 
definition, the codes that go with the previous column definition remain and the 
e x is tin g  co lu m n s are form atted accord ing  to  the prev iou s co lu m n  defin ition .

If you have several sets of columns in your document but just want to delete one 
set, don’t delete the Column Definition code, delete the Column On [Col On] 
code and Column Off [Col Off] code for that set.

See Also: Columns, Display; Columns, Newspaper

Compose

WordPerfect includes many characters beyond those found on your keyboard. A 
listing of these is found in the WordPerfect Character Sets (see Appendix P: 
WordPerfect Characters). The Compose feature is used to access these 
characters.

1 Press Compose (Ctrl-2 or Ctrl-v).

LH Select Characters from the Font menu.

Pressing Ctrl-v displays a “Key =” prompt at the bottom of the screen; the keys 
you press in steps 2 through 4 below are displayed. Pressing Ctrl-2 displays no
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Parallel vs. Parallel with Block Protect 
Whe11 creating parallel columns, you can either select Parallel (2) or Parallel 
with Block Protect (3). In Parallel (without Block Protect), a single parallel 
column can be longer than one page. T hi s is useful when writing scripts. 

In Parallel with Block Protect. each set of columns is held together on one page 
1 unle,s the text in one of the columns is longer than a page) . This is useful 
when typing inventories where you want to hold sets of items together as much 
as poss ible . 

Remo ,ing Columns 
If you create columns and then decide that you do not want them, you can return 
your text to normal format by deleting the Column Definition code [Col 
Def:colu11111 type:#colu11111s:111argi11s] . This can either be done in Reveal Codes 
( Alt-F3) or in the normal editing screen. When you attempt to delete a Column 
Definition code in the normal editing screen. you are asked to confirm the 
deletion. 

If no previous column definitions exist in a document when you delete a column 
definition, all the codes that go with the column definition are deleted (i.e., 
Column On and Column Oft} The Hard Page codes [HPg] remain. If you were 
using Parallel Columns with Block Protect, the Block Protect On codes [Block 
Pro:On] and the Block Protect Off codes [Block Pro:Ofl1 also remain . It ' s up to 
you t J delete them. 

lf a rrevious column definition exists in a document when you delete a column 
definition , the codes that go with the previous column definition remain and the 
ex i~ting column~ are formattecl acc nrclin g to the previnu ~ c olumn definition . 

If you have several sets of columns in your document but just want to delete one 
set, don't delete the Column Definition code. delete the Column On [Col On] 
code and Column Off [Col Off] code for that set. 

See Also: Columns, Display; Columns, Newspaper 
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WordPerfect includes many characters beyond those found on your keyboard. A 
listing of these is found in the WordPerfect Character Sets (see Appendix P: 
WordPerfect Characters) . The Compose feature is used to access these 
characters . 

1 Press Compose (Ctrl-2 or Ctrl-v). 

~'. Sdect Characters from the Font menu. 

Pressing Ctrl-v displays a "Key =" prompt at the bottom of the screen; the keys 
you press in steps 2 through 4 below are displayed. Pressing Ctrl-2 displays no 



Notes

prompt and the keys you press do not appear on the screen. However, both 
keystrokes perform the same function in the normal editing screen.

2 Type the number of the character set containing the character you want to 
create.

3 Type a comma (,). 

o r

Press Enter.

4 Enter the number of the character you want to create.

For example, if you want to create /E (character number 36 in WordPerfect 
Character Set 1), press Compose, then enter 1,36.

Characters on the Screen
Not all characters in the WordPerfect Character Sets can appear on the normal 
editing screen. Some are represented by a box. Use View Document 
(Shift-F7,6) to see what the characters will look like when they are printed (see 
View Document in Reference).

Compose with Limited Characters
If you use Compose to enter a character from a WordPerfect Character Set into a 
long document name, macro description, graphics caption, or some other 
situation where the number of characters is limited, be aware that you may not 
be able to enter as many characters as if you did not use any Compose 
characters.

We suggest you do not use any Compose characters in the D O S filenam e because many 
o f  these characters are not valid in a D O S  filenam e (see  Entering Filenames under  Exit 
in Reference).

Ctrl-v
You can use the Ctrl-v keystroke to access Compose from the normal editing 
screen and from many other places in WordPerfect. However, if you press 
Ctrl-v from Window Edit structures such as comments and document summaries, 
or from Line Edit structures such as macro descriptions and other document 
summary fields, the “Key =” prompt will not be displayed on your screen.

You cannot use the Ctrl-v keystroke to access Compose from the Macro Editor. 
You must press Ctrl-2 instead.

Digraphs, Symbols, and Diacritical Marks
You can use Compose to access some of the more common digraphs and 
diacritical marks from the WordPerfect Character Sets without typing the 
character set or character numbers. After pressing Compose, type one character 
followed by another character. You do not need to type a comma between the 
two characters, nor do you need to press Enter after typing the characters. You 
can type either character in the pair first.
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prompt and the keys you press do not appear on the screen. However, both 
keystrokes perform the same function in the normal editing screen. 

2 Type the number of the character set containing the character you want to 
create. 

3 Type a comma (,). 

or 

Press Enter. 

4 Enter the number of the chara1.:ter you want to create. 

For example, if you want to create A: (character number 36 in WordPerfect 
Character Set 1), press Compose, then enter 1,36. 

Characters on the Screen 
Not all characters in the WordPerfect Character Sets can appear on the normal 
editing screen. Some are represented by a box. Use View Document 
(Shift-F7,6) to see what the characters will look like when they are printed (see 
View Document in Reference) . 

Compose with Limited Characters 
If you use Compose to enter a character from a WordPerfect Character Set into a 
long document name, macro description, graphics caption, or some other 
situation where the number of characters is limited, be aware that you may not 
be able to enter as many characters as if you did not use any Compose 
characters. 

We rnggest you do not use any Compose characters in the DOS filename because many 
uf these churucrers ure 1101 valid ill u DOS filename (see Entering Filenames under J::Xll 
in Reference). 

Ctrl-v 
You can use the Ctrl-v keystroke to access Compose from the normal editing 
screen and from many other places in WordPerfect. However, if you press 
Ctrl-v from Window Edit structures such as comments and document summaries, 
or from Line Edit structures such as macro descriptions and other document 
summary fields, the "Key =" prompt will not be displayed on your screen. 

You cannot use the Ctrl-v keystroke to access Compose from the Macro Editor. 
You must press Ctrl-2 instead. 

Digraphs, Symbols, and Diacritical Marks 
You can use Compose to access some of the more common digraphs and 
diacritical marks from the WordPerfect Character Sets without typing the 
character set or character numbers. After pressing Compose, type one character 
followed by another character. You do not need to type a comma between the 
two characters, nor do you need to press Enter after typing the characters. You 
can type either character in the pair first. 
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Diacritical Marks
Diacritical marks ;rre used with characters to represent a certain phonetic
value, Accessing diacritical marks is not as specific as accessing digraphs
and symbols since diacritical marks are allowed for many characters.
Examples of some diacritical marks are listed below. Try the diacritical
marks with the character of your choice, or if in doubt, use the WordPerfect
Character Set number.

Mark Example Result

Acute 'i l
Caron vz z
Cedilla ,c 9
Centered Dot :1 1-
Circumflex Aa a
Crossbar -t t
Dot Above .c c
Grave ‘e e
Macron _u u
Ogonek ;a 3
Fling Above @a a
Slash /o 0
Stroke VI 1
Tilde ~n n
Umlaut “u u

Digraphs and Symbols
T he fo llo w in g  are 
Compose:

so m e o f  the digraphs and sy m b o ls  that can be created w ith

Type Character Result

AE L1,36] M
ae U.37] ae
IJ [1,138] IJ
ij [1,139] ij
C)E [1,166] CE
oe [1,167] oe
ox [4,24] n
ss [1,23] B
L- [4,11] £
Fl [4,5] 1
« [4,9] «
» [4,10] »
Y = [4,12] ¥
Pt [4.13J Pt
c/ [4,19]
+- [6,1] ±
< = [6,2]
> = [6,3] >
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Diacritical Marks 
Diacr itical marks are used with characters to represent a certain phonetic 
value. Accessing diacritical marks is not as specific as accessing digraphs 
and s:,mbols since diacritical marks are allowed for many characters. 
Examples of some diacritical marks are listed below. Try the diacritical 
mark1 with the character of your choice, or if in doubt, use the WordPerfect 
Character Set number. 

Marli Example Result 

Acute 'i 
Caron vz z 
Cedilla ,c c; 
Centered Dot :1 I· 
Circunflex /la a 
Crossbar -t I 

Dot P,bove .c C 

Grave 'e e 
Macron u u 
Ogon,:k ;a ~ 
Ring Above @a a 
Slash lo 0 

Stroke: \l I 
Tilde -n n 
Umlaut "u i.i 

Digraphs and Symbols 
The following are some of the digraphs and symhnls that can be created with 

Comi:ose: 

Type Character Result 

AE [ I .36] .IE 
ae [ 1.37] ~ 

I.J [ 1.138] IJ 
IJ [1,139) ij 
OE 11.166] (E 

oe [ 1.167] re 
ox [4.24] n 
ss [ 1.23] B 
L- [4, 11] £ 
Pl [4.5] 91 
<< [4,9] « 

>> [4.10] )) 

Y= 14,12] ¥ 
Pt [4.13] P1 
cl [4,19] 
+- [6,1] + 
<= (6.2] s 
>= [6,31 ~ 



Type Character Result

== [6,14] =
— [6,13] =
/= [6,99] *
tm [4,41] T M

sm [4,42] SM

ro [4,22] ®
CO [4,23] ©
rx [4,43] B
12 [4,17] Vi
14 [4,18] V*
* [4,3]
** [4,0] •
*0 [4,45] o
*0 [4,1] o
ao [1,35] a
f- [4,14] /
a= [4,15]
0= [4,16] o
?? [4,8] i
ft [4,7] i
n- [4,33] -

m- [4,34] —

"

[4,34]

Keyboard Mapping
You may want to “map” characters you frequently use to a specific key (or keys) 
on the keyboard. To do so, you can use Compose with Keyboard Layout 
(Shift-Fl,5) (see Keyboard Layout in Reference).

Printable Characters
If your printer is capable of printing graphics, you will be able to print every 
character found in the WordPerfect Character Sets (see Appendix P: WordPerfect 
Characters). If your printer does not have a particular character, WordPerfect 
creates that character using the .DRS (driver resource) file that comes with 
WordPerfect, and then prints this character as a graphic image. When printing 
characters with diacritical marks, often only the diacritical mark must be created 
graphically (e.g., only the ' of e is printed as a graphic image).

If your printer cannot print graphics, some characters from the Character Sets 
will not print. See Printer Program, Customize Substitute Fonts in Reference to 
find out how you can increase the number of characters you can print as text.

See Also: Keyboard Layout; Printer Program, Customize Substitute Fonts; 
Appendix P
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Type Character Result 

-- [6.14] ;i; 

[6,13] == 
I= [6,99] -j:. 

tm [4,41] TM 

sm [4,42] SM 

TO [4,22] ® 
co [4,23] © 
rx [4,43] R 
/2 [4,17] ½ 
/4 [4,18] ¼ 
* [4,3] 
** [4,0] 
*o [4,45] 0 

*0 [4,1] 0 

ao [ 1,35] a 
f- [4,14] f 
a= [4,15] 
o= [4.16] 0 

?? [4,8] i, 
II [4,7] 
n- [4,33] 
m- (4 ,34] 

14.34] 

Keyboard Mapping 
You may want to "map" characters you frequently use to a specific key (or keys) 
on the keyboard. To do so, you can use Compose with Keyboard Layout 
(Shift-FU) (see Keyboard Layout in Reference). 

Printable Characters 
If your printer is capable of printing graphics, you will be able to print every 
character found in the WordPerfect Character Sets (see Appendix P: WordPe,fect 
Characters). If your printer does not have a particular character, WordPerfect 
creates that character using the .DRS (driver resource) file that comes with 
WordPerfect, and then prints this character as a graphic image . When printing 
characters with diacritical marks, often only the diacritical mark must be created 
graphically (e.g., only the ' of e is printed as a graphic image) . 

If your printer cannot print graphics, some characters from the Character Sets 
will not print. See Printer Program, Customize Substitute Fonts in Reference to 
find out how you can increase the number of characters you can print as text. 

See Also: Keyboard Layout; Printer Program, Customize Substitute Fonts; 
Appendix P 
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Conditional End of Page

Use Conditional End of Page to keep titles and subsequent paragraphs together. 
This feature protects a specified number of lines from being split between pages.

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

A TITLE 
A  PAGE BREAK 
A  PARAGRAPH

projects. If you don't find what you need contact your deportment 
rece|tionistg and they should be able to order it.

Company Party
Don't forget that July 12th is our company party. Employees and 
theii families are invited. We hope that you will all plan to be 
there and have a ball. There will be plenty of food and soda pop. 
Bring your softball mitts and swimming suits. There will be lots 
of games and plenty for the little children to do. Come and see 
Jack Reanoy bob far apples and see Jenine get thrown in the pool 
Be sere to RSVP with Julia in HR at Ext. 734.

>Meeting Change

There will be no meeting this Friday because too many people will 
be out Of the office so ue will have it next Tuesday the 16th of 
June. Please plan to attend, we will be making some changes in 
location of management and accounting. We will also need your Input 
on seme new ideas that have been suggested for more efficient Han­
dling of paycheck and mail distribution._

Doc 1 Pg 2 Ln 1.75" Fo b  5"

In the document below, Conditional End of Page keeps the title and paragraph 
on the same page.

A TITLE 
A PAGE BREAK 
A PARAGRAPH

projects. If you don't find what you need contact your department 
receptionists and they should be able to order it.

Company Party
Don't forget that July 12th is our company party. Employees and 
their families are invited. We hope that you will all plan to be 
there and have a ball. There will be plenty of food and soda pop. 
Bring your softball mitts and swimming suits. There will be lots 
of games and plenty for the little children to do. Come and 9ee 
Jack Reanoy bob for apples and see Jenine get thrown in the pool 
Be sure to RSVP with Julia in HR at Ext. 734.

>■ M ee tin g  Change

There will be no meeting this Friday because too many people will 
be out of the office so we will have it next Tuesday the 16th of 
June. Please plan to attend. We will be making some changes in 
location of management and accounting. We will also need your input 
on sone new ideas that have been suggested for more efficient Han­
dling of paycheck and mail distribution._

Doc 1 Pg 2 Ln 1.92" Pos 5”

Before using Conditional End of Page, you should determine the number of lines 
you want to keep together. You need to enter this number in step 4 below.

1 Move the cursor to the line immediately above  the lines you want kept 
together (even if there is text on that line).

2 Press Format (Shift-F8), then select Other (4).

CS Select Other from the Layout menu.
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________________________________ , _____________ _ 
Conditional End of Page 

A TITLE 

& PAGE BREAK 

A PARAGRAPH 

A TITLE 

& PAGE BREAK 

A PARAGRAPH 
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Use Conditional End of Page to keep titles and subsequent paragraphs together. 
This feature protects a specified number of lines from being split between pages. 

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

proj.-ct ■. I f y o '-' don't Lind "'hat yo u n el'ld contact your deper,1111o:i nt. 
recerti on1,;i t 11 i.,.,d th"'Y aho., ld hg i,bll'!I t o order it. 

C" r:u11pan)I Par ty 

Don't for g 111t that Jul y 12th is our company party . F:111ploy•1>1 .et'ld 
the ir f amil ies a re t nvi t•d. ~a hope t hat you will al l p l.!!n to b• 
then a nd hav11 e ball. Th11r11 will be plen ty of food 1md Aod.1 po p 
Br in(; your &0ftb11 ll 111ltts l!nd swimming suite, There wi ll b e lota 
of Qllllllll ' .end pltrnty for the l ittle children to do C0•• and At!t! 
Jack Reaney bob far lltJ[l l llA irnd sui Ja n l n"' get thrown i n thA poo l 
8 • SLre to ASVP Nlth Julia ln HFI 11t E•t. ?3 4 . 

_________________ . ____ t,i. Ille et f ng •Chang• __ __ ·-----·•---••-•-• - •-••-•------·· ___ _ 

'rher4!! wi ll l:lf! no Ollllf!tJng thi11 F'l"Lday b•ceu•e too meny p•opl e will 
fW! c ut af t he offlc4!! 11111 ""' will hev e It ne• t ,.,_.,11ieth1y the 16th of 
J une. Pleese plan to e t tfrnd . We "' 111 be 111ak1ng snme ctienge!I 1n 
location of ma nagement e nd .11ccoun tlni;1 . •e wlll .11ls a n••d your input 
on 1lCIII@ n@w 1d111ag that h111 v111 l:le <l! n augges ted for more af f1c1an t lfan­
dl1ng o f payctieck and mall d11tr1but1an ._ 

D,.,c 1 Sig 2 Ln 1. ?5"' F,.,a 5" 

In the document below, Conditional End of Page keeps the title and paragraph 
on the same page. 

projects . rr you don 't t.ind "'hat you need contact your dep.art me n t 
receJ;tionist s and ttle y should be able to order it. 

Comp.any Pa rty 

Con' t forqet that July 12th is our company par ty. Employees and 
t heir families are Invited. We hope that you will all plan to be 
t here and h ,ne a t-lll 1tlere wi ll be plent y of food and !!Cd.a pop. 
Br1nq your softbal l 111ittll and swi1111ung suits. There will be lots 
of 9a:nes and plenty for the little chil dren to do. Co111e ar,C'l see 
J ack Reaney bob !or apples .u1d ~ee Jenine get thrown in the pool 
P" sure to P:SvP with Julia in HR at E:xt . "734 

t)i, ---------------------- -·;::;:~.- -C-h,-,-•• ------------------------------------

The re "'ill be no n,eet1ng thill f"rid" y because toe many people will 
be ouL of the cffice llO we will have it next Tuesday the 16th of 
June. Plea9e plan to attend. We will be 111a lcing so111e cha nge s in 
location of 111anagemen t "nd accounting. We will also need your input 
en sane n e"' ide as that ha ve b een sugge s t ed for more e f ficient Han-
dling of p ayc heck and 111.all di s tribution ._ 

Doc J Pq 2 l.n l. 92• Pas S" 

Before using Conditional End of Page, you should determine the number of lines 
you want to keep together. You need to enter this number in step 4 below. 

1 M ove the cursor to the line immediately above the lines you want kept 
together (even if there is text on that line). 

2 Press Format (Shift-F8). then select Other (4). 

[81 Select Other from the Layout menu. 



Notes

Convert Program

3 Select Conditional End of Page (2).

4 Enter the number of lines to be kept together.

5 Press Exit (F7) to return to the document.

Codes
This feature places a Conditional End of Page code [Cndl EOP:#] in your 
document, where # is the number of lines to be held together. Rather than 
splitting the protected lines, WordPerfect will insert a soft page break before 
them. However, you can still separate these protected lines with a hard page 
break, by pressing Hard Page (Ctrl-Enter).

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

Line Spacing
When entering the number of lines to be protected, consider any blank lines that 
will result from double- or triple-spaced text. For example, to hold together a 
heading and the first line of a paragraph in double-spaced text, you would enter 
4 and not 2 as the number of lines to protect.

See Also: Block; Block Protect

Files created with other word processing programs often cannot be used directly 
by WordPerfect. Similarly, WordPerfect files often cannot be used directly by 
other word processing programs. The Convert Program converts files so that 
they can be used by programs other than the one with which they were created.

The Convert Program that came with WordPerfect converts files from selected 
programs to WordPerfect and vice versa. As much of the format is preserved as 
possible. If you simply want to convert a file to ASCII format (without any 
word processing codes), you may want to use the Text In/Out feature in 
WordPerfect (see Text In/Out in Reference).

Important: The Convert Program file (CONVERT.EXE) needs to be installed properly 
before using the program. I f  you chose not to install the WordPerfect utility programs 
when you installed WordPerfect (or have not subsequently installed them), you must do so 
now to use the Convert Program. See the Installation Instructions card for installation 
instructions.

CONVERT PROGRAM 8 9

Notes 

Convert Program 

3 Select Conditional End of Page (2). 

4 Enter the number of lines to be kept together. 

5 Press Exit (F7) to return to the document. 

Codes 
This feature places a Conditional End of Page code [Cndl EOP:#] in your 
document, where # is the number of lines to be held together. Rather than 
splitting the protected lines, WordPerfect will insert a soft page break before 
them. However, you can still separate these protected lines with a hard page 
break, by pressing Hard Page (Ctrl-Enter). 

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

Line Spacing 
When entering the number of lines to be protected, consider any blank lines that 
will result from double- or triple-spaced text. For example, to hold together a 
heading and the first line of a paragraph in double-spaced text, you would enter 
4 and not 2 as the number of lines to protect. 

See Also: Block; Block Protect 

Files created with other word processing programs often cannot be used directly 
by WordPerfect. Similarly, WordPerfect files often cannot be used directly by 
other word processing programs. The Convert Program converts files so that 
they can be used by programs other than the one with which they were created. 

The Convert Program that came with WordPerfect converts files from selected 
programs to WordPerfect and vice versa. As much of the format is preserved as 
possible. If you simply want to convert a file to ASCII format (without any 
word processing codes), you may want to use the Text In/Out feature in 
WordPerfect (see Text In/Out in Reference). 

Important: The Convert Program file (CONVERT.EXE) needs to be installed properly 
before using the program. If you chose not to install the WordPerfect utility programs 
when you installed WordPerfect (or have not subsequently installed them), you must do so 
now to use the Convert Program. See the Installation Instructions card for installation 
instructions. 
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To us 2 the Convert Program,

1 Exit WordPerfect and go to DOS, then change to the drive or directory 
where the CONVERT.EXE file is located.

The Installation Program copies this file  to the directory where W ordPerfect (WP.EXE) is 
located (usually C:\WP5I) i f  you are using a hard disk, or to the diskette you labeled 
‘'Utilities" if you are using a two disk drive system.

2 Eater convert at the prompt.

3 Eater the pathname of the file to be converted (input file).

4 Eater the pathname for the converted file (output file).

I f the output filename you enter already exists, you are asked to confirm that you want 
the file overwritten by the new output file. I f you do, type y. I f  you do not want the file 
overwritten, type n, then enter a new output filename.

Name of Input File? c:\letter 
Name of Output File? letter.new

0 e x: T
1 WordPerfect to another format
2 Revisable-Form-Text (IBM DCA Format) to WordPerfect
3 Final-Form-Text (IBM DCA Format) to WordPerfect
4 Navy DIF Standard to WordPerfect
5 WordStar 3.3 to WordPerfect
6 Mu. tiMate Advantage II to WordPerfect
7 Seven-Bit Transfer Format to WordPerfect
8 WendPerfect 4.2 to WordPerfect 5.1
9 Ma.-.l Merge to WordPerfect Secondary Merge
A Spreadsheet DIF to WordPerfect Secondary Merge 
B Word 4.0 to WordPerfect 
C DiisplayWrite to WordPerfect
Enter number of Conversion desired

Ji S 2 lect an option from the displayed menu by typing the corresponding 
number (see the instructions for each option under Notes below).

Notes Command Line Convert
You can convert files from the DOS command line without going through the 
menus. You can also enter several command lines in a batch file if several 
conversions are to be done at once.

To use Command Line Convert,

1 If you are using a hard disk system, change to the directory where
CONVERT.EXE is located. (The Installation Program copies it to C:\WP51 
unless you specify otherwise.)

or

9 0  CONVERT PROGRAM
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To us~ the Convert Program. 

1 E {it WordPerfect and go to DOS, then change to the drive or directory 
where the CONVERT.EXE file is located. 

The lmtullution Program copies this file to the directory where WordPe,fect (WPEXE) is 
l,Jcate,i (usually C:\WP51) if you are using a hard disk. or to the diskette you labeled 
·· Utiliiies" if you are using a two disk drive system. 

2 E1ter convert at the prompt. 

3, E1ter the pathname of the file to be converted (input file). 

4, Enter the pathname for the converted tile (output file). 

{( the 'Jutput filename you enter already exists, you are asked to confirm that you want 
the fil,• overwritten hy the new output file. lf you do. type y. lf you do not want the file 
overw•itten, type n, then enter a new output filename. 

Name of Input File~ c: \le tter 
Name of Output File~ letter. nl"'w 

Q EX:'!' 
1 Wa i dPerfec t to another format 
2 Rf>1•isable-F'orm-TeJ1t ( 1AM OCA Format I to WordPl!rfect 
J Fir,al-Farm-Te11t ( !OM □CA Fermat I to WordPerfect 
4 Na,·y DIF Standard ta WardPer!ect 
5 wn 1·d~t;ir 3.3 to WordPerfc:!Ct 
ti Mu_ tiMate Advantage II to WordPerfect 
7 Se••en-Bit Trang(e r Format to WordPerfect 
8 Wo 1 d Pe rfect 4. 2 to WordPe rfect S. 1 
':l Mn: 1 Merge to \mrdPerfect Secondary Me rge 
A Spreadsheet □ IF to WordPerfect Secondary Merge 
ll Wo : ·d 4. Cl to WordPerfect 
C Dinpl.:iyWrite to WordPerfect 

Ente: number of Convers ion desired 

fi S~lect an option from the displayed menu by typing the corresponding 
nJmber (see the instructions for each option under Notes below). 

(!ommand Line Convert 
You c:an convert files from the DOS command line without going through the 
menus. You can also enter several command lines in a batch file if several 
conversions are to be done at once. 

To use Command Line Convert, 

1 If you are using a hard disk system, change to the directory where 
CONVERT.EXE is located. (The Installation Program copies it to C:\WPSI 
u11less you specify otherwise.) 

or 



If you are using a two disk drive system, insert the diskette you labeled 
“Utilities” into drive A. (The Installation Program copies CONVERT.EXE 
to the diskette you labeled “Utilities.” )

2 On a hard disk system, enter convert inputfilename outputfilename
inputfUetype outputfiletype fielddelimiter recorddelimiter deletecharacters
(Each parameter is separated by a space. See the explanation of these 
parameters after this step for more information.)

or

On a two disk drive system, enter a:convert inputfilename outputfilename 
inputfUetype outputfiletype fielddelimiter recorddelimiter deletecharacters
(Each parameter is separated by a space. See the explanation of these 
parameters after this step for more information.)

The inputfUetype is the number or letter on the Convert Program menu that 
represents the format of the input file. You can use the following:

1 WordPerfect
2 Revisable-Form-Text (IBM DCA Format)
3 Final-Form-Text (IBM DCA Format)
4 Navy DIF Standard
5 WordStar 3.3
6 Multimate Advantage II
7 Seven-Bit Transfer Format
8 WordPerfect 4.2
9 Mail Merge
A Spreadsheet DIF 
B Microsoft Word 4.0 
C DisplayWrite

The outputfiletype is the number or letter on the Convert Program menu that 
represents the format of the output file, and is only needed if you entered 
WordPerfect (1) for the inputfUetype. Use the following list to determine the 
outputfiletype'.

1 Revisable-Form-Text (IBM DCA Format)
2 Final-Form-Text (IBM DCA Format)
3 Navy DIF Standard
4 WordStar 3.3
5 MultiMate Advantage II
6 Seven-Bit Transfer Format
7 ASCII Text File
8 WordPerfect Secondary Merge to Spreadsheet DIF

Important: I f a file already exists by the same name as the output file you specify, it will 
be overwritten automatically by the output file generated in the conversion.

The fielddelimiter, recorddelimiter, and deletecharacters are needed only if Mail 
Merge (9) is used for the input file type. They are entered the same as they

CONVERT PROGRAM 91

If you are using a two disk drive system, insert the diskette you labeled 
··Utilities" into drive A. (The Installation Program copies CONVERT.EXE 
to the diskette you labeled ··utilities.") 

2 On a hard disk system, enter convert inputfilename outputfilename 
inpu{filetype outputfiletype fielddelimiter recorddelimiter deletecharacters 
( Each parameter is separated by a space. See the explanation of these 
parameters after this step for more information.) 

or 

On a two disk drive system, enter a:convert i11putfilename outputfilename 
inputfiletype outputfiletype fielddelimiter recorddelimiter deletecharacters 
(Each parameter is separated by a space. See the explanation of these 
parameters after this step for more information.) 

The inputjiletype is the number or letter on the Convert Program menu that 
represents the format of the input file. You can use the following: 

I 
2 
3 
4 
5 

WordPerfect 
Revisable-Form-Text (IBM DCA Format) 
Final-Form-Text (IBM DCA Format) 
Navy DIF Standard 
WordStar 3.3 

6 Multimate Advantage II 
7 Seven-Bit Transfer Format 
8 WordPerfect 4.2 
9 Mail Merge 
A Spreadsheet DIF 
B Microsoft Word 4.0 
C Display Write 

The outputjiletype is the number or letter on the Convert Program menu that 
represents the format of the output file, and is only needed if you entered 
WordPerfect ( I l for the inputjiletype. Use the following list to determine the 
outputjiletype: 

I Revisable-Form-Text (IBM DCA Format) 
2 Final-Form-Text (IBM DCA Format) 
3 Navy DIF Standard 
4 WordStar 3.3 
5 MultiMate Advantage II 
6 Seven-Bit Transfer Format 
7 ASCII Text File 
8 WordPerfect Secondary Merge to Spreadsheet DIF 

Important: I( a file already exists by the same name as the output file you specify, it will 
be overwrirren automatically by the o!llp!II file generated in the conversion. 

The fielddelimiter, recorddelimiter, and deletecharacters are needed only if Mail 
Merge (9) is used for the input file type. They are entered the same as they 
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would be if you ran the Convert Program using the prompts (see Delimiters and 
Delete Characters below).

Remember that spaces are used to separate parameters. Do not enter spaces 
between the characters of field delimiters or record delimiters, or between delete 
characters. If you do, the conversion will not be performed correctly. For 
example, to convert a Microsoft Word 4.0 file named letter located on the 
diskette in drive A to a WordPerfect 5.1 document named letter.wp located in 
C:\WP51 on your hard drive, you would enter:

convert a:\letter c:\wp51\letter.wp b

To convert a dBase merge file named a:\merge.db to a WordPerfect secondary 
merge file named c:\wp51\merge.wp, you would enter the following:

convert a:Vmerge.db c:\wp51\merge.wp 9 , {13}{ 10] {34}

where , is the field delimiter, {13} {10} is the record delimiter, and {34} is the 
delete character (representing a double quote character (")) in the input file.

dBase files must be saved in a delimited format (using dBase) before you convert them 
with the Convert Program.

Delimiters and Delete Characters
The field delimiter and record delimiter are the characters in the input file that 
separate fields and records. Delete characters are any characters you want 
deleted in the conversion from the input to the output file. For field and record 
delimiters, you can enter either characters or decimal ASCII values enclosed in 
braces ({ }). If a Carriage Return and Line Feed follow a delimiter, they must 
be specified as part of the delimiter by typing {13} {10}. For more information 
on fields and records, see Secondary Files under Merge in Reference.

DisplayWrite to WordPerfect
Converts DisplayWrite to WordPerfect. For information on the .CRS prompt, 
see Revisable-Form-Text below.

Filename Patterns
When entering input and output filenames, you can use the question mark (?) 
and asterisk (*) characters to create a filename pattern. The asterisk represents 
zero or more characters; the question mark represents a single character. For 
example, if you want to convert all the files in a directory that end with a .DOC 
extens ion, you would type *.doc for the input filename. The output filename 
might be *.wp which would create converted files using the same filenames but 
with .WP extensions. When using wildcard characters, any existing output file is 
automatically overwritten.

If you enter *.* as part of the string, all files are converted, so you need to
outpui the files to another directory.

If you use *.*, the Convert Program tries to convert all files in the directory, including 
executable files. Non-document files may be corrupted.
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would be if you ran the Convert Program using the prompts (see Delimiters and 
Delete Characters below). 

Remember that spaces are used to separate parameters. Do not enter spaces 
between the characters of field delimiters or record delimiters, or between delete 
charai:ters. If you do, the conversion will not be performed correctly. For 
example, to convert a Microsoft Word 4.0 tile named letter located on the 
diskette in drive A to a WordPerfect 5.1 document named Ietter.wp located in 
C:\WPSl on your hard drive, you would enter: 

convert a:\letter c:\wpSl\letter.wp b 

To convert a dBase merge file named a:\merge.db to a WordPerfect secondary 
merg{ file named c:\wpSl\merge.wp, you would enter the following : 

convert a:\merge.db c:\wpSl\merge.wp 9 , { 13}! IO] {34} 

where , is the field delimiter, { 13] { IO] is the record delimiter, and { 34} is the 
delete character (representing a double quote character(")) in the input file. 

dBase files must be saved in a delimited format (using dBase ) before you convert them 
with tile Convert Program. 

Delimiters and Delete Characters 
The field delimiter and record delimiter are the characters in the input file that 
separate fields and records. Delete characters are any characters you want 
deleted in the conversion from the input to the output file . For field and record 
delim 1ters, you can enter either characters or decimal ASCII values enclosed in 
bracei: ( { ) ). If a Carriage Return and Line Feed follow a delimiter, they must 
be specified as part of the delimiter by typing ! 13 H IO l. For more information 
on fields and records, see Secondary Files under Merge in Reference. 

Displa·tWrite to WordPerfect 
Converts DisplayWrite to WordPerfect. For information on the .CRS prompt, 
see Revisable-Farm-Text below. 

Filename Patterns 
When entering input and output filenames, you can use the question mark (?) 
and a:;terisk (*) characters to create a filename pattern. The asterisk represents 
zero c,r more characters; the question mark represents a single character. For 
example, if you want to convert all the files in a directory that end with a .DOC 
exteniion, you would type *.doc for the input filename. The output filename 
might be *.wp which would create converted files using the same filenames but 
with . WP extensions. When using wildcard characters, any existing output file is 
automatically overwritten. 

If you enter *. * as part of the string. all files are converted, so you need to 
outpui the files to another directory. 

If you use *. *, the Convert Program tries to convert all files in the directory, including 
execut,1ble files. Non-document file s may be corrupted. 



Final-Form-Text (IBM DCA Format) to WordPerfect
Converts DCA/FFT to WordPerfect. Final-Form-Text (FFT) is used on some 
mainframe computers.

IBM Products (Non-PC)
When transferring a file to or from an IBM mainframe, you must transfer the file 
as binary data and not as text data. No other conversions should be made.

To attach an IBM  PC to an IBM 5520, use the 5520 attachm ent board. This 
board and the software that comes with it causes the emulation of a 5520 
workstation and will transfer files (after the Revisable-Form-Text conversion) 
from the PC to the 5520 in its DCA word processing format.

To attach an IBM PC to an IBM Displaywriter, use the IBM PC attachment 
convenience kit #6403664.

Mail Merge to WordPerfect Secondary Merge
This conversion is useful for dBase, WordStar, or other mail merge files. The 
converted file is in WordPerfect secondary merge format ({END FIELD}[HRt] 
to separate fields and (END RECORD}[HPg] to separate records).

When you choose this option, you are asked for the field delimiter, record 
delimiter and any characters to be deleted from the file. (See Delimiters and 
Delete Characters above.)

Microsoft Word 4.0 to WordPerfect
Converts Microsoft Word documents to WordPerfect.

MultiMate Advantage II to WordPerfect
Converts MultiMate Advantage II to WordPerfect.

Navy DIF Standard to WordPerfect
Converts Navy DIF to WordPerfect.

Revisable-Form-Text (IBM DCA Format) to WordPerfect
Converts DCA/RFT to WordPerfect. Revisable-Form-Text (RFT) is used on 
some mainframe computers. Many other word processors can convert to and 
from this format.

When you select this option, the following prompt appears:

Enter name of CRS file or press ENTER for none

A .CRS (conversion resource) file is a file you create in WordPerfect that tells 
the Convert Program how you want certain fonts converted. Without a .CRS 
file, the Convert Program converts fonts based on its own defaults. If you don’t 
want to use a .CRS file, press Enter at the prompt and the conversion will 
continue. If you want to create a .CRS file, press Cancel (FI) to exit the 
Convert Program, then re-enter W ordPerfect in order to create the file.
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The .CRS file contains a list of the GFID font numbers (as listed in your 
DCA/RFT product documentation), matched with the WordPerfect font codes 
you designate as their equivalents. A sample file might look like this:

ID
ID

ID 12 = [Fort:Dutch 1 Opt](HRt] 
ID 15 - [Font:Dutch 10pt][HRt]

Press Reveal Codes to restore screen

The spaces are optional, and are used to make the file more readable. Be sure to 
precede the GFID font number with the letters ID, and follow it with an equal 
sign (=) and the WordPerfect base font code (Ctrl-F8,4). Each pair of 
equivalents must be separated by at least one Hard Return code. When you have 
completed the list of font equivalents, save the file in WordPerfect format using 
either Save (F10) or Exit (F7). You may give the file any legal filename.

Once you have created the .CRS file, restart the Convert Program, following the 
steps it the beginning of this section. When you see the "Enter name of CRS 
file oi press ENTER for none" prompt, enter the name of the .CRS file (use a 
full pathname if necessary). The file will then be converted using the .CRS file.

Seven-Bit Transfer Format to WordPerfect
Used to convert a previously converted WordPerfect file from seven-bit transfer 
format back to its original form. (Use this option after receiving the file through 
a 7-bit modem.)

Spreadsheet DIF to WordPerfect Secondary Merge
Converts a spreadsheet DIF file to WordPerfect secondary merge format. Rows 
become records and cells become fields.

Startup Option
Use the code page startup option to tell the Convert Program which code page 
your hardware (BIOS) system uses. Setting this option lets you access the 
proper keyboard and 256-character ASCII character set for which your system is
preset The Convert Program supports the following code pages: 437 Standard
English, 850 PC Multilingual, 851 Greek, 8510 Greek Alternate, 860 Portuguese, 
8600 Portuguese Alternate, 861 Icelandic, 863 French (Canada), 865 Norwegian
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The .CRS tile contains a list of the GFID font numbers (as listed in your 
DCA/RFT product documentation ), matched with the WordPerfect font codes 
)'OU designate as their equivalents. A sample tile might look like this: 

ID 
,0 

.. 
IO 12 • [Jcr,l:Cutrh ]npt1fHRt) 
10 15 • [f"on t:Dutch lOptJfHRtJ 

Pre 1s ff~vl! al Code s to restore crN!n 

I1-:1 lLnl~~5 l' 

The Sl)aces are optional, and are used to make the file more readable . Be sure to 
precede the GFID font number with the letters ID, and follow it with an equal 
sign (::) and the WordPerfect base font code (Ctrl-F8,4 ). Each pair of 
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completed the list of font equivalents, save the tile in WordPerfect format using 
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Once you have created the .CRS fil e. restan the Convert Program . following the 
seeps H the beginning of this section. When you see the "Enter name of CRS 
file or press ENTER for none" prompt. enter the name of the .CRS file (use a 
full pathname if necessary ). The file will then be converted using the .CRS file. 

Seven-Bit Transfer Format to WordPerfect 
Used to convert a previously converted WordPerfect tile from seven-bit transfer 
format back to its original form . (Use this option after receiving the file through 
a 7-bit modem.) 

Sprea~sheet DIF to WordPerfect Secondary Merge 
Conve-rts a spreadsheet DIF file to WordPerfect secondary merge format. Rows 
become records and cells become tields. 

StartuI1 Option 
Use the code page startup option to tell the Convert Program which code page 
your hardware (BIOS) system uses. Setting this option lets you access the 
proper keyboard and 256-character ASCII character set for which your system is 
preset The Convert Program supports the following code pages: 437 Standard 
English. 850 PC Multilingual, 851 Greek. 85 IO Greek Alternate, 860 Portuguese, 
8600 '=>ortuguese Alternate, 86 I Icelandic, 863 French (Canada), 865 Norwegian 



and Dutch, 866 Russian, 8660 Russian Alternate, and 895 Czechoslovakian. For 
more information on code pages, see your DOS manual.

To use the option, enter convert/cp=code page number to start the program.

This startup option has no effect on conversions to or from Revisable-Form-Text (IBM 
DCA), Final-Form-Test (IBM DCA), or Navy DIF Standard formats since these formats 
use their own tables to convert international characters.

Two Disk Drives
To run the Convert Program on a two disk drive system (no hard disk), change 
to the drive or directory where the files you are converting are located (e.g., 
drive B) and insert the diskette you labeled “Utilities” into drive A. (The 
Installation Program copies CONVERT.EXE to the “Utilities” diskette. If you 
have not installed CONVERT.EXE, you must do so before running the program.) 
Enter a:convert. Then follow steps 3 through 5 at the beginning of this section.

WordPerfect 4.2 to WordPerfect 5.1
Used to convert WordPerfect 4.2 documents to WordPerfect 5.1 documents. 
Select this option, then enter the correct .CRS filename. If no .CRS filename is 
entered, the STANDARD.CRS file is used. If STANDARD.CRS does not exist, 
the document is converted without a .CRS file (see Document Conversion, 
WordPerfect 4.2 to 5.1 in Reference).

You can also convert a WordPerfect 4.2 file to 5.1 format simply by retrieving it 
in WordPerfect 5.1. You should use the Convert Program when you have 
multiple files you want to convert (see Filename Patterns above).

WordPerfect to Another Format
Converts a WordPerfect file to one of the following formats.

Name of Input File? c:\wp51\learn\memo.wkb 
Name of Output File? c:\wp51\learn\parkmemo

0 EXIT
1 Revisable-Form-Text (IBM DCA Format)
2 Final-Form-Text (IBM DCA Format)
3 Navy DIF Standard
4 WordStar 3.3
5 MultiMate Advantage II
6 Seven-Bit Transfer Format
7 ASCII text file
B WordPerfect Secondary Merge to Spreadsheet DIF 

Enter number of output file format desired
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ASCII Text File
Converts WordPerfect to ASCII (DOS) text. You can also use the Text 
In/Out feature to convert WordPerfect documents to ASCII text (see Text 
M Out in Reference). You should use the Convert Program when you have 
multiple files you want to convert (see Filename Patterns above).

Final-Form-Text (IBM DCA Format)
Converts WordPerfect to DCA (used by IBM mainframes).

MultiMate Advantage II
Converts WordPerfect to MultiMate Advantage II.

Navy DIF Standard
Converts WordPerfect to the Navy DIF.

Revisable-Form-Text (IBM DCA Format)
Converts WordPerfect to DCA (used by IBM mainframes).

When you select this option, the following prompt appears:

Enter name of CRS file or press ENTER for none

See Revisable-Form-Text (IBM DCA Format) to WordPerfect above for 
information on using a .CRS file.

Seven-Bit Transfer Format
Useful when transferring documents over a modem or line that only transfers 
seven bits. Because WordPerfect codes use the eighth bit, these are usually 
stripped during the transfer. With this conversion, they are rearranged in a 
seven-bit format, thus preserving all codes. The person receiving the file 
should then convert it back to WordPerfect format using the seven-bit format.

WordPerfect Secondary Merge to Spreadsheet DIF
Converts a WordPerfect secondary merge file to spreadsheet DIF format. 
Records become rows and fields become cells.

WordStar 3.3
Converts WordPerfect to WordStar 3.3.

WordStar 3.3 to WordPerfect
Converts WordStar (versions 3.3 or earlier) to WordPerfect.

See Also: Document Conversion, WordPerfect 4.2 to 5.1; Retrieve; Text In/Out

Cross-Reference

The cross-reference is a useful tool for a writer who wants to keep a document 
concise and avoid repetition of material. Situations where cross-references are
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A SCH Text File 
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multiple files you want to convert (see Filename Patterns above). 

Final-Form-Text (IBM DCA Format) 
Converts WordPerfect to DCA (used by IBM mainframes). 

MultiMate Advantage II 
Converts WordPerfect to MultiMate Advantage II. 

N:1vy DIF Standard 
Converts WordPerfect to the Navy DIF. 

R,!visable-Form-Text (IBM DCA Format) 
Converts WordPerfect to DCA (used by IBM mainframes). 

When you select this option, the following prompt appears: 

Enter name of CRS file or press ENTER for none 

See Revisable-Form-Text (IBM DCA Format) to WordPerfect above for 
in'ormation on using a .CRS file. 

Snen-Bit Transfer Format 
U:;eful when transferring documents over a modem or line that only transfers 
seven bits. Because WordPerfect codes use the eighth bit, these are usually 
stripped during the transfer. With this conversion, they are rearranged in a 
seven-bit format, thus preserving all codes. The person receiving the file 
sh::iuld then convert it back to WordPerfect format using the seven-bit format. 

WordPerfect Secondary Merge to Spreadsheet DIF 
Converts a WordPerfect secondary merge file to spreadsheet DIF format. 
Rtcords become rows and fields become cells. 

WordStar 3.3 
Converts WordPerfect to WordStar 3.3. 

WordStar 3.3 to WordPerfect 
Converts WordStar (versions 3.3 or earlier) to WordPerfect. 

See Also: Document Conversion, WordPerfect 4.2 to 5 .1; Retrieve; Text In/Out ___________ , _____________________________ _ 
Cross-Reference 
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The cross-reference is a useful tool for a writer who wants to keep a document 
concis~ and avoid repetition of material. Situations where cross-references are 



useful include legal documents, research papers, or other documents which refer 
a reader to a page number, table number, or footnote number.

Examples of cross-references are shown in the illustration below.

A CROSS-REFERENCES

Despite advice to the contrary, Metcalf has always maintained that 
employees should be given direction instead of management.2 To 
that end, he has worked to give employees a voice in both their job 
description and the goals of this company.2
Maximizing the Organization
However, in all the attention to employees, the goal to provide 
quality merchandise at discount prices (see figure 4) continues to 
give purpose and direction to the company. A

As indicated in the Operating Expenses table (again, see page 2), 
that goal contributes to the recent venture into retail outJfets. 
After the opening of several retail stores In 1990, sales increased 
by 50% in the last quarter. However, as demonstrated by the table 
figures, operating expenses were often more than twice those of the 
third quarter.

Operating Expenses
1990

Fourth Third
Expense Quarter Quarter Change

The difficulty with cross-referencing involves maintaining the correct numbers 
after editing changes are made. For example, the information that was on page 
23 may have been moved to page 25 after an editing change.

Fortunately, the WordPerfect Cross-Reference feature marks and maintains cross­
references for you. Even if you make an editing change, WordPerfect can 
update the cross-references.

Cross-referencing with WordPerfect involves three elements: a reference, a 
target, and a target name.

The reference is the location from which you are referring. In other words, it is 
where you create the text and numbers that send a reader to other parts of the 
document. The examples shown at the beginning of this section are references.

The target is the location to which you are referring. In other words, it is where 
you are sending the reader. In the examples shown above, the targets are where 
you would look after reading the information.

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

The target name is only used during generation. It is not printed and is only displayed in 
the Reveal Codes screen (Alt-F3).
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Creating a cross-reference involves two basic tasks:

• Mark the references and targets and include a target name.
• Generate the cross-references.

The steps below guide you through marking both the reference and target in one 
operation, but WordPerfect also gives you the opportunity to mark the reference 
and target in separate operations. Notes on those procedures are included under 
Mark Reference Only and Mark Target Only below.

To mark both the reference and target in one operation,

1 Move the cursor to where you want to create the reference.

2 Type any introductory text you want to include, then press the Space Bar to 
add a space between the introductory text and the location of the reference 
(see Introductory Text below).

3 Press Mark Text (Alt-F5), then select Cross-Ref (1).

□1 Se'ect Cross-Reference from the Mark menu.

4  Select Mark Both Reference and Target (3) to begin marking both the 
reference and target.

[11 Select Both from the Cross-Reference submenu.

5 Select the type of reference you want to use (see Reference Types below).

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

You may want to make sure the cursor is located after the target by checking Reveal 
Codes (Alt-F3).

7 Eriter a target name (see Target Name below).

8 If necessary, finish typing the introductory text for the reference.

9 Repeat the steps above, marking all references and targets in your document. 

11) Pr^ss Mark Text (Alt-F5), then select Generate (6).

Select Generate from the Mark menu.

11 Select Generate Tables, Indexes, Cross-References, etc. (5), then type y to 
generate.

The last cross-references generated are the cross-references that are printed. 
Therefore, you should generate your cross-references just before you plan to 
print the document to ensure that cross-references will be correct. For a more 
detailed explanation of Generate, see Generate in Reference.

98  CROSS-REFERENCE98 CROSS-REFERENCE 

Creati 1g a cross-reference involves two basic tasks: 

• M :irk the references and targets and include a target name. 
• Generate the cross-references. 

The steps below guide you through marking both the reference and target in one 
operation. but WordPerfect also gives you the opportunity to mark the reference 
and target in separate operations. Notes on those procedures are included under 
Mark Reference Only and Mark Targer Only below. 

To mark both the reference and target in one operation, 

1 M :)Ve the cursor to where you want to create the reference. 

2 T)pe any introductory text you want to include, then press the Space Bar to 
add a space between the introductory text and the location of the reference 
(see Introductory Text below). 

3 Press Mark Text (Alt-F5 ), then select Cross-Ref (I). 

[B Se 'ect Cross-Reference from the Mark menu. 

4 Select Mark Both Reference and Target (3) to begin marking both the 
reference and target. 

["':~ Se.'ect Bnth from the Cross-Reference suhmenu. 

5 Select the type of reference you want to use (see Reference Types below). 

6 M ::ive the cursor to a position immediately after the target. then press Enter. 

You ml'V want to make sure the cursor is /neared after the ta1J:er bv checkinR Reveal 
Codes (Alt-FJJ. . . 

7 Er,ter a target name (see Target Name below). 

8 If necessary. finish typing the introductory text for the reference . 

9 Re peat the steps above. marking all references and targets in your document. 

11) Press Mark Text (Alt-F5). then select Generate (6). 

Se.'ect Generate from the Mark menu. 

1"I Select Generate Tables. Indexes. Cross-References, etc. (5 ), then type y to 
generate. 

The last cross-references generated are the cross-references that are printed. 
Therefore, you should generate your cross-references just before you plan to 
print the document to ensure that cross-references will be correct. For a more 
detailed explanation of Generate. see Generate in Reference. 



Notes Introductory Text
WordPerfect inserts a number, letter, or character at the spot of the reference 
when the cross-references are generated. If you want introductory text that 
explains the number or letter (e.g„ “See Page”), you must type the text in 
yourself.

The only exceptions to this rule occur if you are referencing graphics box 
numbers or page numbers. For graphics box numbers, WordPerfect will insert 
the Caption Number Style before the box number. If the Caption Number Style 
includes text, that text appears when the cross-reference is generated. For more 
information about Caption Number Styles, see Graphics Options in Reference.

For page numbers, WordPerfect will insert the Page Number Style. If the Page 
Number Style includes text, that text appears when the cross-reference is 
generated. For more information about Page Number Styles, see Page 
Numbering in Reference.

Mark Reference Only
If you come to a place in your document where you want to create a reference 
and know that you plan to create the target later (or already have created the 
target), you can create the reference only.

To do so,

1 Move the cursor to where you want to create the reference.

2 Type any introductory text you want to include, then press the Space Bar to 
add a space between the introductory text and the location of the reference 
(see Introductory Text above).

3 Press M ark Text (Alt-F5), then select Cross-Ref (1).

CB Select Cross-Reference from the Mark menu.

4 Select Mark Reference (1) to begin marking the reference.

US Select Reference from the Cross-Reference submenu.

5 Select the type of reference you want to use (see Reference Types below).

6 Enter a target name. The target name should be the same as the target name 
for the target (see Target Name below).

7 If necessary, finish typing the introductory phrase for the reference.

Repeat the steps above for additional references you want to mark separately. 
When you mark a reference, [Ref(target namef.type ] can be seen in Reveal 
Codes (Alt-F3).

A question mark (?) will appear in place of the reference number. After you 
mark targets and generate cross-references, the question mark will be replaced by 
the correct information (see Mark Target Only below).
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(see Introductory Text above). 

3 Press Mark Text ( Alt-F5). then select Cross- Ref (I). 

~ Selecr Cross-Refe rence f rom rhe Mark menu. 

4 Select Mark Reference (I) to begin marking the reference. 

rn Se/eel Reference from rhe Cross-Reference submenu. 

5 Select the type of reference you want to use (see Reference Types below). 

6 Enter a target name. The target name should be the same as the target name 
for the target (see Target Name below). 

7 If necessary, finish typing the introductory phrase for the reference. 

Repeat the steps above for additional references you want to mark separately. 
When you mark a reference. [Ref(target name ):type ] can be seen in Reveal 
Codes (Alt-F3) . 

A question mark (?) will appear in place of the reference number. After you 
mark targets and generate cross-references, the question mark will be replaced by 
the correct information (see Mark Target Only below). 
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Mark Target Only
If you have marked or plan to mark a reference separately and want to create a 
target, you can mark the target separately.

To do so,

1 Move the cursor to a position im m ediately after the target.

You may want to use Reveal Codes (Alt-F3) to be sure of the cursor location.

2 Press M ark Text (AU-F5), then select Cross-Ref (l).

L 3 Select Cross-Reference from the Mark menu.

3 Select Mark Target (2) to mark the target.

G3 Select Target from the Cross-Reference submenu.

4 Enter a target name. The target name should be the same as the target name 
for the reference (see Target Name below).

Repeat the steps above for all targets you want to mark separately. When you 
mark a target, [Target (target name)] can be seen in Reveal Codes (Alt-F3).

If you have marked all your references and targets, you are now ready to 
generate the cross-references. To do so, press M ark Text (Alt-F5), select 
Generate (6), select Generate Tables ... (5), then type y.

Mastei Documents
If your document is extremely long, you may want to use the Master Document 
feature to divide it into smaller files. You can still generate cross-references 
which will include any references and targets marked in subdocuments (see 
Master Documents in Reference).

Multiple Cross-References
There are two kinds of multiple cross-references that you can create with 
WordPerfect. One cross-references the same target with one or more reference 
types (e.g., see page 23, figure 2), while the other cross-references one or more 
targets with the same reference type (e.g., see pages 10, 24, 29).

To create the first kind of cross-reference, mark a reference for each different 
reference type. You only need one target, however, for both references. For

Nlark rarget Only 
If you have marked or plan to mark a reference separately and want to create a 
target. you can mark the target separately. 

To do so. 

1 Move the cursor to a position immediately after the target. 

You may want to use Re veal Codes (A lt-FJ) to he sure of the cursor location. 

2 Press Mark Text (Alt-FS), then select Cross-Ref (I). 

3l Select Cron-Reference from the Mark menu. 

3 St lect Mark Target (2) to mark the target. 

G Se lect Target from the Cross-Reference submenu. 

4 Ellter a target name. The target name should be the same as the target name 
for the reference (see Target Name below). 

Repeat the steps above for all targets you want to mark separately. When you 
mark .1 target, [Target (target name)] can be seen in Reveal Codes (Alt-F3). 

If you have marked all your references and targets. you are now ready to 
gcnen:.te the cross-references. To do so, press Mark Text (Alt-FS) , select 
Generate (6), select Generate Tables ... (5), then type y. 

Maste1 Documents 
If your document is extremely long, you may want to use the Master Document 
foaturc to divide it into smaller files. You can still generate cross-references 
\\hich will include any references and targets marked in subdocuments (see 
Maste• Documents in Reference). 

Multiple Cross-References 
There are two kinds of multiple cross-references that you can create with 
WordPerfect. One cross-references the same target with one or more reference 
types ,:e .g., see page 23, figure 2), while the other cross-references one or more 
target5 with the same reference type (e.g., see pages IO, 24, 29). 

To create the first kind of cross-reference, mark a reference for each different 
reference type. You only need one target, however. for both references. For 



example, in the following cross-reference you should mark two references, one a 
page number reference and one a graphics box reference.

A  CROSS-REFERENCE

The Next Fifty Years

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

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

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

Recent trends indicate, however, that there is profit to be made 
in areas such as oriental furniture and music boxes. In fact, 
our research indicates that music boxes may become a long-term, 
profitable investment (see page 4, figure 2).

A
Expanding Resources

Then, you only need to mark the target once as long as both references use the 
same target name. The target can be marked in the same operation as one of the 
references or separate from both of the references.

To create the second kind of cross-reference, you only need to mark the 
reference once, but you need to mark each target separately. The targets should 
all have the same target name. For example, in the following cross-reference 
you should mark one page number reference.

A  CROSS-REFERENCE

In this report, the past, present, and future status of HALVA 
International are reviewed (see pages 4, 10, 12), with an 
emphasis, on these characteristics as Jteing vital to the continued 
survival of the company.

The European Connection
The year was 1939, and the rumors of war had become a nightmare 
of reality. With the transportation of goods between many 
countries blocked, and the lines of economic communication 
virtually severed, intercontinental business was at a standstill.
"Suddenly, the entire face of economics changed to a survival 
industry. Manufacturing resources were transformed overnight 
into a war machine. Sacrifice of conveniences became the test of 
civil loyalty."

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

The Roots of Mail Order
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page number reference and one a graphics box reference. 
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Then. you only need to mark the target once as long as both references use the 
same target name. The target can be marked in the same operation as one of the 
references or separate from both of the references . 

To create the second kind of cross-reference, you only need to mark the 
reference once, but you need to mark each target separately. The targets should 
all have the same target name. For example, in the following cross-reference 
you should mark one page number reference 

In this report, the past, present, and future status Of HALVA 
International are reviewed (see pages 4, 10, 121, w1.th an 
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surv 1 val of the company. 
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of reality. With the transportation of goods between many 
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virtually severed, in tercontinental business was at a standstlll 

"Suddenly, the entire face of economics chani;ied to a survival 
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civil loyalty." 

It was an awkward, 1f not impossib le, time for the birth of an 
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Then, you should mark a target on each of the pages you are referring to. You 
can mark one of the targets in the same operation as the reference, but you must 
mark at least two of the targets separately. When you generate the cross­
references, they will be separated by a comma and one space.

Reference Types
There are five types of references you can create, or in other words, five items 
you can cross-reference. They are page numbers, paragraph/outline numbers, 
footnote numbers, endnote numbers, and graphics box numbers.

If you cross-reference a graphics box number, you must also select the type of 
graphics box you wish to cross-reference (e.g., figure, text, etc.).

To mark a target for most of these items, move the cursor to the immediate right 
of the code that represents that item, then mark the target. For example, mark a 
paragiagh number by moving the cursor to the immediate right of the paragraph 
number code you want to cross-reference, then mark the target.

You may want to mark the target in Reveal Codes (Alt-F3) to be sure o f the cursor 
location.

The following are the exceptions:

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

• To mark a page number for a footnote or endnote, display the footnote or 
endnote in its editing screen (Ctrl-F7, Footnote (1) or Endnote (2), Edit (2), 
note number) before marking the target.

To mark a page number for an endnote, you must generate endnotes for the page 
number to appear correctly (see Generate in Reference).

• To mark a page number for a graphics box, place the target in the graphics 
box caption. If the box “bumps,” the correct page number is still referenced.

• If your reference is located in a graphics box caption, a header, or a footer, 
you cannot mark both the reference and the target in the same operation.
You must mark the reference and target separately (see Mark Reference Only 
and Mark Target Only above).

Target Name
The Target Name “ties” the reference and target together. When WordPerfect 
generates cross-references, it looks for matching target names, then creates the 
cross-reference.

The target names must be an exact match. For example, if you type "Bird" at 
the rel'erence and mistakenly type “Birds” at the target, the two will not match, 
and WordPerfect will not be able to create the correct cross-reference.
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Cursor Movement

Notes

Target names are not case specific, however. “BIRD” and “bird” are considered 
the same.

Update Cross-References
The last cross-references generated are the cross-references that are printed. 
Therefore, you should generate your cross-references just before you plan to 
print the document to ensure that cross-references will be correct. For a more 
detailed explanation of Generate, see Generate in Reference.

See Also: Generate

The cursor is the on-screen dash that tells you where you are in your document 
(see Cursor Appearance below).

You can use the cursor movement keys to move through text a character, a 
word, a screen, or a page at a time. You can also quickly move to either edge 
of the screen or to either end of your document.

If your computer supports a mouse, you can move the cursor by placing the 
mouse pointer on the text and clicking the left mouse button (see Mouse Support 
in Reference).

Codes
When you move the cursor through text on the screen, it also moves through any 
codes in that text. When editing text, it is often important to know where the 
cursor is positioned in relation to the existing codes in your text. If you press 
Left Arrow (<-) and Right Arrow (->) and the cursor does not appear to move, 
it is probably moving through codes. You can use Reveal Codes (Alt-F3) to 
display the codes on the screen as you move the cursor through them (see Reveal 
Codes in Reference).

Cursor Appearance
Normally, the cursor is displayed on the screen in WordPerfect as a small 
blinking line. The CURSOR.COM program provided with WordPerfect lets you 
change the size and appearance of the cursor (see Cursor Program in Reference).

Cursor Movement Keystrokes
The following table lists the keystrokes used to move the cursor through text. 

Location Cursor Keys

Left One Character Left Arrow (<-)

Right One Character Right Arrow (->)
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Notes 

Target names are not case specific, however. "BIRD" and "bird" are considered 
the same . 

Update Cross-References 
The last cross-references generated are the cross-references that are printed. 
Therefore, you should generate your cross-references just before you plan to 
print the document to ensure that cross-references will be correct. For a more 
detailed explanation of Generate , see Generate in Reference. 

See Also: Generate 

The cursor is the on-screen dash that tells you where you are in your document 
(see Cursor Appearance below). 

You can use the cursor movement keys to move through text a character, a 
word. a screen, or a page at a time. You can also quickly move to either edge 
of the screen or to either end of your document. 

If your computer supports a mouse, you can move the cursor by placing the 
mouse pointer on the text and clicking the left mouse button (see Mouse Support 
in Reference ). 

Codes 
When you move the cursor through text on the screen, it also moves through any 
1:odes in that text. When editing text, it is uflen important to know where the 
cursor is positioned in relation to the existing codes in your text. If you press 
Left Arrow ( ,- ) and Righ t Arrow ( -4 ) and the cursor does not appear to move. 
it is probably moving through codes. You can use Reveal Codes (Alt-F3) to 
display the codes on the screen as you move the cursor through them (see Reveal 
Codes in Reference). 

Cursor Appearance 
Normally, the cursor is displayed on the screen in WordPerfect as a small 
blinking line . The CURSOR.COM program provided with WordPerfect lets you 
change the size and appearance of the cursor (see Cursor Program in Reference). 

Cursor Movement Keystrokes 
The following table lists the keystrokes used to move the cursor through text. 

Location 

Left One Character 

Right One Character 

Cursor Keys 

Left Arrow ( f-) 

Right Arrow (-,) 
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Location Cursor Keys

Left One Word Word Left (Ctrl-*-)

R ght One Word Word Right (Ctrl—>)

Left Side of Screen Home,Left Arrow

R ght Side of Screen Home.Right Arrow

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

Home,Home,Left Arrow

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

Home,Home,Right Arrow or End

U i One Line Up Arrow (T)

Down One Line Down Arrow (i)

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

Home,Up Arrow or Minus (-) on the number 
keypad

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

Home,Down Arrow or Plus (+) on the number 
keypad

First Line on the Previous 
Page

Page Up (PgUp)

Uo One Paragraph Ctrl-Up Arrow (on keyboards with enhanced 
BIOS)*

Down One Paragraph Ctrl-Down Arrow (on keyboards with 
enhanced BIOS)*

First Line on the Next Page Page Down (PgDn)

Beginning of a Document 
{after any formatting codes)

Home,Home,Up Arrow

Beginning of a Document 
{before any formatting 
codes)

Home,Home,Home,Up Arrow

End of a Document {after 
any formatting codes)

Home,Home,Down Arrow

*If you do not have a Keyboard with an enhanced BIOS you can map these 
functions with the Keyboard Layout feature (see Keyboard Layout, Edit in 
Reference).
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Llcation 

Left One Word 

R ght One Word 

Ldt Side of Screen 

R ght Side of Screen 

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

F,1r Right of Line (even 
w r1en the line extends 
beyond the right edge of 
tht screen) 

U J One Line 

0,)wn One Line 

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

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

First Line on the Previous 
P,tge 

Uo One Paragraph 

D,)wn One Paragraph 

First Line on the Next Page 

Beginning of a Document 
(after any formatting codes) 

B,:ginning of a Document 
(before any formatting 
codes) 

E11d of a Document (after 
any formatting codes) 

Cursor Keys 

Word Left (Ctrl-, - ) 

Word Right (Ctrl--4) 

Home.Left Arrow 

Home.Right Arrow 

Home,Home,Left Arrow 

Home.Home.Right Arrow or End 

Up Arrow (i) 

Down Arrow ( -1- ) 

Home.Up Arrow or Minus (-) on the number 
keypad 

Home.Down Arrow or Plus(+) on the number 
keypad 

Page Up (PgUp) 

Ctrl -Up Arrow (on keyboards with enhanced 
BIOS)* 

Ctrl-Down Arrow (on keyboards with 
enhanced BIOS)* 

Page Down (PgDn) 

Home,Home,Up Arrow 

Home,Home.Home,Up Arrow 

Home.Home.Down Arrow 

*If you do not have a Keyboard with an enhanced BIOS you can map these 
functi,ms with the Keyboard Layout feature (see Keyboard Layout, Edit in 
Referrnce). 



Cursor Movement Pattern
The cursor can only move through text or codes which already exist in your 
document. When you reach a point where there is no more text or codes, the 
cursor stops moving.

As you move the cursor up or down through a document, the cursor retains its 
current horizontal position, if possible. For example, if the cursor is at Position 
4.5" on one line, it stays at Position 4.5" in all the lines it moves through, unless 
they are shorter than 4.5" long, in which case the cursor moves to the right edge 
of the line.

Escape
You can use Escape (Esc) to move the cursor a specified number of characters, 
lines, or pages. Press Escape, type a number, then select the cursor control key 
you want repeated (see Repeal Value in Reference).

Go To
You can use Go To (Ctrl-Home) to move the cursor to a specific character or 
page, the top or bottom of the current page, a different column, or back to its 
original position (see Go To in Reference).

See Also: Go To; Mouse Support; Repeat Value; Reveal Codes

Cursor Program

You can use the Cursor Program to change the appearance of the cursor. 
Depending on the type of text you are working with, modifying the cursor shape 
can make it more or less visible on the screen.

The Cursor Program cannot stop the cursor from blinking.

Important: The Cursor Program file (CURSOR.COM) needs to be installed properly 
before using the program. If you chose not to install the WordPerfect utility programs 
when you installed WordPerfect (or have not subsequently installed them), you must do so 
now to use the Cursor Program. See the Installation Instructions card.

1 Exit WordPerfect and go to DOS.

2 Change to the directory where CURSOR.COM is located.

The Installation Program copies this file to the directory where WordPerfect (WP.EXE) is 
located (usually C:\WP5I) if you are using a hard disk, or to the diskette you labeled 
'‘Utilities" if you are using a two disk drive system.

CURSOR PROGRAM 1 0 5

Cursor Program 

Cursor Movement Pattern 
The cursor can only move through text or codes which already exist in your 
document. When you reach a point where there is no more text or codes, the 
cursor stops moving. 

As you move the cursor up or down through a document, the cursor retains its 
current horizontal position, if possible. For example, if the cursor is at Position 
4.5" on one line, it stays at Position 4.5" in all the lines it moves through, unless 
they are shorter than 4.5" long, in which case the cursor moves to the right edge 
of the line. 

Escape 
You can use Escape (Esc) to move the cursor a specified number of characters, 
lines, or pages. Press Escape, type a number, then select the cursor control key 
you want repeated (see Repeat Value in Reference). 

Go To 
You can use Go To (Ctrl-Home) to move the cursor to a specific character or 
page, the top or bottom of the current page, a different column, or back to its 
original position (see Go To in Reference). 

See Also: Go To; Mouse Support; Repeat Value; Reveal Codes 

You can use the Cursor Program to change the appearance of the cursor. 
Depending on the type ot" text you are working with, modifying the cursor shape 
can make it more or less visible on the screen. 

The Cursor Program cannot stop the cursor from blinking. 

Important: The Cursor Program file (CURSOR.COM) needs to be installed properly 
before using the program. If you chose not to install the WordPerfect utility programs 
when you installed WordPerfect (or have not subsequently installed them), you must do so 
now to use the Cursor Program. See the Installation Instructions card. 

1 Exit WordPerfect and go to DOS. 

2 Change to the directory where CURSOR.COM is located. 

The Installation Program copies this file to the directory where WordPerfect (WP.EXE) is 
located (usually C:\WP5 I) if you are using a hard disk, or to the diskette you labeled 
"Utilities" if you are using a two disk drive system. 
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3 Type cursor and press Enter.

Use arrow keys to select cursor, then press return 
(Press SPACEBAR to see cursor on a line of text)
You may select this cursor from DOS by entering:
A> CURSOR/LM

4 Use the arrow keys to move the cursor on the grid until it is the desired size 
and shape.

Some grid combinations will cause the cursor to disappear. In addition, with some
graphics cards, the entire grid cannot be used.

5 I ' you want to see how the cursor looks in text, press the Space Bar. Press 
the Space Bar again to return to the grid.

You may want to make a note of the two-letter combination identifying your
c u r s o r  ( d i s p l a y e d  a t  t h e  b o t t o m  o f  t h e  screen). The first letter is the grid TO W ,

the second is the grid column.
6 When you are finished, press Enter to select the cursor and return to DOS.

Once you know the cursor combination you want, you can select it directly from
DOS. To select it,

7 Enter cursor/nn at the DOS prompt (where nn is the two-letter combination 
tor your cursor).

For example, to use cursor KL, you would enter cursor/kl at the DOS prompt.

Notes Extent of Use
Because the cursor is changed at the DOS level, the new cursor is used both at 
DOS and in any application run under DOS, including WordPerfect. If you exit 
D051, however (for example, if you turn off your machine or run BASIC), the 
cursor will return to its regular size and shape. To use the new cursor every 
time you start your computer, enter the cursor/nn command in your 
AUTOEXEC.BAT file (see DOS and WordPerfect in Reference).
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Cursor Speed

Notes

Some applications may themselves change the shape of the cursor while you are in that 
program. Upon exiting many of these applications, the cursor is returned to the default 
size and shape, rather than what it was when you started the application. You may need 
to run the Cursor Program again to return it to the size and shape you want.

See Also: Cursor Movement; Cursor Speed

You may have noticed that when you hold down certain keys, the character on 
that key begins to repeat itself. The Cursor Speed feature lets you increase or 
decrease the repeat rate of the keys on your keyboard.

Cursor Speed can be changed from the Setup menu, and its setting remains in 
effect each time you start WordPerfect.

1 Press Setup (Shift-F 1).

CB Select Setup from the File menu.

2 Select Environment (3).

3 Select Cursor Speed (3) to display a menu of possible options.

4 Select a repeat speed (see Repeat Speed below).

5 Press Exit (F7) to return to your document.

Repeat Speed
While the repeat speeds are displayed at the status line you can type a number 
from 1 through 5 to select intervals ranging from 15 through 50 characters per 
second, or you can select Normal (6) to have WordPerfect use your computer’s 
normal setting.

Normal for most computers is 11 characters per second. In other words, for 
every second you hold a key down, 11 characters appear on-screen. This is the 
recommended setting if you are using WordPerfect under a memory-resident 
program such as Repeat Performance (see Troubleshooting below).

The default setting is for the fastest repeat speed, 50 characters per second. 

Scrolling Speed
Increasing the cursor speed also increases the scrolling speed of the arrow keys.

CURSOR SPEED 1 0 7

Cursor Speed 

Notes 

Some appficarions may rhemselves change rhe shape of the cursor while you are in that 
program. Upo11 exiri11g many of These npplicaTions, The cursor is returned to the defau/1 
size and shape, rather Than what it was w/11m you started the application. fou ma_\' need 
to ru11 the Cursor Program again ro return ,r ro the size and shape you wanr. 

See Also: Cursor Movement; Cursor Speed 

You may have noticed that when you hold down certain keys, the character on 
that key begins to repeat itself. The Cursor Speed feature lets you increase or 
decrease the repeat rate of the keys on your keyboard. 

Cursor Speed can be changed from the Setup menu, and its setting remains in 
effect each time you start WordPerfect. 

1 Press Setup (Shift-FI). 

[8] Select Setup from the File menu. 

2 Select Environment (3 ). 

3 Select Cursor Speed (3) to display a menu of possible options. 

4 Select a repeat speed (see Repeat Speed below). 

5 Press Exit (F7) to return to your document. 

Repeat Speed 
While the repeat speeds are displayed at the status line you can type a number 
from I through 5 to select intervals ranging from I 5 through 50 characters per 
second, or you can select Normal (6) to have WordPerfect use your computer's 
normal setting. 

Normal for most computers is 11 characters per second. In other words, for 
every second you hold a key down, 11 characters appear on-screen. This is the 
recommended setting if you are using WordPerfect under a memory-resident 
program such as Repeat Performance (see Troubleshooting below). 

The default setting is for the fastest repeat speed, 50 characters per second. 

Scrolling Speed 
Increasing the cursor speed also increases the scrolling speed of the arrow keys. 
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Troubleshooting
It is possible that the Cursor Speed feature conflicts with a memory-resident 
program on your computer or that it does not work properly with your computer. 
If this is the case, select the Normal option to avoid incompatibilities or use the 
/NC startup option to disable the Cursor Speed feature altogether (see Appendix 
N: Startup Options in Reference).

See Also: Cursor Movement; Appendix N
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Troubl,!shooting 
It is possible that the Cursor Speed feature conflicts with a memory-resident 
program on your computer or that it does not work properly with your computer. 
If this is the case, select the Normal option to av01d incompatibilities or use the 
/NC startup option to disable the Cursor Speed feature altogether (see Appendix 
N: Startup Options in Reference). 

See Also: Cursor Movement; Appendix N 



D Date

If you keep the date and time current on your computer, you can use Date to 
make sure that the documents you create always have the latest date and time in 
them.

Date inserts the current date as text or as a code which is replaced by the current 
date each time you retrieve or print that document.

Samson Air Freighters

Mr. Cecil 
The Gr-r a.f- 
14 Kel 
Housto

Armstrong 
Gam Pomnar

Dear M

packag
regula

Samson Air Freighters

transp Mr. Cecil Armstrong

Samson Air Freighters

Mr. Cecil Armstrong 
The Great Gem Company 
14 Keller Rd
Houston, TX 77004

Dear Mr. Cecil Armstrong,

Our only reservation in transporting the jade Statuary is the 
regulations which determine what we con ship.

Our primary concern is the size of the cargo. To maximize safe 
transport of the statuary, we suggest that each statue be contained 
in palletized crates. This could create a problem since our largest 
carrier, the B747F, is limited to crates that are 3S0 x 260 x 260 
cm. in size with a maximum payload of 750 kilograms. The only 
alternative is to ship the statues as indivisible items which 
requires no packaging. However, we strongly discourage this because 
of the statuary's fragile nature.

You should be aware that Samson Air Freighters can only insure 
each piece for 51,000,000, which is included in the $9.60 (per 100 
miles X SO kilograms) price we quoted. Any increase in the 
insurance will affect the shipping cost. To make it cost effective 
for you, you may want to seek an independent insurer to supplement 
our schedule.

To use the Date feature,

1 Move the cursor to the place where you want the date inserted.

2 Press Date/Outline (Shift-F5) to display the Date/Outline menu on the status 
line.

3 Select an option to insert either the current date or a Date code into your text 
(see Date Text or Date Code below).

-3  Select a Date option from the Tools mem.
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D Date 

If you keep the date and time current on your computer, you can use Date to 
make sure that the documents you create always have the latest date and time m 
them. 

Date inserts the current date as text or as a code which is replaced by the current 
date each time you retrieve or print that document. 

Samson Air Freighters 
"' . ... ..... " " " ". ··-" ... ~ "-.!<" .,, ....... ,, - - ~-G day. OC tober 2~ 

Mr. Cecil Armstrnng 

i~e 1(~1'r" Lt....ea."'-"'"""~--------------------L------, 
1-!custc 

□ear M 

packag 
regula 

Mr Cecil Armstrong 

Mr. Cecil Armstrong 
The Great Gem company 
14 Meller Rd 
Mau~tnn, TX 77004 

Sa1r1san A1 r Freighters 

Dear Mr. Cecil Armstrong, 

Our only r<".<:ervat 1on tn trBnsporting the jade statuary 1.<: ttle 

r@gul.!lticns which determine what we cl!n stdp 
....... 

Our primary concern is the size of the cargo. To ma11imize safe 
trllnspnrt of the statuary, we suggest that eech statue be contained 
in palletized crates. This could creete l"I problem since our largest 
carrier, the B747f', is limited to cratll!s that are 350 x 260 ,. 260 
cm. in size with a ma11i111um payloed of 750 kilograms. The only 
alternat11,1e is to ship the statues a!l indivisible items which 
requires no packaging. However, we strongly cHscourage this because 
cf the statuary's fragil e nature. 

You should be aware that Samson Air Freighters can only insure 
each piece for !:l,000,000, which is included in the S9.60 (per 100 
111iles X 50 kilograms) price we quoted. Any increase in the 
insurance will affect the shipping cost. To make it cost effective 
fer you, ycu may want to seek an independent insurer to i:upplernent 
cur schedule. 

To use the Date feature, 

1 Move the cursor to the place where you want the date inserted. 

2 Press Date/Outline (Shift-F5) to display the Date/Outline menu on the status 
line. 

3 Select an option to insert either the current date or a Date code into your text 
(see Date Text or Date Code below). 

_a Select a Date option from the Tools menu. 
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Notes Date Code
Selecting Date Code (2) from the Date/Outline menu inserts a Date code at the 
cursor position. In the normal editing screen and when the document is printed, 
the Date code is replaced by the current date. Each time you retrieve the 
document at a later date, the Date code is updated to reflect the current date.

You can see the actual code in Reveal Codes (Alt-F3). It is displayed as 
[Dateformat] where format represents the format in which the date will be 
printed (see Date Format below).

Date Format
Normally, WordPerfect inserts the date as month day, year (e.g., November 19, 
1991) but you can change the appearance of the date that is inserted. 
WordPerfect offers a wide variety of formats. For example, November 19, 1991 
can also be printed as: 19 November, 1991; Sun Nov 19, 1991; 11/19/91 
(Sunday), etc. A date can also include the time, single words, or phrases.

To change the way the date is displayed, select Date Format (3) from the 
Date/Outline menu to display the date format screen.

A NUMBERS 
A  PARTS OF THE DATE

Character Meaninq
1 Day of the Month
2 Month (number)
3 Month (word)
4 w Year (all four digits)
5 » Y e a r  (last two digits)* 6 Day of the Week (word)
7 Hour (24-hour clock)
8 Hour (12-hour clock)
9 Minute 
0 am / pm

Pad numbers less than 10 with a leading zero or 
Abbreviate the month or day of the week

lExamples; 3 1, 4 • December 25, 1984 
%6 %3 1. 4 • Tue Dec 25, 1984 
%2/%l/5 (6) • 01/01/85 (Tuesday)
S2/S1/5 (S6) • 1/ 1/85 (Tue)
6:90 • 10:55am

Date format: 3 1 ,  4

Enter a new date format, then press Exit (F7) to return to your document.

The numbers 0 through 9 on the date format screen represent different ways the 
parts of the date and time can be written. You can include words, spaces, and 
other punctuation with these numbers to create a date format. A format can be 
up to 29 characters in total length.

Format Display

3 1, 4 March 15, 1990 
3 1, 4 — 8:90 March 15, 1990 — 10:55am 
DATE: 2/1/5 (6) DATE: 3/15/90 (Tuesday)
TIME: 8:90 TIME: 10:55am
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Date Code 
Selecting Date Code (2) from the Date/Outline menu inserts a Date code at the 
cursor position. In the normal editing screen and when the document is printed, 
the Date code is replaced by the current date. Each time you retrieve the 
document at a later date. the Date code is updated to reflect the current date. 

You can see the actual code in Reveal Codes (Alt-F3). It is displayed as 
[Date:(onnat] where fo rmat represents the format in which the date will be 
printe,j (see Date Format below). 

Date Format 
Norm1lly, WordPerfect inserts the date as month day, year (e.g., November 19, 
1991 ) but you can change the appearance of the date that is inserted. 
WordPerfect offers a wide variety of formats. For example, November 19, I 991 
can also be printed as : 19 November. 1991; Sun Nov 19. 1991; 11/19/91 
(Sunday). etc. A date can also include the time, single words, or phrases. 

To ch:rnge the way the date is displayed , select Date Format (3) from the 
Date/Outline menu to display the date format screen. 

t'har.acter­
l 
2 
J 

Mean1no 
~the Month 
Month I number l 
Month (word) 

' t> ~ 
. Vear [all four d191t!':) 

.,.• ~:;ro~l:~: !;~kd~e~::; 
? 
8 

' 0 

Hour ( 24-hour clocw J 
Hour 11-hour clock J 
Minu te 
am / pm 

Pad nu mbers less n,an 10 with a leading ze r o 
Abbreviate the month or day of the .,.@@)( 

,.ampJes: J I. 4 December 25 1984 
%6 \J I. 4 Tue Dec 25. 1984 
12/U/5 <6) • 01/01/85 !Tuesday) 
S2/Sl/5 1S61 I/ 1/85 !Tuel 
8:90 10: ~Sam 

Oa t e o r mat: 3 1. 4 

Enter a new date format, then press Exit (F7) to return to your document. 

The numbers O through 9 on the date format screen represent different ways the 
parts ,Jf the date and time can be written. You can include words, spaces, and 
other punctuation with these numbers to create a date format. A format can be 
up to 29 characters in total length . 

Format 

3 1, 4 
3 L 4 - 8:90 
DA.TE: 2/1/5 (6J 
TIME: 8:90 

Display 

March 15 , 1990 
March 15 . 1990 - 10:55am 
DATE: 3/15/90 (Tuesday ) 
TIME: I 0:55am 



Inserting the percent sign (%) before a format number adds a zero to any number 
that is less than ten or abbreviates the names of the months and days.

Format Display

2/1/5 3/6/90
%2/%l/5 03/06/90
3 1, 4 (6) November 21, 1990 (Monday)
%3. 1, 4 (%6) Nov. 21, 1990 (Mon)

Inserting the dollar sign ($) before a format number adds a space to any number 
that is less than ten.

Format Display

2/1/5 3/6/90
$2/$ 1/5 3/ 6/90

The month and day names and their abbreviations are determined by a language 
resource file (WP.LRS) provided with WordPerfect. If you want to change the 
month and day names or their abbreviations, you can edit the WP.LRS file (see 
Language Resource File in Reference).

Changing the date format affects only those date codes which are inserted after 
the format has been changed. This lets you have several different date formats 
within one document.

Any changes you make to the date format are erased when you exit WordPerfect. 
To change your date format permanently, press Setup (Shift-Fl), select Initial 
Settings (4), select Date Format (2), enter a new format, then press Exit (F7) to 
save your changes and return to the normal editing screen (see Initial Settings in 
Reference).

Date Text
Selecting Date Text (1) from the Date/Outline menu inserts the current date at 
the cursor as text (e.g., March 18, 1991). The way the date is written is 
determined by your current date format (see Date Format above).

Language
If a language code is in effect at the Date code, the text of the date and the date 
format correspond with that language code. To change the language being used, 
change the language code (see Language in Reference).

You can also change the way the month and day names and their abbreviations 
are being written in a particular language by editing the language resource file 
(see Language Resource File in Reference).

Merge Files
You can include a {DATE} command or a AD character in a primary or 
secondary merge file. WordPerfect then inserts the current date when you 
perform the merge. Move the cursor to the place in the file where you want the
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Inserting the percent sign (%) before a format number adds a zero to any number 
that is less than ten or abbreviates the names of the months and days. 

Format 

2/1 /5 
% 2/% 1/5 
31,4(6) 
%3. I, 4 (%6) 

Display 

3/6/90 
03/06/90 
November 21, 1990 (Monday) 
Nov. 21, 1990 (Mon) 

Inserting the dollar sign ($) before a format number adds a space to any number 
that is less than ten. 

Format 

2/1 /5 
$2/$1/5 

Display 

3/6/90 
3/ 6/90 

The month and day names and their abbreviations are determined by a language 
resource file (WP.LRS) provided with WordPerfect. If you want to change the 
month and day names or their abbreviations, you can edit the WP.LRS file (see 
Language Resource File in Reference) . 

Changing the date format affects only those date codes which are inserted after 
the format has been changed. This lets you have several different date formats 
within one document. 

Any changes you make to the date format are erased when you exit WordPerfect. 
To change your date format perm,mently. press Setup (Shift-FI), select Initial 
Settings (4), select Date Format (2), enter a new format, then press Exit (F7) to 
save your changes and return to the normal editing screen (see Initial Settings in 
Reference). 

Date Text 
Selecting Date Text (I) from the Date/Outline menu inserts the current date at 
the cursor as text ( e .g., March 18, 199 I) . The way the date is written is 
determined by your current date format (see Dare Format above) . 

Language 
If a language code is in effect at the Date code, the text of the date and the date 
format correspond with that language code. To change the language being used, 
change the language code (see Language in Reference). 

You can also change the way the month and day names and their abbreviations 
are being written in a particular language by editing the language resource file 
(see language Resource File in Reference). 

Merge Files 
You can include a {DATE} command or a "D character in a primary or 
secondary merge file. WordPerfect then inserts the current date when you 
perform the merge. Move the cursor to the place in the file where you want the 
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code inserted, press Merge Codes (Shift-F9), select More (6), type d to move to 
the {DATE} code, then press Enter (see Merge in Reference).

Delete Codes

Notes

Vifrong Date and Time
WordPerfect does not set the date and time. If your computer clock is working 
correctly, but the wrong date and time are being displayed, you can usually reset 
the correct time using the date and time commands at the DOS prompt. Refer 
to your DOS manual for more information on these commands.

See Also: Initial Settings; Language; Language Resource File; Merge Codes

In WordPerfect, codes determine how your text looks both on the screen and at 
the p'inter. However, these codes are not shown in the normal editing screen. 
Sometimes unwanted codes or codes in the wrong place can cause problems.
For example, a misplaced Center code [Center] or Indent code [-^Indent] can 
cause text to overlap.
When you run into problems with on-screen text, you can move through your 
text in the Reveal Codes screen and delete any unwanted codes.

1 Press Reveal Codes (Alt-F3) to display the Reveal Codes screen.

13 Select Reveal Codes from the Edit menu.

The cursor is displayed as usual in the normal editing screen. It is highlighted in 
the screen which displays text accompanied by codes (see Reveal Codes in 
Reference).

2 Move the cursor to a code using any of the cursor keys or Search (see 
Searching for Codes below).

3 Press Delete (Del) to delete the code at the cursor. 

or

Press Backspace to delete the code to the immediate left of the cursor.

4 Press Reveal Codes again to return to the normal editing screen.

CZH Select Reveal Codes from the Edit menu.

Normal Editing Screen
You can delete codes while in the normal editing screen. However, since unseen 
codes are often very important to your text, when you use Delete (Del) or 
Backspace to delete text in the normal editing screen you are usually asked to 
confirm the deletion of any codes. Type y to confirm the deletion or type any 
other key to skip over the code without deleting it.

1 1 2  DELETE CODES

code inserted. press Merge Codes (Shift-F9), select More (6), type d to move to 
the {DATE} code, then press Enter (see Merge in Reference). 

Wrong Date and Time 
Word Perfect does not set the date and time. If your computer clock is working 
correctly, but the wrong date and time are being displayed. you can usually reset 
the correct time using the date and time commands at the DOS prompt. Refer 
to yam DOS manual for more information on these commands. 

See Also: Initial Settings; Language; Language Resource File; Merge Codes 

-----------------------------------------Delete Codes 
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ln W,JrdPerfect. codes determine how your text looks both on the screen and at 
the p·inter. However, these codes are not shown in the normal editing screen. 
Somf:times unwanted codes or codes in the wrong place can cause problems. 
For example, a misplaced Center code [Center] or Indent code [-,Indent] can 
causE text to overlap. 

When you run into problems with on-screen text, you can move through your 
text in the Reveal Codes screen and delete any unwanted codes. 

·1 F'ress Reveal Codes (Alt-F3) to display the Reveal Codes screen. 

7 Select Reveal Codes from the Edit menu. 

The ,;ursor is displayed as usual in the normal editing screen. It is highlighted in 
the s;::reen which displays text accompanied by codes (see Reveal Codes in 
Reference). 

2 Move the cursor to a code using any of the cursor keys or Search (see 
Searching for Codes below). 

3 Press Delete (Del) to delete the code at the cursor. 

or 

Press Backspace to delete the code to the immediate left of the cursor. 

4 Press Reveal Codes again to return to the normal editing screen. 

CJ3 Select Reveal Codes from the Edit menu. 

Normal Editing Screen 
You can delete codes while in the normal editing screen. However, since unseen 
codes are often very important to your text, when you use Delete (Del) or 
Backspace to delete text in the normal editing screen you are usually asked to 
confirm the deletion of any codes. Type y to confirm the deletion or type any 
other key to skip over the code without deleting it. 



Since deleting some codes immediately changes the on-screen appearance of 
your text, you are not asked to confirm the deletion of these codes when you use 
Delete (Del) or Backspace. For example, you can delete a Center code fCenter], 
a Date code [Dateformat], a Tab code [Tab], an Indent code [-^Indent], or a 
Double Indent code [->Indent<-] without having to confirm the deletion.

Using any deletion method other than Delete (Del) and Backspace usually deletes 
any codes within the deleted text. For example, most codes are deleted when 
you use Delete Word (Ctrl-Backspace), Delete to End of Line (Ctrl-End), Delete 
to End of Page (Ctrl-PgDn), etc. Most codes are also deleted when you use 
Block (Alt-F4) to block text and then delete it.

However. WordPerfect is designed to keep the attributes of text the same unless 
you change them. Consequently, if you block only one of the two codes in a 
paired code (e.g., bold, underline, etc.) and delete the block, WordPerfect inserts 
the necessary code to keep the bolded text bolded, the underlined text underlined, 
etc. (see Attributes in Reference).

Should you accidentally delete codes, you can restore them using Undelete (see 
Undelete in Reference).

Searching for Codes
Often you may want to delete several occurrences of troublesome codes from 
your text. For instance, it's a good idea to delete any unnecessary paired bold 
codes (e.g., [BOLD][bold]). You may also want to delete a series of different 
margin settings in a document.

An easy way to locate and delete codes is to use ♦Search (F2) or ^Search 
(Shift-F2). Press ♦Search or ♦Search, press the key(s) used for a particular 
feature, then press ♦Search again to begin the search. The cursor moves to the 
right of the first occurrence of the cod e. You can then use B acksp ace to delete it.

For example, to search for a left or right margin setting you would press ♦Search 
(F2), press Format (Shift-F8), select Line (1), then select Margins (6) to insert a 
Left/Right Margin code [L/R Mar] in the Search string. Keep in mind that you 
cannot press ♦Search, then type [L/R Mar] to search for the Left/Right Margin 
code. You must use the necessary keystrokes to insert the actual code into the 
search string (see Search in Reference).

To search for the second code in a set of paired codes, you need to first insert 
both codes in the pair into the search string and then delete the first code. For 
example, to search for the Bold Off code [bold], press ♦Search (F2), press Bold 
(F6) twice to insert a pair of bold codes (i.e., [BOLD][bold]) into the search 
string, press Left Arrow (<-) to move to the immediate right of the Bold On code 
[BOLD], press Backspace to delete it, then press ♦Search to begin the search.

Replace (Alt-F2) can also be used to search for troublesome codes and delete 
them. If you do not enter a replacement string, the code you search for is 
deleted when you do the Replace (see Replace in Reference).

See Also: Replace; Reveal Codes; Search
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Since deleting some codes immediately changes the on-screen appearance of 
your text, you are not asked to confirm the deletion of these codes when you use 
Delete (Del) or Backspace. For example, you can delete a Center code [Center), 
a Date code [Datejomwr], a Tab code !Tab], an Indent code [-1Indent], or a 
Double Indent code [-1 lndent<-J without having to confirm the deletion. 

Using any deletion method other than Delete (Del) and Backspace usually deletes 
any codes within the deleted text. For example, most codes are deleted when 
you use Delete Word (Ori-Backspace), Delete to End of Line (Ctrl-End), Delete 
to End of Page (Ctrl-PgDn). etc. Most codes are also deleted when you use 
Block (Alt-F4) to block text and then delete it. 

However. WordPerfect is designed to keep the attributes of text the same unless 
you change them. Consequently, if you block only one of the two codes in a 
paired code (e.g., bold, underline, etc .) and delete the block. WordPerfect inserts 
the necessary code to keep the bolded text bolded, the underlined text underlined, 
etc. (see Arrribures in Reference). 

Should you accidentally delete codes, you can restore them using Undelete (see 
Undelete in Reference ). 

Searching for Codes 
Often you may want to delete several occurrences of troublesome codes from 
your text. For instance. it's a good idea to delete any unnecessary paired bold 
codes (e.g., [BOLD][bold]). You may also want to delete a series of different 
margin settings in a document. 

An easy way to locate and delete codes is to use •Search (F2) or ♦Search 
(Shift-F2) . Press •Search or •Search . press the key (s) used for a particular 
feature. then press •Search again to begin the search. The cursor moves to the 
right of the first occurrence of the code . You can then use Backspace to delete it. 

For example, to search for a left or right margin setting you would press •Search 
(F2), press Format (Shift-F8), select Line ( 1 ), then select Margins (6) to insert a 
Left/Right Margin code [L/R Mar] in the Search string. Keep in mind that you 
cannot press • Search, then type [L/R Mar] to search for the Left/Right Margin 
code. You must use the necessary keystrokes to insert the actual code into the 
search string (see Search in Reference ). 

To search for the second code in a set of paired codes, you need to first insert 
both codes in the pair into the search string and then delete the first code. For 
example, to search for the Bold Off code [bold]. press •Search (F2), press Bold 
(F6) twice to insert a pair of bold codes (i.e., [BOLD][bold]) into the search 
string, press Left Arrow ( <- ) to move to the immediate right of the Bold On code 
[BOLD], press Backspace to delete it. then press •Search to begin the search. 

Replace (Alt-F2) can also be used to search for troublesome codes and delete 
them. If you do not enter a replacement string, the code you search for is 
deleted when you do the Replace (see Replace in Reference ). 

See Also: Replace; Reveal Codes; Search 
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Delete Files

When you delete files, keep in mind that once you delete a file it is gone. You 
cannot use WordPerfect to get it back.

To help keep close track of the files you are deleting, WordPerfect lets you 
display an alphabetical list of all the files (or documents) in a directory. You 
can then move the cursor through the filenames on the list and delete one file at 
a time, mark certain files and delete them, or mark all the files in a directory and 
delete them all at once.

Once a file has been deleted, its name disappears from the file list, and the 
remaining files are displayed in alphabetical order.

To delete files,

1 Use List (F5) to display an on-screen listing of the files in a directory (see 
L is t  F ile s  in R e fe r e n c e ) .

1 HI S elec t L ist F ile s  fro m  the F ile  menu.

2 Use one of the Delete features as described in N o te s  below.

Notes Deleting a Single File
To delete any file on a displayed file list, use the cursor keys or Name Search to 
move to the file, select Delete (2), then type y.

Deleting All the Files in a Directory
Files are divided into groups called d ir e c to r ie s .  W hen a list o f  files is d isp layed  
on-screen, the name of the directory being listed is displayed at the top center of 
the screen. The names of any subdirectories within that directory appear 
alphabetically at the first of the list, with a <Dir> to the right of each directory 
name.

When a list of the files in a directory is displayed, you can delete all the files in 
that directory by pressing Mark Text (Alt-F5) or Home,* to mark all the files 
with an asterisk (*), selecting Delete (2), then typing y twice. Because the 
deleted files will be lost, you are asked twice to confirm that you want to delete 
all the marked files.

You cannot delete a directory until all the files in it have been deleted. Once a 
directory is empty, you can highlight the empty directory, select Delete (2), and 
type y to delete it (see D ir e c to r ie s  in R e fe r e n c e ) .

Deleting Several Files in a Directory
To delete several files at once, move the cursor to each file you want to delete, 
type an asterisk (*) to mark each file, then select Delete (2). Type y twice, and 
the marked files are deleted.

After pressing Delete (Del) or selecting Delete (2) to delete the marked files, if 
you answer No by typing n, you are asked if you want to delete the file on
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Whe11 you delete files, keep in mind that once you delete a file it is gone. You 
cannot use WordPerfect to get it back. 

To help keep close track of the files you are deleting, WordPerfect lets you 
display an alphabetical list of all the files (or documents) in a directory. You 
can then move the cursor through the filenames on the list and delete one file at 
a time, mark certain files and delete them, or mark all the files in a directory and 
delet~ them all at once. 

Once a file has been deleted, its name disappears from the file list, and the 
remaining files are displayed in alphabetical order. 

To delete files, 

1 Use List (F5) to display an on-screen listing of the files in a directory (see 
List Files in Reference). 

81 Select Li.H FileI from the File menu. 

2 Use one of the Delete features as described in Notes below. 

Deleting a Single File 
To delete any file on a displayed file list, use the cursor keys or Name Search to 
mme to the file, select Delete (2), then type y. 

Deleting All the Files in a Directory 
Files are divided into groups called directories. When a list of files is displayed 

on-i.creen, the name of the directory being listed is displayed at the top center of 
the screen. The names of any subdirectories within that directory appear 
alphabetically at the first of the list, with a <Dir> to the right of each directory 
name. 

When a list of the files in a directory is displayed, you can delete all the files in 
thal directory by pressing Mark Text (Alt-F5) or Home,* to mark all the files 
with an asterisk (*), selecting Delete (2), then typing y twice. Because the 
deleted files will be lost, you are asked twice to confirm that you want to delete 
all the marked files. 

You cannot delete a directory until all the files in it have been deleted. Once a 
directory is empty, you can highlight the empty directory. select Delete (2), and 
type y to delete it (see Directories in Reference). 

Deleting Several Files in a Directory 
To delete several files at once. move the cursor to each file you want to delete, 
tYre an asterisk (*) to mark each file, then select Delete (2). Type y twice, and 
the marked files are deleted. 

After pressing Delete (Del) or selecting Delete (2) to delete the marked tiles, if 
you answer No by typing n, you are asked if you want to delete the file on 



which the cursor is resting even if it is not marked. You can then delete that file 
by typing y or skip over it by pressing any other key.

You can unmark a marked file by moving the cursor to the filename and typing 
an asterisk (*) again. Before selecting Delete (2), you can mark or unmark any 
file on the list. Even after selecting Delete, you can press Cancel (FI) at any 
time before completing the deletion process.

Restoring Lost Files
If you delete an important file, you may want to attempt to restore it using a file 
recovery program. These recovery programs are not available from WordPerfect 
Corporation. See your computer dealer for more information.

Short Cuts
You can display only a certain group of the files in a directory and then use 
Mark Text (Alt-F5) to mark and delete those files as described in D e le t in g  A l l  
th e  F i le s  in a  D ir e c to r y  above.

After you press List (F5), the name of the current directory is displayed followed 
by *.*. These three characters cause all the files in that directory to be displayed 
(e.g., C:\PAPERS\*.*).

For example, if a directory contains several files with the .LTR extension, 
changing the *.* to *.LTR (e.g., C:\PAPERS\*.LTR), then pressing Enter will 
display only the .LTR files. You can then press Mark Text (Alt-F5) to mark all 
the .LTR files, select Delete (2), then type y twice to delete them.

See Also: Directories; List Files

Delete Text

There are many different ways that you can delete part of the document you are 
creating in WordPerfect. They are listed under D e le t io n  K e y s tr o k e s  below.

Notes Codes
As you use Delete (Del) and Backspace to delete text in the normal editing 
screen, you can delete both text and codes (see A p p e n d ix  C : C o d e s  for a list of 
codes). When you attempt to delete an unseen code, you are normally asked to 
confirm the deletion (see D e le te  C o d e s  in R e fe r e n c e ) .

When you use any other deletion keystroke, any unseen codes within the text are 
automatically deleted (see D e le t io n  K e y s tr o k e s  below).
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Delete Text 

Notes 

which the cursor is resting even if it is not marked. You can then delete that file 
by typing y or skip over it by pressing any other key. 

You can unmark a marked tile by moving the cursor to the filename and typing 
an asterisk (*) again . Before selecting Delete (2 ), you can mark or unmark any 
file on the list. Even after selecting Delete, you can press Cancel (Fl) at any 
time before completing the deletion process. 

Restoring Lost Files 
If you delete an important file, you may want to attempt to restore it using a file 
recovery program. These recovery programs are not available from WordPerfect 
Corporation. See your computer dealer for more information. 

Short Cuts 
You can display only a certain group of the files in a directory and then use 
Mark Text (Alt-F5) to mark and delete those files as described in Deleting All 
the Files in a Directory above. 

After you press List (F5 ), the name of the current directory is displayed followed 
by *. *. These three characters cause all the files in that directory to be displayed 
(e .g., C:\PAPERS\*. *). 

For example, if a directory contains several files with the .LTR extension, 
changing the*.* to *.LTR (e .g., C:\PAPERS\* .LTR), then pressing Enter will 
display only the .LTR files. You can then press Mark Text (Alt-F5) to mark all 
the .LTR files. select Delete (2), then type y twice to delete them. 

See Also: Directories; List Files 

There are many different ways that you can delete part of the document you are 
creating in WordPerfect. They are listed under Deletion Keystrokes below. 

Codes 
As you use Delete (Del) and Backspace to delete text in the normal editing 
screen, you can delete both text and codes (see Appendix C: Codes for a list of 
codes). When you attempt to delete an unseen code. you are normally asked to 
confirm the deletion (see Delete Codes in Reference) . 

When you use any other deletion keystroke. any unseen codes within the text are 
automatically deleted (see Deletion Keystrokes below ). 
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Deleting Using Block
Block makes it easy for you to delete large portions of text in a document. You 
can use Move (Ctrl-F4) or Block (Alt-F4) and the cursor keys to block several 
paragraphs or pages of text, and then delete the blocked text simply by pressing 
Backspace or Delete (Del) and typing y (see Block in Reference).

Keep in mind that when you delete a block of text any codes within that text 
will also be deleted. Consequently, you may want to press Reveal Codes 
(AU-F3) before you block the text you are going to delete to avoid deleting any 
impo tant codes (see Reveal Codes in Reference).

Deletion Keystrokes
The following table lists the keystroke(s) used to delete text. 

Deletion Keystrokes

Character to the left of the cursor Backspace

Character at the cursor Delete (Del)

Word at the cursor

Word at the cursor

from the cursor to the end of 
the line

From the cursor to the end of 
the page
D lo ck ed  text

Delete from cursor to beginning 
of word

Delete Word (Ctrl-Backspace)

Delete Word (Ctrl-Del)

Delete to End of Line 
(Ctrl-End)

Delete to End of Page 
(Ctrl-PgDn), y

B a ck sp ace , y  or Delete (Del), y 

Home,Backspace

Delete from cursor to beginning Home,Delete
of next word

Restoring Deletions
If you mistakenly delete text, it is not immediately lost. WordPerfect stores your 
last three deletions. Pressing Cancel (FI) displays your last deletion on the 
screen and highlights it. You can then select Restore (1) to insert the currently 
displayed deletion into your text at the cursor, or select Previous Deletion (2) or 
press Up Arrow (T) or Down Arrow (4) to continue displaying up to your last 
three deletions (see Undelete in Reference).

See Also: Block; Delete Codes; Reveal Codes; Undelete
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Deleti ~g Using Block 
Block makes it easy for you to delete large portions of text in a document. You 
can use Move (Ctrl-F4) or Block (Alt-F4) and the cursor keys to block several 
paragraphs or pages of text, and then delete the blocked text simply by pressing 
Backipace or Delete (Del) and typing y (see Block in Reference). 

Keep in mind that when you delete a block of text any codes within that text 
will blso be deleted. Consequently, you may want to press Reveal Codes 
( Alt-F3) before you block the text you are going to delete to avoid deleting any 
1mpo ·tant codes (see Reveul Codes in Reference). 

Deletion Keystrokes 
The following table lists the keystroke(s) used to delete text. 

Deletion Keystrokes 

Character to the left of the cursor 

Character at the cursor 

Word at the cursor 

Word at the cursor 

horn the cursor to the end of 
the line 

From the cursor to the end of 
the page 

Blocked tex t 

Delete from cursor to beginning 
of word 

Jelete from cursor to beginning 
•Jf next word 

Restoring Deletions 

Backspace 

Delete (Del) 

Delete Word (Ori-Backspace) 

Delete Word (Ctrl-Del) 

Delete to End of Line 
(Ctrl-End) 

Delete to End of Page 
(Ctrl-PgDn), y 

Backspac e . y or Delete (Del). y 

Home.Backspace 

Home.Delete 

If you mistakenly delete text, it is not immediately lost. WordPerfect stores your 
last three deletions. Pressing Cancel (F l) displays your last deletion on the 
screen and highlights it. You can then select Restore ( 1) to insert the currently 
disi::Iayed deletion into your text at the cursor, or select Previous Deletion (2) or 
press Up Arrow Cl) or Down Arrow (l ) to continue displaying up to your last 
three deletions (see Undelete in Reference ). 

See Also: Block; Delete Codes; Reveal Codes; Undelete 



Directories

Notes

A directory is a special file that holds the names of a group of files. It helps 
you group your files to keep them more organized. You can organize your 
directories with the List Files feature in WordPerfect (see List Files in 
Reference).

To create a new directory while in WordPerfect,

1 Press List (F5).

3  Select List Files from the File menu.

2 Type an equal sign (=). 

or

Press Enter, then select Other Directory (7) from the List Files menu.

3 Enter the name of a new directory (see Pathnames below).

4 Type y to create the directory.

Default Directory
Each time you start WordPerfect, a directory is selected for saving and retrieving 
document files. This directory is called the default directory. W hen you save or 
retrieve a document file, simply enter a filename to save the file to or retrieve 
the file from the default directory.

You can find out which directory is the default by pressing List (F5). The 
directory displayed at the bottom left of the screen is the default directory.

If you specify a docu m en ts directory usin g  the Location ot Files feature in Setup 
(Shift-Fl,6,7), that directory is used as the default directory in WordPerfect. If 
you do not specify a documents directory, the default directory is initially set to 
the directory from which you started WordPerfect (the DOS default directory).

Changing the Default
To change the default directory while in WordPerfect, follow the steps above 
for creating a directory, but enter the name of a directory that already exists 
rather than a new directory. This will change the default while you are in 
WordPerfect; however, if you exit and restart WordPerfect, the default 
returns to the documents (or DOS) directory.

Deleting a Directory
You can delete a directory from the List Files screen (F5,Enter). However, the 
directory must be empty before WordPerfect can delete it.

1 Move the cursor to an empty directory (“<Dir>” appears in the Size column 
for all directories) in the List Files screen.
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Directories 

Notes 

A directory is a special file that holds the names of a group of files. It helps 
you group your files to keep them more organized. You can organize your 
directories with the List Files feature in WordPerfect (see List Files in 
Reference ). 

To create a new directory while in WordPerfect, 

1 Press List (F5). 

Bl Select Lise Files from the File menu. 

2 Type an equal sign(=). 

or 

Press Enter, then select Other Directory (7) from the List Files menu. 

3 Enter the name of a new directory (see Pathnames below). 

4 Type y to create the directory. 

Default Directory 
Each time you start WordPerfect, a directory is selected for saving and retrieving 
document files. This directory is called the default directory. When you save or 
retrieve a document file, simply enter a filename to save the file to or retrieve 
the file from the default directory. 

You can find out which directory is the default by pressing List (F5). The 
directory displayed at the bottom left of the screen is the default directory. 

If you specify a document~ directory u:1ing the Location ot Files feature in Setup 
(Shift-Fl,6,7), that directory is used as the default directory in WordPerfect. If 
you do not specify a documents directory, the default directory is initially set to 
the directory from which you started WordPerfect (the DOS default directory) . 

Changing the Default 
To change the default directory while in WordPerfect, follow the steps above 
for creating a directory, but enter the name of a directory that already exists 
rather than a new directory. This will change the default while you are in 
WordPerfect; however, if you exit and restart WordPerfect, the default 
returns to the documents (or DOS) directory. 

Deleting a Directory 
You can delete a directory from the List Files screen (F5,Enter). However, the 
directory must be empty before WordPerfect can delete it. 

1 Move the cursor to an empty directory ("<Dir>" appears in the Size column 
for all directories) in the List Files screen. 
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2 Select Delete (2).

0,-

Press Delete (Del).

3 Type y to delete the directory.

If the directory contains any files, you will receive an error message indicating 
this. Look in that directory (see Look in Reference), delete or move all files 
found there, then repeat steps 1 through 3 above.

Directory Alias
You can create an alias name for any existing directory to give the directory a 
more descriptive name. This alias is displayed under the Descriptive Name 
heading when you have the long display on for List Files (see List Files in 
Reft rence).

To create a directory alias, first make sure you are in a blank normal editing 
screen, then follow these steps.

1 Type the full name of the directory to which you want to give an alias (e.g., 
c:\wp51\work), then press End Field (F9).

2 Type a descriptive directory alias name (e.g.. My WP 5.1 work directory), 
then press End Field.

3 Press Merge Codes (Shift-F9), then select End Record (2).

Yoi: can enter up to 68 characters or spaces for a long document name. The first 30 o f 
those characters crm he displayed on the List Files Long Display screen. Characters 
entered with Compose may take up more space than regular keyboard characters, so if 
you decide to enter characters with Compose, you may not be able to use all 68 
characters or spaces for the document name.

4 Repeat steps 1 through 3 for every directory to which you want to give an 
alias.

11 

2 Selecr Delete (2). 

O,' 

Press Delete (Del). 

3 l ype y to delete the directory. 

If the directory contains any files, you will receive an error message indicating 
this. Look in that directory (~ee Look in ReferPnce). delete or move all tiles 
foun,j there, then repeat steps 1 through 3 above . 

Directory Alias 
You can create an alias name for :my existing directory to give the directory a 
more descriptive name. This alias is displayed under the Descriptive Name 
heading when you have the long display on for List Files (see List Files in 
Refl rence). 

To create a directory alias, first make sure you are in a blank normal editing 
screen, then follow these steps. 

1 Type the full name of the directory to which you want to give an alias (e.g .. 
c:\wpS l\work ). then press End Field (F9 J. 

2 Type a descriptive directory alias name (e.g .. My WP 5.1 work directory), 
then press End Field. 

3 Press Merge Codes (Shift-F9), then select End Record (2). 

Yot can enter up to 68 characters or spaces for a long document name. The first 30 of 
rltrnr: druracters can 1,,, di.,JJlaYed on the List Files Long Display screen. Characters 
e/Jlered with Compose may take up more space than regular k.ey/Joru-cl d,umctcrs, so if 
you decide to enter characters with Compose, you may nor he able to use all 68 
characters or spaces for the document name. 

4 Repeat steps I through 3 for every directory to which you want to give an 
alias. 



When you finish, your screen should look similar to the following (your 
directories and aliases will differ).

C :\wpSl{END FIELD)
My WordPerfect S.l directory!end f i e l d) 
(END RECORD}

c:Swp51\icarn{END FIELD)
My wp 5.1 learn directory!END FIELD) 
(END RECORD)
c:\wp51\work(END FIELD)
My wp 5.1 work directory!end f i e l d) 
{END RECORD)
G :\work{END FIELD)
My work directory in wp 5.0{END FIELD) 
{END RECORD)
C :\wpSO{END FIELD)
My WP 5.0 directory{END FIELD) 
(END RECORD)

Field: 1 Doc 1 Pg 1 Ln 1" Pos 1"

5 Press Exit (F7), type y, then enter c:\wp{wp}.dln as the filename. If you are 
running WordPerfect from a two disk drive system, enter a: or b: (enter the 
letter of the disk drive you started DOS from) in place of “c:”.

The file must be named WPfWPj.DLN and must be saved in the root directory o f the 
partition you are working in.

I f  you are running WordPerfect on a network, the file must be named using your initials 
(e.g., WPDKKJ.DLN).

6 Type n to stay in WordPerfect.

When you want to edit this file (e.g., if you create more directories), retrieve the 
file, edit it, then save it in the normal fashion (see Save in Reference).

List Files
The List Files feature lets you display all or some of the files in a directory. (A 
directory has “<Dir>” in the Size column of the List Files screen.)

The file size, date, and time it was created (or last revised) are displayed with 
each filename. All this information is kept in the directory. Additionally, if you 
display the List Files screen in the “long” display (see List Files in Reference), 
any directory alias is also displayed (see Directory Alias above).

Pathnames
A full pathname includes the drive letter and any subdirectory names. Each 
name is separated by a backslash (\). For example, “C:\WP51” refers to the 
WP51 directory (or file) on the C drive. “C:\WP51\TEST” refers to the TEST 
subdirectory (or file) in the WP51 directory on the C drive.

When you want to specify a document filename that is not found in the default 
directory, you should enter the full pathname. For example, if you want to
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When you finish, your screen should look similar to the following (your 
directories and aliases will differ). 

C:\wp 5l(F flln rtELDI 
My ',rjOrdPPrf 4li C t 5 J d ir.,ctory {ENO t'IELO) 
1 ENU RECORD) 

c:\ WiJ~l\1 C'a l'"f1\E:NO FIELD ) 
My WP 5.1 lea r n dircctory ! ENO FIELD! 
I E:ND R ECORD I 

c: \ wp5l \work {C Nn l"I ELDJ 
My Wf 5.] 111ork t11 r ecto r y ( ~NC F'lELOJ 
t END RECORD) 

c,\wndqn.n fIELD) 
My wo rk dl.rCC::lor y 1n WP 5 . 0(LND Fl E LD ) 
( END RE:CORD) .... -.............. ---- ............ - ......... -- ···-····· -··· 
c:\wpS0(EN0 F'JE LD} 
My WP 5.0 directory{ ENO rtELD) 
f£NO llt£COR D} 

F"i.eld: l Dec l Pg 1 Ln 1" Pas I· 

5 Press Exit (F7), type y. then enter c:\wp{wp}.dln as the filename. If you are 
running WordPerfect from a two disk drive system. enter a: or b: (enter the 
letter of the disk drive you started DOS from) in place of "c:". 

The file must be named WP{WPJ.DLN and must be saved in the root directory of the 
partition you are working in. 

If you are runninR WordPerfect on a network, the file must be named usinR vour initials 
(e.g., WPDKKJ.DLN). 

6 Type n to stay in WordPerfect. 

When you want to edit this file (e.g. , if you create more;: llirectories), retrieve the 
tile, edit it, then save it in the normal fashion (see Save in Reference) . 

List Files 
The List Files feature lets you display all or some of the files in a directory. (A 
directory has "<Dir>" in the Size column of the List Files screen.) 

The file size, date, and time it was created (or last revised) are displayed with 
each filename. All this information is kept in the directory. Additionally, if you 
display the List Files screen in the "long" display (see List Files in Reference), 
any directory alias is also displayed (see Directory Alias above). 

Pathnames 
A full pathname includes the drive letter and any subdirectory names. Each 
name is separated by a backslash (\). For example, "C:\ WP5 l" refers to the 
WP5 l directory (or file) on the C drive. "C:\WP5 l\TEST" refers to the TEST 
subdirectory (or file) in the WP5 l directory on the C drive. 

When you want to specify a document filename that is not found in the default 
directory, you should enter the full pathname. For example, if you want to 
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retrieve a file named LETTER from the disk in drive A, you must enter a:letter 
at the “Document to be Retrieved:” prompt.

See Also: List Files

Display Pitch

When you change the base font in WordPerfect, text may wrap differently on the 
screen depending on the size of the font. While the width of the actual on­
screen characters does not change, the number of characters that fit on one line 
varies.

In tfe screen below, notice where the text wraps.

Visitors are also welcome to eat at the company cafeteria and can 
receive a free drink by showing the sticker they will receive as 
they come in the door. Production Inspection personnel will be 
demonstrating Halva corporation products and answering basic 
questions about equipment and general applications.

Doc 1 Pg 1 Ln 1.67” Pas 6.1"

Here is the same text. Now notice where the text wraps.

Visitors are also welcome to eat at the company 
cafeteria and can receive a free drink by showing the 
sticker they will receive as they come ln the door. 
Production Inspection personnel will be demonstrating 
Halva Corporation products and answering basic 
questions about equipment and general applications.

Doc 1 Pg 1 Ln 2 .3 9 “ Pos 7 .3 9 "

1 2 0  DISPLAY PITCH

Display Pitch 
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n:trieve a file named LETTER from the disk in drive A, you must enter a:letter 
at the "Document to be Retrieved:" prompt. 

See Also: List Files 

When you change the base font in WordPerfect, text may wrap differently on the 
screen depending on the size of the font. While the width of the actual on­
screen characters does not change, the number of characters that fit on one line 
varies . 

In tl-e screen below, notice where the text wraps. 

V!!iitor s a re also we lcome to eat at the con,pany cafe t eria a nd can 
u ,ce1. v@ ,111 fre@ de Ink by showi.ng the st1c11:er the y wil l receive as 
tl,e)' CM@ in the d oor. Production Inspect.ion personn@l will he 
d1imcnst ra ting Malva c.:or paration proc:h,cr,s e,nd answerino basi c 
q ·ut !itlons <11tlcll,t equlpll'lent and general a~p l1c:at1ons. 

Do c 1 Pg l Ln l.67" Po s 6 . 1" 

Here is the same text. Now notice where the text wraps. 

11 1s1 tor s are al so wel come to eat lit. the com pa ny 
cafeteria end can receive a free d rink by showing the 
st.lcllller they wil l recel\l@ es they co"'e In the door. 
Production lns pection per sonnel wi ll be de,,, ons tratino 
Halva Corporati on products and answe1: 1ng basic 
ques tions obout eg\Jip111ent and general applJ cet1ons 

Coe l Pg I Ln 2.39" PIO!ll 7.JCJ" 



The only difference between the two screens is that the first screen represents 
text that will be printed in lOpt text, while the second screen represents text that 
will be printed in 18pt text. Since 18pt text is not only taller, but, in this case, 
wider than lOpt text, fewer 18pt characters can fit on one line.

WordPerfect doesn’t change the size of the characters on the screen, but it 
accurately represents the number of characters that will fit on one line of the 
page when the text is printed. It does this by calculating the actual printed width 
of characters and spaces (taken from information in the printer files) to 
determine how many characters will fit on the line of text.

Occasionally, WordPerfect may run across certain codes (Indents, Tabs, Table 
Margins, and Column Margins) that call for an absolute measurement. In other 
words, codes that are represented by a specific distance (e.g., 1.5") rather than a 
certain number of characters. When WordPerfect encounters these types of 
codes, it cannot use character information from the printer files to determine the 
correct on-screen representation of the code. Instead, it uses the display pitch.

The display pitch determines the amount of space (in width) one on-screen 
character or space represents. It is used to help WordPerfect display codes that 
call for an absolute measurement. For example, if the display pitch is set to .1", 
a 1" indent occupies the same space as 10 characters or spaces (10 x .1 = 1).

As the display pitch measurement is decreased, the document on the screen 
expands horizontally. If you use the \" indent from the example above and 
change the display pitch to .05", the indent occupies the same space on the 
screen as 20 characters or spaces (20 x .05 = 1).

WordPerfect is initially set to adjust the display pitch automatically. If you wish, 
however, you can enter a display pitch of your own. Since WordPerfect uses the 
display pitch for Only the few codes m entioned  above , y o u  w o u l d  o n l y  w ant to 
change the display pitch when you want to change the space allotted on the 
screen to these codes.

Please understand that Display Pitch only affects the way text is displayed on the 
screen and does not affect the way text will be printed. If you want to see how 
a document will appear when it is printed, use the View Document feature 
(Shift-F7,6) (see View Document in Reference).

To set the display pitch,

1 Press Format (Shift-F8), then select Document (3) to display the Format: 
Document screen.

LSI Select Document from the Layout menu.

2 Select Display Pitch (1).

3 Press y to have WordPerfect set the display pitch automatically. 

or

Press n to enter a display pitch of your own.
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The only difference between the two screens is that the first screen represents 
text that will be printed in IOpt text. while the second screen represents text that 
will be printed in l 8pt text. Since I 8pt text is not only taller, but. in this case, 
wider than I Opt text, fewer I 8pt characters can fit on one line. 

WordPerfect doesn't change the size of the characters on the screen, but it 
accurately represents the number of characters that will fit on one line of the 
page when the text is printed. It does this by calculating the actual printed width 
of characters and spaces (taken from information in the printer files) to 
determine how many characters will fit on the line of text. 

Occasionally, WordPerfect may run across certain codes (Indents, Tabs, Table 
Margins, and Column Margins) that call for an absolute measurement. In other 
words, codes that are represented by a specific distance (e.g., I .5'') rather than a 
certain number of characters. When WordPerfect encounters these types of 
codes, it cannot use character information from the printer files to determine the 
correct on-screen representation of the code. Instead, it uses the display pitch. 

The display pitch determines the amount of space (in width) one on-screen 
character or space represents. It is used to help WordPerfect display codes that 
call for an absolute measurement. For example, if the display pitch is set to . I", 
a I" indent occupies the same space as IO characters or spaces ( IO x . I = I). 

As the display pitch measurement is decreased, the document on the screen 
expands horizontally. If you use the I" indent from the example above and 
change the display pitch to .05", the indent occupies the same space on the 
screen as 20 characters or spaces (20 x .05 = I). 
WordPerfect is initially set to adjust the display pitch automatically. If you wish, 
however, you can enter a display pitch of your own. Since WordPerfect uses the 
display pitch for only the few codes mentioned above . you u,ould only want to 
change the display pitch when you want to change the space allotted on the 
screen to these codes. 

Please understand that Display Pitch only affects the way text is displayed on the 
screen and does not affect the way text will be printed. If you want to see how 
a document will appear when it is printed, use the View Document feature 
(Shift-F7,6) (see View Document in Reference). 

To set the display pitch. 

1 Press Format (Shift-F8), then select Document (3) to display the Format: 
Document screen. 

-----8 Select Document from the Layout menu. 

2 Select Display Pitch (I). 

3 Press y to have WordPerfect set the display pitch automatically. 

or 

Press n to enter a display pitch of your own. 
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4  Enter a display pitch width. The initial (default) setting is .1".

If you are having WordPerfect set the display pitch automatically, the display pitch you 
enter has no effect.

5 Pr ess Exit (F7) to return to the document.

The setting you make with this option is in effect for the entire document.
When you save the document, the display pitch is saved with it. Once you exit 
the dccument, the display pitch setting is returned to Automatic.

Notes Codes
Unlike most other features, a display pitch change does not insert a code into 
your document. The setting can be changed anywhere in your document and is 
in effect for the entire document. When you save the document, the display 
pitch is saved with the document. Once you exit the document, the display pitch 
setting is returned to Automatic.

Columns
Display Pitch is probably most useful in making columns more readable on the 
screen. For example, if text in columns overlaps, you can decrease the display 
pitch to increase the amount of space between columns.

Rewrite
If there are no absolute measurement codes in the portion of the document on the 
screen, selecting Rewrite (Ctrl-F3,3) resets Display Pitch and adjusts the text.

Tables
Disp ay Pitch can be used to increase or decrease the amount of on-screen space 
allotted to table cells. The setting only affects the width of the cells and does 
not affect the amount of text that can be entered in a cell.

See Also: Display Setup

Display Setup

The Display Setup feature lets you change the way WordPerfect displays text 
and menus on the screen to make document creation and editing easier for you. 
For example, you can change the way many things are displayed in the normal 
editing screen and the View Document screen.

Read the information below to get a general idea about the options on the 
Display Setup feature. More information on each of the options can be found 
under specific headings in Reference.

The options on the Display Setup feature do not affect printed text.
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Notes 

4 Enter a display pitch width. The initial (default) setting is . I". 

If you ,zre having WordPerfect set the display pitch automatically, the display pitch you 
ellter has no effect. 

5 Pr~ss Exit (F7) to return to the document. 

The setting you make with this option is in effect for the entire document. 
When you save the document, the display pitch is saved with it. Once you exit 
the dccument. the display pitch setting is returned to Automatic . 

Codes 
Unlik,! most other features. a display pitch change does not insert a code into 
your document. The setting can be changed anywhere in your document and is 
in effoct for the entire document. When you save the document, the display 
pitch is saved with the document. Once you exit the document, the display pitch 
settin:~ is returned to Automatic. 

c:olumns 
Displ1y Pitch is probably most useful in making columns more readable on the 
screen. For example. if text in columns overlaps. you can decrease the display 
pitch to increase the amount of space between columns. 

llewrile 
ff there are no absolute measurement codes in the portion of the document on the 
screen, selecting Rewrite (Ctrl-F3,3) resets Display Pitch and adjusts the text. 

·rabies 
Disp ay Pitch can be used to increase or decrease the amount of on-screen space 
allotled to table cells. The setting only affects the width of the cells and does 
not affect the amount of text that can be entered in a cell . 

See Also: Display Setup 

-----·------------------------------------
Display Setup 
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The Display Setup feature lets you change the way WordPerfect displays text 
and menus on the screen to make document creation and editing easier for you . 
For example, you can change the way many things are displayed in the normal 
editing screen and the View Document screen. 

Read the information below to get a general idea about the options on the 
Display Setup feature. More information on each of the options can be found 
und,!r specific headings in Reference. 

The options on the Display Setup feature do not affect printed text. 



Notes

1 Press Setup (Shift-Fl).

CB Select Setup from the File menu.

2 Select Display (2).

3 Select an option from the Setup: Display menu, then make the necessary 
changes.

General information about the options is included under Notes below. More 
information can be found under specific headings in Reference.

4 Press Exit (F7) until you return to the normal editing screen.

Settings made with any of the Setup: Display menu options are stored in the 
WP{WP}.SET file and remain in effect each time you start WordPerfect.

Colors/Fonts/Attributes
This option determines the on-screen appearance of text with and without 
attributes. The choices on its menu are tailored to your display card and 
monitor.

For information on using this option, see Colors/Fonts/Attributes in Reference. 

Edit-Screen Options
This option lets you change several things on the normal editing screen including 
the way WordPerfect formats a document after editing changes. It also 
determines how document comments, document filenames, hard returns, merge 
codes, the Reveal Codes screen, and columns are displayed.

For information on using this option, see Edit-Screen Options in Reference. 

Graphics Screen Type
This option determines the graphics driver WordPerfect will use to produce 
correct graphics screens. Graphics screens include the Graphics Editor, the 
Equation Editor, and the View Document screen.

For information on using this option, see Graphics Screen Type in Reference. 

Menu Options
This option lets you change the way mnemonic selection letters are displayed. It 
also lets you change the appearance of your pull-down menus and determines 
whether you want the left Alt key to display the pull-down menu bar. For 
information on using this option, see Menu Options in Reference.

Text Screen Type
This option determines the text driver WordPerfect will use to display text on the 
screen in non-graphics screens. For information on using this option, see Text 
Screen Type in Reference.
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Notes 

1 Press Setup (Shift-Fl). 

~ Select Setup from the File me1111. 

2 Select Display (2). 

3 Select an option from the Setup: Display menu, then make the necessary 
changes. 

General information about the options is included under Notes below. More 
information can be found under specific headings in Reference. 

4 Press Exit (F7) until you return to the normal editing screen. 

Settings made with any of the Setup: Display menu options are stored in the 
WP{WP}.SET file and remain in effect each time you stan WordPerfect. 

Colors/Fonts/Attributes 
This option determines the on-screen appearance of text with and without 
attributes. The choices on its menu are tailored to your display card and 
monitor. 

For information on using this option, see Colors/Fonts/Aurihutes in Reference. 

Edit-Screen Options 
This option lets you change several things on the normal editing screen including 
the way WordPerfect formats a document after editing changes. It also 
determines how document comments. document filenames, hard returns, merge 
codes. the Reveal Codes screen. and columns are displayed. 

For information on using this option, see Edit-Screen Options in Reference. 

Graphics Screen Type 
This option determines the graphics driver WordPerfect will use to produce 
correct graphics screens. Graphics screens include the Graphics Edi tor, the 
Equation Editor, and the View Document screen. 

For information on using this option. see Graphics Screen Tvpe in Reference . 

Menu Options 
This option lets you change the way mnemonic selection letters are displayed. It 
also lets you change the appearance of your pull-down menus and determines 
whether you want the left Alt key to display the pull-down menu bar. For 
information on using this option, see Menu Options in Reference. 

Text Screen Type 
This option determines the text driver WordPerfect will use to display text on the 
screen in non-graphics screens. For information on using this option. see Text 
Screen Type in Reference. 
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View Document Options
This option lets you change the way the View Document screen appears. For 
information on using this option, see View Document. Options in Reference.

See Also: Colors/Fonts/Attributes; Edit-Screen Options; Graphics Screen Type; 
Menu Options; View Document, Options

Document Comments;

Document Comments lets you add comments, or reminders, to your text which 
will not actually be printed as part of the document. These comments appear in 
a double-lined box whenever your document is displayed on the screen.

Important nates

E z

3 July 
8 July 
12 July 
23 July 
17 Aug.

Managers Conf. 
New Emp. Mtg. 
Company Party 
Enduser Conf. 
Acc. Training 
Summer Social

Summer Social date With the hotel before announcing it. □
Halva Hosts Open House

Invite your family, friends, and neighbors to take a look at Halva 
Corporation, We are celebrating five years of business In Halva 
Valley by hosting an open house this Thursday. The public is 
invited to participate in conducted tours beginning at the 
Reception Lobby every half-hour from 9:00 o.m. to 4:00 p.m. The 
tour includes a tii lei uvorvioiw o£ company history, n slide 
presentation, and a look at Production Inspection._
C:sNEWSLET.JUN Doc 1 Pg 2 Ln 6.92" Pos

Comments can serve several purposes. For example, you can use comments to 
rem nd you of changes you need to make to a document (information that needs 
to be added when it becomes available, etc.). You might include suggested test 
questions on a class-study paper as comments. Also, several people who are 
read ing the same file can list their suggested changes as comments so that the 
original text of the document remains intact.

To create a comment,

1 Press Text In/Out (Ctrl-F5), then select Comment (4).

[~B Select Comment from the Edit menu.

2 Select Create (1).
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View Document Options 
This cption lets you change the way the View Document screen appears. For 
information on using this option, see View Document. Options in Reference. 

See Also: Colors/Fonts/Attributes; Edit-Screen Options; Graphics Screen Type; 
Menu Options; View Document, Options ___________ , _______________________________ _ 
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Document Comments lets you add comments, or reminders, to your text which 
will not actually be printed as part of the document. These comments appear in 
a double-lined box whenever your document is displayed on the screen. 

3 July 
fl July 
12 Jvly 
23 July 
17 A..,.g. 

Managers Conf. 
New Emp. Mtg. 
Corapany P,irty 
Enduser Conf. 
Acc. Triunlng 
Su'"11er Social 

~:' • Sum.,,er Socitril date -nth tne hotel before trinnouncing it. ___ __, 

Halva Hoat:r;; Ope n Houae 

lnv1te your farr,i.ly, friends. and neighboni to take a look ar M"lva 
Corporat1on. We are celebrating five years of business in Hel va 
Valley by hosting en open hou•• thi s Thursday. The publi c is 
1nvited to participate 1n conductRd tour1, beg1nnin9 at the 
Reception Lobby ever-v half-hour fro'" 9:00 "-"'• to 4:00 p ,._ The 
'tot·r incJ.utlt!S o, b11c( .,,....., .. .,,..,.., ot comr,a")I h~r.ctorv. ,. 9l1de 
pi-ceient11t1on. ano1 a look l!lt Production ln&poct ion _ 
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Comments can serve several purposes. For example, you can use comments to 
rem nd you of changes you need to make to a document (information that needs 
to b.! added when it becomes available, etc.). You might include suggested test 
que~;tions on a class-study paper as comments. Also, several people who are 
reac ing the same file can list their suggested changes as comments so that the 
original text of the document remains intact. 

To create a comment, 

1 Press Text In/Out (Ctrl-FS), then select Comment (4). 

fEil Select Comment from the Edit menu. 

2 Select Create (I). 



An empty comments box is displayed.

do

3 Type the text of your comment (see Entering and Editing Text below).

4 Press Exit (F7) to save the comment and return to your document.

The comment is inserted at the cursor.

You can also place existing text in a comment. Block the text you want to 
include using Alt-F4, press Text In/Out (Ctrl-F5), then type y. Any codes in 
the blocked text will be ineffective in the comment, but will become active again 
if the comment is converted back to text.

Notes Codes
Creating a comment inserts a C om m en t co d e  [C om m ent] into your text. You 
can delete the comment by deleting the code, either in Reveal Codes (Alt-F3) or 
in the normal editing screen. If you delete a comment accidentally, you can 
restore it just as you would restore any other deleted text (see Undelete in 
Reference).

When comments are hidden (see Hiding Comments below), you can find them by 
using ♦Search (F2) and ♦Search (Shift-F2) to search for the Comment code (see 
Search in Reference).
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Notes 

An empty comments box is displayed. 

3 Type the text of your comment (see Entering and Editing Text below). 

4 Press Exit (F7) to save the comment and return to your document. 

The comment is inserted at the cursor. 

You can also place existing text in a comment. Block the text you want to 
include using Alt-F4, press Text In/Out (Ctrl-F5), then type y. Any codes in 
the blocked text will be ineffective in the comment, but will become active again 
if the comment is converted back to text. 

Codes 
Creating a comment inserts a Comment code [Commi=lll) illlU your text. You 
can delete the comment by deleting the code, either in Reveal Codes (Alt-F3) or 
in the normal editing screen. If you delete a comment accidentally, you can 
restore it just as you would restore any other deleted text (see Undelete in 
Reference). 

When comments are hidden (see Hiding Comments below), you can find them by 
using • Search (F2) and • Search (Shift-F2) to search for the Comment code (see 
Search in Reference) . 
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A comment may artificially separate a line of text when it does not appear at the 
first of the line, as in the following example.

A  ONE LINE OF TEXT
location o£ management and accounting. We will also need your input 
on same new ideas that have been suggested far more efficient Han- 
d i m 3 of paycheck ond mail distribution.

Halva Hosts Open House

>

Invite your family, friends, and neighbors to take a look at Halva 
Corporation. we are celebrating five years of business in Halva 
Valley by hosting an open house this Thursday. The public is 
inv:ted to participate in conducted tours beginning at the 
'Reception Lobby every half-hour from 9:00 a.m.

nonfirm these times before printing this document.
to 4:00 p.m. The

tour includes a brief overview of company history, a slide 
presentation, and a look at Production InspeCtiOn._
Visitors are also welcome to eat at the company cafeteria and can 
receive a free drink by showing the sticker they will receive as 
thty come in the door. Production Inspection personnel will be 
demonstrating Halva Corporation products and answering basic 
questions about equipment and general applications.

= □

C: VNEWSLET.JUN Doc 1 pg 2 Ln 3.58" Pas 6"

However, a comment is always considered as a single code. Consequently, when 
you use the arrow keys to move through text, you can pass over the comment 
with a single keystroke. Also, the comment will not affect the line of printed 
text.

Columns, Tables, and Comments
When you include a comment in text which is formatted in parallel or newspaper 
col m ns. the comment does not appear on-screen. If you format existing text 
into newspaper columns, any comments w i t h i n  t h e  t e x t  w U t  n o t  appear. The 
comments will reappear if you remove the Column codes (see Turning Columns 
On and Off under Columns, Newspaper in Reference).

The comments also do not appear if they occur within Table codes. However, 
the comments will reappear if you remove the Table codes.

Editing an Existing Comment
Tc edit an existing comment, move the cursor just after the comment, press 
Text/In Out (Ctrl-F5), select Comment (4), then select Edit (2).

WordPerfect first searches backward for a comment. If it cannot find a 
comment it searches forward. WordPerfect then displays the first comment it 
finds on the screen in the comments box. You can then edit the comment and 
press Exit (F7) to save your changes.

Entering and Editing Text
You can use the standard cursor movement and deletion keys to edit the text of a 
comment. You can also use Bold (F6) and Underline (F8) to emphasize text, 
and Compose (Ctrl-2) to add any character from a WordPerfect character set to 
tiie comment (see Compose in Reference).
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A. ONE LINE OF TEXT 
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A comment may artificially separate a line of text when it does not appear at the 
first of the line. as in the following example. 

loca:1on of management ana l!ICCovnt1"9· We will also need youc 1npl.lt 
on 5)me ne..i ideas that have been suggested for 111ore eff1c-1e," 11an­
dl>rq of paycheck ond mi'lil distribution. 

Ha l v a Hosts Optm Hous@ 

Invjte your family, frie ndsi, and nelghbocs to take a look at lfalva 
Coqorat1on. We are celebrating five Y'-"ars of business in Halva 
Valley by host1n3 an open hovsc th1s Thursday. The public 1s 
1nv: ted to part1c1p-,te 1r, conducted tour s beginning at the 

l-fl.ec1:pti.on Lobby evf!ry half hour from <;:OO a.m. 

t)-, ~' ... ,.,onf1rm these times before prin ting trul! ~-""_"•-•-"'-· ____ 7__. 
to 4:00 p m. The 

tour 1nclucles a brief avervte .. of company history, a slide 
prcsentaticn. ,:ind a look dt Production Instiec:t1an 

v1~1tors are oleo '-'@lco'"e to eat at the company cafeteria and can 
receive " frco drink by showing the sticker they wlll rece.lve as 
th,y coffle in ttle door. Productton Inspection per1:onnel will be 
de~onstratJng Halva Corpora-clon prod..,c:ti. ,a,nd ans1Jer1ng basic 
qu1,st1ons about equlpmen-c and general appl1cnt~ons. 
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However. a comment is always considered as a single code. Consequently, when 
you use the arrow keys to move through text. you can pass over the comment 
with a single keystroke. Also, the comment will nor affect the line of printed 
text. 

Columns, Tables, and Comments 
When you include a comment in text which is formatted in parallel or newspaper 
col Jmm,. the comment does not appear on-screen. If you format existing text 
into newspaper columns, any commems within the ,-,x, =,II not appear. The 
comments will reappear if you remove the Column codes (see Turning Columns 
On and Off under Columns, Newspaper in Reference). 

The comments also do not appear if they occur within Table codes. However, 
thf comments will reappear if you remove the Table codes. 

Editing an Existing Comment 
Tc edit an existing comment, move the cursor just after the comment, press 
Tt xt/In Out (Ctrl-F5), select Comment (4 ), then select Edit (2). 

WordPerfect first searches backward for a comment. If it cannot find a 
wmment it searches forward. WordPerfect then displays the first comment it 
finds on the screen in the comments box. You can then edit the comment and 
press Exit (F7) to save your changes. 

E11tering and Editing Text 
You can use the standard cursor movement and deletion keys to edit the text of a 
comment. You can also use Bold (F6) and Underline (F8) to emphasize text. 
and Compose (Ctrl-2) to add any character from a WordPerfect character set to 
111e comment (see Compose in Reference ). 



However, you cannot use the Speller, Thesaurus, or Search while in the 
Comments screen.

Pressing Cancel (FI) and typing y while in the Comments screen lets you return 
to your document without saving any changes you have made.

A Document Comment can only contain 1024 bytes o f information.

Hiding Comments
You may want to edit a document without having on-screen space taken up by 
comments. You can keep comments from being displayed on the screen by 
turning off Comments Display in Setup (Shift-Fl,2,6,2,n) (see Edit-Screen 
Options in Reference).

Printing Comments
Neither the Comment code, nor the comment itself has any effect on printed text. 
If you want a comment to be printed, you need to change it into text. With the 
cursor just after the comment, press Text/In Out (Ctrl-F5), select Comment (4), 
then select Convert to Text (3).

WordPerfect searches backward from the cursor. If it does not find a comment 
it searches forward. WordPerfect then changes the first comment it finds to text. 
Since the characters in the comment are inserted immediately at the comment 
code, you may then need to add spacing and punctuation before and after the 
comment to blend it correctly into the existing text.

See Also: Edit-Screen Options

D ocum ent Com pare

With Document Compare you can have WordPerfect compare two different 
versions of the same document and note the differences in them.

For example, suppose that you send a disk copy of a report to a co-worker 
requesting his or her suggestions. Your co-worker then returns the revised report 
to you. You can retrieve the changed report to the screen and use Document 
Compare to have WordPerfect mark the passages in the document on the screen 
that differ from the original.

Or, suppose that you retrieve a document to the screen and make several changes 
to it. You then want to know how it compares with the original. You can use 
Document Compare to mark the passages that have been changed.

WordPerfect marks differences phrase-by-phrase and not word-by-word (see 
Phrases below). The smaller the document, the less confusing the comparison 
can become.
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Document Compare 

However, you cannot use the Speller, Thesaurus, or Search while in the 
Comments screen. 

Pressing Cancel (F J) and typing y while in the Comments screen lets you return 
to your document without saving any changes you have made. 

A Document Comment can only contain 1024 bytes of information. 

Hiding Comments 
You may want to edit a document without having on-screen space taken up by 
comments. You can keep comments from being displayed on the screen by 
turning off Comments Display in Setup (Shift-Fl ,2,6,2,n) (see Edit-Screen 
Options in Reference). 

Printing Comments 
Neither the Comment code, nor the comment itself has any effect on printed text. 
If you want a comment to be printed, you need to change it into text. With the 
cursor just after the comment, press Text/In Out (Ctrl-F5), select Comment (4), 
then select Convert to Text (3). 

WordPerfect searches backward from the cursor. If it does not find a comment 
it searches forward. WordPerfect then changes the first comment it finds to text. 
Since the characters in the comment are inserted immediately at the comment 
code, you may then need to add spacing and punctuation before and after the 
comment to blend it correctly into the existing text. 

See Also: Edit-Screen Options 

With Document Compare you can have WordPerfect compare two different 
versions of the same document and note the differences in them. 

For example, suppose that you send a disk copy of a report to a co-worker 
requesting his or her suggestions. Your co-worker then returns the revised report 
to you. You can retrieve the changed report to the screen and use Document 
Compare to have WordPerfect mark the passages in the document on the screen 
that differ from the original. 

Or, suppose that you retrieve a document to the screen and make several changes 
to it. You then want to know how it compares with the original. You can use 
Document Compare to mark the passages that have been changed. 

WordPerfect marks differences phrase-by-phrase and not word-by-word (see 
Phrases below). The smaller the document. the less confusing the comparison 
can become. 
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You may want to save a backup copy of the document on the screen just before 
making the comparison (see Undoing the Comparison below).

To compare a document on the screen with another document on disk,

1 P'ess Mark Text (Alt-F5), then select Generate (6).

[B  Select Generate from the Mark menu.

2 Select Compare Screen and Disk Documents and Add Redline and Strikeout
CD.

You are asked to enter the name of a document on disk that you want to 
compare with the on-screen document. If the on-screen document has been 
saved, its filename is displayed as the default choice.

3 If you have made changes to the document on-screen and you want to 
compare it with the original which is still on disk, press Enter.

or

Enter the name of a document on disk.

While the two documents are being compared, a counter appears at the left end 
of the status line.

When the comparison is finished, the differences are marked and the cursor is 
placed at the beginning of the on-screen document (see Difference Indicators 
below).

Notes D iffe re n c e  In d ic a to rs
Whim WordPerfect compares the text in the two documents, it uses several 
indicators to note the differences.

Difference Indicators

Added Phrases A pair of Redline codes [REDLN][redin] are placed 
around the phrase that was added.

Deleted Phrases A pair of Strikeout codes [STKOUT][stkout] are placed 
around the phrase that was deleted.

Moved Phrases Inserts THE FOLLOWING TEXT WAS MOVED
before and THE PRECEDING TEXT WAS MOVED 
after the phrase that was moved.

Redline and Strikeout codes do not appear in the normal editing screen. They 
can be seen in Reveal Codes (Alt-F3).

Normally, Strikeout puts a dash through text (see Redline/Strikeout in Reference). 
You have three options as to the way redlined text appears in print (see Redline 
Method under Document Format in Reference).

The appearance of Redline and Strikeout text in the normal editing screen 
depends upon your monitor and display card capabilities. If Redline and
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You may want to save a backup copy of the document on the screen just before 
makir,g the comparison (see Undoing the Comparison below). 

To compare a document on the screen with another document on disk, 

1 P·ess Mark Text (Alt-FS), then select Generate (6). 

[El Sdect Generate from the Mark menu. 

2 Select Compare Screen and Disk Documents and Add Redline and Strikeout 
(:! ). 

You are asked to enter the name of a document on disk that you want to 
compare with the on-screen document. If the on-screen document has been 
saved, its filename is displayed as the default choice. 

3 If you have made changes to the document on-screen and you want to 
compare it with the original which is still on disk, press Enter. 

or 

Enter the name of a document on di sk. 

Whi re the two documents are being compared, a counter appears at the left end 
of the status line. 

Wht: n the comparison is finished, the differences are marked and the cursor is 
placc:d at the beginning of the on-screen document (see Difference Indicators 
below). 

Diff1:ranc.a Indicators 

Wh,:n WordPerfect compares the text in the two documents, it uses several 
indicators to note the differences. 

Difference 

Added Phrases 

Deleted Phrases 

Moved Phrases 

Indicators 

A pair of Redline codes [REDLN][redln] are placed 
around the phrase that was added. 

A pair of Strikeout codes [STKOUT][stkout] are placed 
around the phrase that was deleted. 

Inserts THE FOLLOWING TEXT WAS MOVED 
before and THE PRECEDING TEXT WAS MOVED 
after the phrase that was moved. 

Re j(ine and Strikeout codes do not appear in the normal editing screen. They 
ca11 be seen in Reveal Codes ( Alt-F3) . 

Nc,rmally, Strikeout puts a dash through text (see Redline/Strikeout in Reference). 
You have three options as to the way redlined text appears in print (see Redline 
Mt'thod under Document Format in Reference). 

Tbe appearance of Redline and Strikeout text in the normal editing screen 
depends upon your monitor and display card capabilities. If Redline and 



Strikeout markings are not being displayed in your normal editing screen, you 
may want to modify your settings for the Redline and Strikeout attributes under 
Colors/Fonts/Attributes in Setup (Shift-F 1,2,1) so that you can clearly identify 
these passages (see C o lo rs /F o n ts /A ttr ib u te s  in R e fe ren c e ).

You can also display the marked passages by printing the document, or by 
previewing the printed text in View Document (Shift-F7,6), as in the following 
example.

A ADDED PHRASE 
A  DELETED PHRASE 
A  MOVED PHRASE

t v l r t v i t e  y o u r  f r i a n d s  
' H a l v a  C c r p a r a - i c n

t o  t a l c s  a l o o k  a t

,*< - ■ ........  - •
feyr--ii0-s-i-irig---a-fr-epeii--k-e-u-s&..£-A---TJiu^l3v--

T-HE-F-O-LiOVI-H-3—
►̂ Ttie p u b l i c  i s  welcome

-It-S-V-E-S-

T-K£--ELE-E-G£t>-; P -  T£ST-¥-A5--fi&V-I-B- 
Tours  of our  f a c i l i t i e s  w i l l  begin,  a t  t he  
R e c e p t i o n  Lobby e v e r y  h a l f - h o u r  from 9:00 
a m. to  1 : 00  p.m
The t o u r  i n c l u d e s  a b r i e f  ove r v i ew of 
company h i s t o r y ,  a s l i d e  p r e s e n t a t i o n ,  and 
a l o o t  a t  P r o d u c t i o n  I n s p e c t i o n

Phrases
The phrases used as a basis of comparison are, as much as possible, the 
sentences in your document (not the words).

A p h r a s e  is defined as the text found between two p h r a s e  m a rke rs .  The phrase 
markers WordPerfect u s e s  are t h o s e  i t e m s  w h i c h  n o r m a l l y  p u n c t u a t e  s e n t e n c e s ,  

including punctuation marks (period, comma, exclamation point, question mark, 
colon, semicolon), Hard Return codes [HRt], Hard Page codes [HPg], Footnote 
codes [Footnote:#;[Note Num] tex t]. Endnote codes [Endnote:#;[Note Num] tex t}, 
and the end of the document.

WordPerfect starts from the first word in your document and compares the text 
in the two documents until it reaches a phrase marker. If any change has been 
made, WordPerfect marks the phrase, noting the change (see D iffe re n c e  
In d ic a to rs  above). WordPerfect then starts the comparison again from that point. 
It continues on through to the end of the document, marking from phrase marker 
to phrase marker.

The comparison includes any text found within the footnotes, endnotes, and 
tables in your document. If a change has been made to the text included in these 
features, it is marked.

However, the comparison does not include changes made to text found within 
graphics boxes, headers, and footers.
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A ADDED PHRASE 

A DELETED PHRASE 

A MOVED PHRASE 

Strikeout markings are not being displayed in your normal editing screen, you 
may want to modify your settings for the Redline and Strikeout attributes under 
Colors/Fonts/ Attributes in Setup (Shift-F 1.2.1) so that you can clearly identify 
these passages (see Colors/Fon rs/Attributes in Reference). 

You can also display the marked passages by printing the document, or by 
previewing the printed text in View Document (Shift-F7,6), as in the following 
example. 

~ In v1t a p ur fr 1 a nli s to ta Jc a a : o o k at 
· Kalva C:rp~ra~::n 

• 'I'!IE--F-(•UO i-I-tl-0·•1'f .. r , .r;;.·,-.:-~ 
~ '!' he public is welCOYE 

Phrases 

T!IE--P-P.-E-GEI!; i.- ri;;;;r .. .-.~_.s .. rn, . .:.Ji. 
'!'ou r s nf our fac1l1!1es wil l tE~:n at th e 
Reception Lobby every half-hcu! f.om 9.00 
am. ~o 4·0 p.ll 

'!'he to u! :r,clud2s a l:r~ef DVc!-:ie11 o: 
collpar,y his iory. a sli:IE pn,sEntatior.. ar,j 
a loot aL Pr oduction Inspection 

The phrases used as a basis of comparison are, as much as possible, the 
sentences in your document (not the words). 

A phrase is defined as the text found between two phrase markers. The phrase 
markers WordPerfect uses are those item, which normally punctuate sentences, 
including punctuation marks (period. comma, exclamation point, question mark, 
colon, semicolon), Hard Return codes [HRt]. Hard Page codes [HPg]. Footnote 
codes [Footnote:#;[Note Num] rexr]. Endnote codes [Endnote:#;[Note Num] text], 
and the end of the document. 

WordPerfect starts from the first word in your document and compares the text 
in the two documents until it reaches a phrase marker. If any change has been 
made, WordPerfect marks the phrase, noting the change (see Difference 
Indicators above). WordPerfect then starts the comparison again from that point. 
It continues on through to the end of the document. marking from phrase marker 
to phrase marker. 

The comparison includes any text found within the footnotes, endnotes, and 
tables in your document. If a change has been made to the text included in these 
features, it is marked. 

However, the comparison does not include changes made to text found within 
graphics boxes, headers. and footers. 
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Keep in mind that, since punctuation can vary, the phrases that WordPerfect 
marks may not always correspond to the actual grammatical sentences in your 
document. For example, in order to cut down on the length of the phrases being 
used for comparison, WordPerfect considers any group of words that end with 
commas as a phrase. Grammatically, such a group of words is an incomplete 
sentence.

Undoing the Comparison
After making a comparison, you may want to restore the document on the screen 
to the way it was before the comparison was made. To have WordPerfect 
remove the markings, press M ark Text (Alt-F5), select Generate (6), select 
Remove Redline Markings and Strikeout Text from Document (1), then type y.

This deletes Redline codes, Strikeout codes (and the text found in between 
them), and the notations around the moved phrases (see Difference Indicators 
above). Note that this also deletes any Redline codes and Strikeout codes (and 
the tect found in between them) that were already a part of your document 
before you made the comparison. It leaves the cursor at the end of the 
document.

If many differences have been marked, restoring a compared document to its 
original state can sometimes become complicated. Consequently, when you are 
comparing two documents that you know you will want to keep, it’s a good idea 
to have a copy of both documents on disk before making the comparison. You 
can then exit the new compared document without saving it and retrieve either 
cirigiral.

See Also: Redline/Strikeout

Document Conversion, WordPerfect 4.2 to 5.1

The following section discusses how to convert a WordPerfect document created 
in WordPerfect 4.2 to a WordPerfect 5.1 document. While WordPerfect “4.2” is 
used, these instructions are applicable for any WordPerfect documents created 
with WordPerfect 4.2 and previous versions.

If you want to convert a WordPerfect 5.1 document to WordPerfect 4.2, see 
Document Conversion, WordPerfect 5.1 to 4.2 in Reference.

I f  you want to convert a W ordPerfect 5 .0  docum ent to a W ordPerfect 5.1 document, 
sim ply retrieve the 5.0 docum ent into 5.1, then save it. A ll codes should convert 
completely. I f  you w ant to convert a W ordPerfect 5.1 docum ent to WordPerfect 5.0, see 
T e x t  In / O u t  in R e fe re n c e .

The easiest way to convert a WordPerfect 4.2 document to WordPerfect 5.1 is to 
simply retrieve the document in 5.1. All text and most codes are converted to
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Keep In mind that, since punctuation can vary, the phrases that WordPerfect 
marks may not always correspond to the actual grammatical sentences in your 
docurrent. For example, in order to cut down on the length of the phrases being 
used fJr comparison, WordPerfect considers any group of words thut end with 
commas as a phrase. Grammatically. such a group of words is an incomplete 
sentence. 

Undoing the Comparison 
After making a comparison, you may want to restore the document on the screen 
to the way it was before the comparison was made. To have WordPerfect 
remove the markings, press Mark Text (Alt-F5), select Generate (6), select 
Remove Redline Markings and Strikeout Text from Document (1), then type y. 

This deletes Redline codes, Strikeout codes (and the text found in between 
them) . and the notations around the moved phrases (see Difference Indicators 
above). Note that this also deletes any Redline codes and Strikeout codes (and 
the te~t found in between them) that were already a part of your document 
before: you made the comparison. It leaves the cursor at the end of the 
document. 

If ma1y differences have been marked, restoring a compared document to its 
original state can sometimes become complicated. Consequently, when you are 
comp1ring two documents that you know you will want to keep, it's a good idea 
to have a copy of both documents on disk before making the comparison. You 
can then exit the new compared document without saving it and retrieve either 
origir al. 

See Also: Redline/Strikeout 

-----------------------------------------Document Conversion, WordPerfect 4.2 to 5.1 

The following section discusses how to convert a WordPerfect document created 
in W,JrdPerfect 4.2 to a WordPerfect 5.1 document. While WordPerfect "4.2" is 
used, these instructions are applicable for any WordPerfect documents created 
with WordPerfect 4.2 and previous versions. 

If you want to convert a WordPerfect 5.1 document to WordPerfect 4.2, see 
Doct.ment Conversion, WordPerfect 5.1 to 4.2 in Reference. 

ff yoi· want to convert a WordPerfect 5.0 document to a WordPerfect 5. 1 document, 
simplv retrieve the 5.0 document into 5. 1, then save it. All codes should convert 
complete]),: If you want to convert a WordPerfect 5.1 document to WordPerfect 5.0, see 
Text [n/Out in Reference. 

The ~asiest way to convert a WordPerfect 4.2 document to WordPerfect 5.1 is to 
simply retrieve the document in 5.1. All text and most codes are converted to 
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5.1. If you are happy with the document as it is, save it in 5.1 and your 
document on disk is converted.

After you retrieve the document, you may notice that some of your 4.2 codes did 
not convert (e.g., Font/Pitch, Bin Number). If this is the case, you may want to 
use a conversion resource (.CRS) file to convert those codes.

When you retrieve a 4.2 document in 5.1, WordPerfect displays the message 
“Document Conversion in Progress.” As part of the conversion process, 
WordPerfect searches for a conversion resource file. This file, which you can 
create (using the STANDARD.CRS file as a model), translates “untranslatable”
4.2 codes (codes that have no equivalent 5.1 codes). It also inserts codes that 
may be necessary to properly format your work at the beginning of your 
converted document.

To create a conversion resource (or .CRS) file,

1 Press Retrieve (Shift-FlO).

J Select Retrieve from the File menu.

2 Retrieve the STANDARD.CRS file.

Important: STANDARD.CRS is installed with the WordPerfect utility programs. I f you 
chose not to install the WordPerfect utility programs when you installed WordPerfect (or 
have not subsequently done so), you need to do so before you can retrieve 
STANDARD.CRS (see the Installation Instructions card).

3 Press Reveal Codes (Alt-F3) to turn on Reveal Codes.

3  Select Reveal Codes from the Edit menu.

4  Modify the commands in STANDARD.CRS.

STANDARD.CRS contains a series of commands represented by capital letters 
and. in some cases, numbers and comments. These commands, separated by 
hard returns, serve as the basis for the conversion resource file you will create.

Some of the lines of commands are used in the 4.2 to 5.1 conversion process. 
These lines start with FO, FF, BN, SZ, CH, BC, and IP. One line, (the one that 
starts with MB), is used in the 4.2 to 5.1 conversion process as well as the 5.1 to
4.2 conversion process. The rest of the lines are used in the 5.1 to 4.2 
conversion process (see Document Conversion. WordPerfect 5.1 to 4.2 in 
Reference).

Each command line contains an equal sign (=). If you think of the file as a 
translation file, 4.2 “language” is on the left side of each equal sign, and 5.1 
“language” is on the right side of each equal sign (4.2 to 5.1 commands only). 
Basically, when WordPerfect converts a document from 4.2 to 5.1, it searches 
for 4.2 codes (represented by the letters and numbers on the left side of the equal 
sign) and replaces them with 5.1 codes which you will enter on the right side of 
the equal sign. The process for editing STANDARD.CRS commands differs 
depending on the type of command (see the command headings under Notes 
below).
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5. I. If you are happy with the document as it is, save it in 5.1 and your 
document on disk is converted. 

After you retrieve the document, you may notice that some of your 4 .2 codes did 
not convert (e.g., Font/Pitch, Bin Number) . If this is the case, you may want to 
use a conversion resource ( .CRS) file to convert those codes. 

When you retrieve a 4.2 document in 5.1. WordPerfect displays the message 
"Document Conversion in Progress." As part of the conversion process, 
WordPerfect searches for a conversion resource file. This file, which you can 
create (using the STANDARD.CRS file as a model), translates "untranslatable" 
4.2 codes (codes that have no equivalent 5.1 codes). It also inserts codes that 
may be necessary to properly format your work at the beginning of your 
converted document. 

To create a conversion resource (or .CRS ) file, 

Press Retrieve (Shift-FI 0). 

Select Retrieve from the File menu. 

2 Retrieve the STANDARD.CRS file . 

Important: STANDARD. CRS is installed with the WordPeifect 11tilitv programs. If you 
chose not to install the WordPerfect utilitv programs when you installed WordPerfect (or 
have nor .rnhsequently do11e so), you need to do so before vo11 can retrieve 
STANDARD.CRS (see the Installation Instructions card). 

3 Press Reveal Codes (Alt-F3) to turn on Reveal Codes. 

:El Select Reveal Codes from the Edit menu. 

4 Modify the commands in STANDARD.CRS. 

STANDARD.CRS contains a series of commands represented by capital letters 
and. in some cases, numbers and comments. These commands, separated by 
hard returns, serve as the basis for the conversion resource file you will create. 

Some of the lines of commands are used in the 4.2 to 5.1 conversion process. 
These lines start with FO. FF. BN, SZ, CH. BC. and IP. One line, (the one that 
starts with MB), is used in the 4.2 to 5.1 conversion process as well as the 5.1 to 
4.2 conversion process. The rest of the lines are used in the 5.1 to 4.2 
conversion process (see Document Conversion, WordPerfect 5.1 to 4.2 in 
Reference). 

Each command line contains an equal sign (=). If you think of the file as a 
translation file. 4.2 "language" is on the left side of each equal sign, and 5.1 
"language" is on the right side of each equal sign (4.2 to 5.1 commands only) . 
Basically, when WordPerfect converts a document from 4.2 to 5. J, it searches 
for 4.2 codes (represented by the letters and numbers on the left side of the equal 
sign) and replaces them with 5.1 codes which you will enter on the right side of 
the equal sign. The process for editing STANDARD.CRS commands differs 
depending on the type of command (see the command headings under Notes 
below). 
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Notes

You should always edit a .CRS file with Reveal Codes (Alt-F3) on.

5 Press Exit (F7) to save the file and clear the screen. 

rBl Seiect Exit from the File menu.

6 Type y to save the document.

7 Enter the name (including the complete pathname) of your printer (.PRS) file 
(minus the .PRS extension), and include a .CRS extension (e.g.,
C:\WP51\HPLASEII.CRS).

If you don't know the name of your printer file, use List Files to display your 
printe ■ files (see List Files and Printer, Select in Reference) or use the Printer: 
Edit screen (see Printer Edit in Reference).

You don’t have to rename the .CRS file. If you name the .CRS file with your 
printer filename, however, it will be used when that printer is selected. If you 
are using more than one printer, you can create a .CRS file for each of your 
printers. If you don't have a .CRS file for the selected printer, WordPerfect uses 
STANDARD.CRS. If WordPerfect can’t find any .CRS files (STANDARD.CRS 
or otherwise), it converts the document without one.

In order for WordPerfect to use .CRS files, they must be located in the directory 
where your printer files (.PRS) are located, your default directory, or the 
directory where WP.EXE is located (see Location o f Files in Reference).

El Type n to clear the screen.

After you create the .CRS file, retrieve your WordPerfect 4.2 documents into 5.1. 
You can edit the .CRS file for each document you retrieve, or you can retrieve 
them one after another without ever editing your .CRS file again.

Beginning Codes Command
The Beginning Codes command is a way of allowing you to insert codes at the 
beginning of your converted documents (after the code for the SZ command) and 
is helpful for including any codes such as styles, headers, and footers that you 
may want to use to format 5.1 documents.

This command allows you to convert 4.2 documents whose defaults were 
changed with the /s option in 4.2.

To edit the BC command.

1 Find the line of STANDARD.CRS that contains the letters BC.

2 Move the cursor to the immediate right of the equal sign (=).

3 Include the codes just as you would in any other 5.1 document.

For example, if you want to include a Tab Setting, press Format (Shift-F8), 
select Line (1), select Tab Set (8), then set your tabs. The code is inserted after 
the equal sign.
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Notes 

You should always edit a .CRS file with Reveal Codes (Alt-Fl) on. 

5 Pn!ss Exit (F7) to save the file and clear the screen. 

[Bl Se,ect Exit from the File menu. 

6 Type y to save the document. 

7 Enter the name (including the complete pathname) of your printer (.PRS) file 
(minus the .PRS extension), and include a .CRS extension (e.g., 
C:\ WP51 \HPLASEII.CRS) . 

If you don· t know the name of your printer file, use List Files to display your 
printe · files (see List Files and Printer. Select in Reference) or use the Printer: 
Edit s:.:reen (see Printer. Edit in Reference ). 

You don't have to rename the .CRS file. If you name the .CRS file with your 
printer filename. however. it will be used when that printer is selected. If you 
are using more than one printer, you can create a .CRS file for each of your 
printers. If you don't have a .CRS file for the selected printer, WordPerfect uses 
STANDARD.CRS. If WordPerfect can't find any .CRS files (STANDARD.CRS 
or ot~erwise), it converts the document without one. 

In order for WordPerfect to use .CRS files. they must be located in the directory 
where your printer files (.PRSJ are located. your default directory, or the 
directory where WP.EXE is located (see Location of Files in Reference) . 

El Type n to clear the screen. 

After you create the .CRS file, retrieve your WordPerfect 4.2 documents into 5.1. 
You can edit the .CRS file for each document you retrieve. or you can retrieve 
them one after another without ever editing your .CRS file again. 

Beginning Codes Command 
The Beginning Codes command is a way of allowing you to insert codes at the 
beginning of your converted documents (after the code for the SZ command) and 
is he lpful for including any codes such as styles, headers, and footers that you 
may want to use to format 5.1 documents. 

This command allows you to convert 4 .2 documents whose defaults were 
chan~ed with the /s option in 4.2. 

To edit the BC command. 

1 Find the line of STANDARD.CRS that contains the letters BC. 

2 Move the cursor to the immediate right of the equal sign (=). 

3 Include the codes just as you would in any other 5. I document. 

For ~xample, if you want to include a Tab Setting, press Format (Shift-F8), 
select Line (I), select Tab Set (8), then set your tabs. The code is inserted after 
the equal sign. 

132 DOCUMENT CONVERSION. WORDPEFFECT 4 2 TO 5.1 



A BC command in Reveal Codes should look similar to the one below.

BC=[Tab Set:Abs; 2"][HRt]

This particular command will insert the Tab Set code at the top of the converted 
document.

You can include as many codes as you like as long as you end the command 
with a hard return. In fact, you can enter codes here that you cannot enter in the 
Initial Codes feature.

Bin Number Commands
WordPerfect 4.2 Bin Number codes are represented in STANDARD.CRS by 
BN #. WordPerfect 5.1 Bin Number replacement codes are represented in 
STANDARD.CRS by a comment. If you want to convert Bin Number codes, 
you should replace the comment with a 5.1 Paper Size/Type code. In a 5.1 
document, this Paper Size/Type code is matched with an existing Paper 
Size/Type definition on the Paper Size/Type menu and tells WordPerfect where 
to find the form you want to print on (see Paper Size/Type in Reference).

To edit a Bin Number command.

Find the command representing the Bin Number code you wish to replace and 
move the cursor to the Comment code on that line.

1 Press Format (Shift-F8), then select Page (2) to display the Page Format 
menu.

f Bl Select Page from the Layout menu.

2 Select Paper Size/Type (7).

3 Select a paper size and type (see P a p a  Size/Type in Reference).

4  Press E x i t  (F7) until you return to the normal editing screen with 
STANDARD.CRS displayed.

5 Delete the comment.

An edited Bin Number command in Reveal Codes should look similar to the one 
below.

BN l=[Paper Sz/Typ:9.5"x4",Envelope][HRt]

Extended Character Command
The Extended Character command is for those of you who changed information 
in a 4.2 character table with the WordPerfect 4.2 Printer Program.

1 Find the line of STANDARD.CRS that contains the letters CH.

2 Move the cursor to the equal sign (=).

3 Type the 4.2 font number, a comma, the number of the character within that 
font that you wish to convert, then a space.
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A BC command in Reveal Codes should look similar to the one below. 

BC=[Tab Set:Abs; 2"][HRt] 

This particular command will insert the Tab Set code at the top of the converted 
document. 

You can include as many codes as you ltke as long as you end the command 
with a hard return. In fact, you can enter codes here that you cannot enter in the 
Initial Codes feature. 

Bin Number Commands 
WordPerfect 4.2 Bin Number codes are represented in STANDARD.CRS by 
BN # . WordPerfect 5.1 Bin Number replacement codes are represented in 
STANDARD.CRS by a comment. If you want to convert Bin Number codes, 
you should replace the comment with a 5.1 Paper Sizeffype code . In a 5.1 
document. this Paper Sizeffype code is matched with an existing Paper 
Sizeffype definition on the Paper Size!fype menu and tells WordPerfect where 
to find the form you want to print on (see Paper Size/Type in Reference). 

To edit a Bin Number command. 

Find the command representing the Bin Number code you wish to replace and 
move the cursor to the Comment code on that line. 

1 Press Format (Shift-F8), then select Page (2) to display the: Page Format 
menu. 

- El Select Page from the Layout menu. 

2 Select Paper Sizeffype (7). 

3 Select a paper size and type (see Pape, Si1:.elType in Keference). 

4 Press Exit (F7) until you return to the normal editing screen with 
STANDARD.CRS displayed. 

5 Delete the comment. 

An edited Bin Number command in Reveal Codes should look similar to the one 
below. 

BN I =[Paper Sz!fyp:9.5"x4" ,Envelope ][HRt] 

Extended Character Command 
The Extended Character command is for those of you who changed information 
in a 4 .2 character table with the WordPerfect 4.2 Printer Program. 

1 Find the line of STANDARD.CRS that contains the letters CH. 

2 Move the cursor to the equal sign (= ). 

3 Type the 4.2 font number, a comma. the number of the character within that 
font that you wish to convert. then a space. 
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4 Move the cursor to the immediate right of the equal sign.

5 Using Compose (Ctrl-2 or Ctrl-v), insert a character from the WordPerfect
5.1 character sets (see Compose in Reference).

The result in Reveal Codes should look like the one below.

CH 1,9 =[■: 4,23][HRt]

The 5.1 code located to the right of the equal sign will only expand if the cursor 
is resting on it.

Keep in mind that you only need to edit this command if you changed 
information in a 4.2 character table. If you did not, the characters convert 
correctly without this command.

Font On/Off Commands
The Font On/Off commands (FO #.# and FF #,#) in STANDARD.CRS represent 
WordPerfect 4.2 Font/Pitch codes. FO stands for “font on” while FF stands for 
“font off.” 4.2 Font/Pitch codes are not paired codes and do not have an “on” or 
an “off.” You will see why STANDARD.CRS includes “on” and “o ff’ when 
you read the examples that follow.

W ordPerfect 5.1 codes on the F ont On/Off command lines are represented by a 
comment. If you use STANDARD.CRS without making any editing changes, 
Font/Pitch codes in 4.2 documents would be replaced by a comment when a 
doc ament is converted. It is the comment that you want to replace as you create 
your own .CRS file.
To do so,

1 Find the Font On command line representing the Font/Pitch code you want to 
translate, then place the cursor on the [Comment] code.

For example, if you have a [Font Change: 1,10] code in a 4.2 document you want 
to convert (where 1 is the font number and 10 is the font pitch), move the cursor 
to :he comment code associated with the FO 1,10 command.

2 Insert the 5.1 code that will replace the 4.2 Font/Pitch code by following the 
same steps you would use to insert the 5.1 code in any document (see Open 
Codes and Paired Codes below).

Open Codes
Open codes instruct WordPerfect to change the format of text from a certain 
point forward. They are never turned off; instead, they are replaced by other 
open codes. If you insert an open code, the Font Off command line (FF #,#) 
is not needed.

For example, suppose you want to convert a 4.2 [Font Change] code to an 
open code such as one of the fonts on the Base Font list. To make the 
proper editing change to the Font On command, place the cursor on the 
[Comment] code, then perform the following steps.

134 DOCUMENT CONVERSION. WORDPERFECT 4.2 TO 5.1

4 Move the cursor to the immediate right of the equal sign. 

5 U , ing Compose (Ctrl-2 or Ctrl-v), insert a character from the WordPerfect 
5.1 character sets (see Compose in Reference). 

The r~sult in Reveal Codes should look like the one below. 

CH 1,9 =[■: 4,23][HRt] 

The S. I code located to the right of the equal sign will only expand if the cursor 
is resting on it. 

Keep in mind that you only need to edit this command if you changed 
information in a 4.2 character tahle. If you did not, the characters convert 
correctly without this command. 

Font On/Off Commands 
The Font On/Off commands (FO #,# and FF#.#) in STANDARD.CRS represent 
WordPerfect 4.2 Font/Pitch codes. FO stands for "font on" while FF stands for 
"font off." 4.2 Font/Pitch codes are not paired codes and do not have an "on" or 
an "off." You will see why STANDARD.CRS includes "on" and "off' when 
you read the examples that follow. 

WordPerfeu 5 . 1 codes on the Font On/Off command lines are represented by a 
corrment. If you use STANDARD.CRS without making any editing changes, 
Font/Pitch codes in 4.2 documents would be replaced by a comment when a 
doc 1ment is converted. It is the comment that you want to replace as you create 
your own .CRS file. 

To fo so, 

1 Find the Font On command line representing the Font/Pitch code you want to 
translate. then place the cursor on the [Comment] code. 

For example, if you have a [Font Change: 1.1 OJ code in a 4.2 document you want 
to ,;onvert (where I is the font number and JO is the font pitch), move the cursor 
to :he comment code associated with the FO J. JO command. 

2 Insert the 5.1 code that will replace the 4.2 Font/Pitch code by following the 
same steps you would use to insert the 5.1 code in any document (see Open 
Codes and Paired Codes below). 

Open Codes 
Open codes instruct WordPerfect to change the format of text from a certain 
point forward . They are never turned off; instead. they are replaced by other 
open codes. If you insert an open code, the Font Off command line (FF #,#) 
is not needed. 

For example, suppose you want to convert a 4.2 [Font Change] code to an 
open code such as one of the fonts on the Base Font list. To make the 
proper editing change to the Font On command, place the cursor on the 
[Comment] code. then perform the following steps. 
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1 Press Font (Ctrl-F8), and select Base Font (4) to display the list of fonts. 

C l Select Base Font from the Font menu.

2 Move the cursor to the font you want to choose.

3 Choose Select (1) to insert the Base Font code.

4 Delete the comment associated with the FO command line.

5 Delete the entire FF command line associated with the font you are 
working with.

When you are finished, the command in Reveal Codes should look similar to 
the one below.

FO l,10=[Font:Helv 14.4pt Bold][HRt]

The font is one of your own choosing, but the important thing to notice is 
that the command ends with a hard return and there is no accompanying 
Comment code or FF command.

Paired Codes
Unlike open codes, paired codes have a beginning and an end. They are 
turned on before a block of text and are turned off following the text (e.g., 
[BOLD][bold]). When you wish to replace a 4.2 Font/Pitch code with a 
paired 5.1 code, you must use both the Font On (FO #,#) and Font Off (FF 
#.#) commands.

As an example, suppose you want to convert a 4.2 Font Change code [Font 
Change] to a 5.1 paired code such as one of the font attributes (e.g., Italics). 
To make the proper editing change to the Font On and Font Off commands, 
make sure the cursor is positioned on the Font On Comment code repre­
senting the Font/Pitch code you want to convert, then perform the following 
steps.

1 Press Block (Alt-F4) to turn on Block.

O  Select Block from the Edit menu.

2 Move the cursor immediately to the Comment code associated with the 
FF #,# command line representing that same Font/Pitch code.

3 Follow the steps you normally would to select the attribute.

4 Delete the Comment codes on both the Font On and Font Off command 
lines.

When you finish inserting a paired code, the command in Reveal Codes 
should look similar to the one below.

FO 2 ,10=[ITALC][HRt]
FF 2,10=[italc][HRt]

The FF #,# command line will appear in the attribute that you chose.
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1 Press Font (Ctrl-F8), and select Base Font (4) to display the list of fonts. 

031 Se/ea Base Fonr from the Font menu. 

2 Move the cursor to the font you want to choose. 

3 Choose Select ( I ) to insert the Base Font code. 

4 Delete the comment associated with the FO command line . 

5 Delete the entire FF command line associated with the font you are 
working with . 

When you are finished, the command in Reveal Codes should look similar to 
the one below. 

FO l.l0=IFont:Helv 14.4pt Bold ]IHRt] 

The font is one of your own choosing. but the important thing to notice is 
that the command ends with a hard return and there is no accompanying 
Comment code or FF command. 

Paired Codes 
Unlike open codes, paired codes have a beginning and an end. They are 
turned on before a block of text and are turned off following the text (e .g ., 
[BOLD][bold]). When you wish to replace a 4.2 Font/Pitch code with a 
paired 5.1 code, you must use both the Font On (FO #,#) and Font Off (FF 
#.#) commands. 

As an example. suppose you want to convert a 4.2 Font Change code [Font 
Change] to a 5.1 paired code such as one of the font attributes (e.g .. Italics). 
To make the proper editing change to the Font On and Font Off commands, 
make sure the cursor is positioned on the Font On Comment code repre­
senting the Font/Pitch code you want to convert. then perform the following 
steps. 

1 Press Block (Alt-F4) to turn on Block. 

cB Select Block from the Edit menu. 

2 Move the cursor immediately to the Comment code associated with the 
FF #,# command line representing that same Font/Pitch code . 

3 Follow the steps you normally would to select the attribute. 

4 Delete the Comment codes on both the Font On and Font Off command 
lines. 

When you finish inserting a paired code. the command in Reveal Codes 
should look similar to the one below. 

FO 2, I0=[ITALC]IHRtj 
FF 2,IO=[italcJIHRt] 

The FF#,# command line will appear in rhe arrribure rhar you chose. 
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Again, the attribute code would be one of your own choosing, but each 
command should not contain a Comment code and must end with [HRt], A 
Font Off command is necessary with all paired codes.

Translating Other Font/Pitch Codes
If your Font/Pitch code is not represented by any of the displayed Font 
On/Off commands, you can edit one of the existing command lines or create 
one of your own. If you create one of your own, use the same syntax as the 
rest of the Font On/Off commands.

I: is important that comments for commands representing codes you want to 
convert are deleted. If they are not, they will appear in the converted 
cocument.

Initial Pitch Command
The Initial Pitch command does not have an equivalent command in 4.2. If your
4.2 document is initially set for a pitch other than 10 pitch, however, you will 
need to edit this command.

To co so,

1 Find the letters IP in STANDARD.CRS.

2 Move the cursor to the immediate right of the equal sign (=) on that line.

3 Edit the initial pitch as necessary.

An edited Initial Pitch command in Reveal Codes should look like the one 
shown below.

IP= 13 [HRtl

As you probably know, 4.2 margins, tabs, indents, tab aligns, and column 
margins were based on the current pitch of your document. Similar features in
5.1 are measured absolutely from the margins. (Although tabs in WordPerfect
5.1 can be measured absolutely, the default is for tabs to be measured relative to 
the margin.) By specifying the pitch of your 4.2 document, 5.1 absolute 
measurements are converted correctly.

Margin Bias Command
The Margin Bias command is similar to the Size and Beginning Codes 
commands in that it does not have an equivalent 4.2 code. It is used, however, 
to correct adjustments you may have made to features which call for absolute 
horizontal measurements (margins, tabs, column margins) because of an 
unprintable region.

Most laser printers have an unprintable region. This region is an area measured 
from all four edges of a form in which you cannot print. In 4.2, margins, tabs, 
and column margins all were measured from the unprintable region. For 
example, if you set the left margin to 10 for a 10-pitch font and the unprintable 
region was .25", the actual left margin was 1.25" (1" + .25").
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Again, the attribute code would be one of your own choosing, but each 
command should not contain a Comment code and must end with [HRt). A 
F,)nt Off command is necessary with all paired codes. 

Translating Other Font/Pitch Codes 
11 your Font/Pitch code is not represented by any of the displayed Font 
On/Off commands, you can edit one of the existing command lines or create 

one of your own . If you create one of your own, use the same syntax as the 
n!st of the Font On/Off commands. 

I. is important that comments for commands representing codes you want to 
convert are deleted. If they are not, they will appear in the converted 
cocument. 

Initial Pitch Command 
The Initial Pitch command does not have an equivalent command in 4.2. If your 
4.2 document is initially set for a pitch other than 10 pitch, however, you will 
need to edit this command. 

To c o so, 

1 Find the letters IP in STANDARD.CRS. 

2 Move the cursor to the immediate right of the equal sign (=) on that line. 

3 Edit the initial pitch as necessary. 

An edited Initial Pitch command in Reveal Codes should look like the one 
shown below. 

IP= 13[HRtl 

As you probably know, 4.2 margins, tabs, indents, tab aligns, and column 
margins were based on the current pitch of your document. Similar features in 
5.1 are measured absolutely from the margins. (Although tabs in WordPerfect 
5.1 can be measured absolutely. the default is for tabs to be measured relative to 
the margin .) By specifying the pitch of your 4.2 document, 5.1 absolute 
measurements are converted correctly. 

Margin Bias Command 
The Margin Bias command is similar to the Size and Beginning Codes 
commands in that it does not have an equivalent 4.2 code. It is used. however, 
to correct adjustments you may have made to features which call for absolute 
horizontal measurements (margins, tabs. column margins) because of an 
unprintable region. 

M::ist laser printers have an unprintable region. This region is an area measured 
from all four edges of a form in which you cannot print. In 4.2, margins, tabs, 
and column margins all were measured from the unprintable region. For 
example, if you set the left margin to 10 for a IO-pitch font and the unprintable 
region was .25". the actual left margin was 1.25" (I" + .25"). 
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If you compensated in 4.2 for the unprintable region by reducing the margins, 
you will not get the same margins in 5.1. Suppose you reduced a margin in 4.2 
to 7 for a 10-pitch font to give you a .95" margin (.7" + .25"). In 5.1, 
unprintable regions are not taken into account when measuring margins (unless 
the margin is less than the unprintable region), so that same margin will result in 
a .7" margin in 5.1.

To edit the Margin Bias command,

1 Find the letters MB in STANDARD.CRS.

2 Move the cursor to the immediate right of the equal sign (=) on that line.

3 Edit the margin bias measurement as necessary.

The measurement you type is the number of inches you want to add to your 4.2 
measurements. If you type .25, .25" is added to your 4.2 measurements. For 
example.

MB=.25[HRtJ

The MB command is initially set to zero. If you delete this zero and do not 
enter a number, WordPerfect adjusts for the unprintable region by looking at the 
Minimum Margin setting for your printer in your printer definition (.PRS) file.

The Minimum Margin setting is usually very close to the unprintable region 
measurement, so you may just want to delete the zero, convert the 4.2 document, 
then see how it looks.

Size Command
The Size command is simply a way of telling WordPerfect 5.1 the size of paper 
you plan to use. While 4.2 did not actually have such a code, 5.1 needs this 
i n f o r m a t i o n  t o  calculate margins, tabs, columns, and tab aligns correctly.

This command has a default setting of Standard 8 1/2" x 11" and does not need 
to be edited if you are planning on using that size of paper in 5.1. If you are 
using a different paper size,

1 Find the line of STANDARD.CRS that contains the letters SZ.

2 Move the cursor to the immediate right of the equal sign (=) on that line and 
delete the existing Paper Size/Type code.

3 Press Form at (Shift-F8), then select Page (2) to display the Page Format 
menu.

ra Select Page from the Layout menu.

4  Select Paper Size/Type (7).

5 Select a paper size and type (see Paper Size/Type in Reference).

6 Press Exit (F7) until you return to the normal editing screen with 
STANDARD.CRS displayed.
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If you compensated in 4.2 for the unprintable region by reducing the margins, 
you will nut get rhe same margins in 5. 1. Suppose you reduced a margin in 4.2 
to 7 for a 10-pitch font to give you a .9S" margin (.7" + .25"). In 5.1, 
unprintable regions are not taken into account when measuring margins (unless 
the margin is less than the unprintable region), so that same margin will result in 
a .7" margin in 5.1. 

To edit the Margin Bias command, 

1 Find the letters MB in STANDARD.CRS. 

2 Move the cursor to the immediate right of the equal sign (=) on that line. 

3 Edit the margin bias measurement as necessary. 

The measurement you type is the number of inches you want to add to your 4.2 
measurements. If you type .25, .2S" is added to your 4 .2 measurements. For 
example. 

MB=.25[HRtj 

The MB command is initially set to zero. If you delete this zero and do not 
enter a number. WordPerfect adjusts for the unprintable region by looking at the 
Minimum Margin setting for your printer in your printer definition (.PRS) file. 

The Minimum Margin setting is usually very close to the unprintable region 
measurement, so you may just want to delete the zero, convert the 4.2 document, 
then see how it looks. 

Size Command 
The Size command is simply a way of telling WordPerfect 5.1 the size of paper 
you plan to use. While 4.2 did not actually have such a code, 5.1 needs this 
informatio n to calcula1e margins. tabs. columns, and tab aligns correctly. 

This command has a default setting of Standard 8 l /2" x 11" and does not need 
to be edited if you are planning on using that size of paper in 5.1. If you are 
using a different paper size, 

1 Find the line of STANDARD.CRS that contains the letters SZ. 

2 Move the cursor to the immediate right of the equal sign (=) on that line and 
delete the existing Paper Size/Type code. 

3 Press Format (Shift-F8) , then select Page (2) to display the Page Format 
menu. 

IBl Se/eel Page from rhe Layow menu. 

4 Select Paper Size/Type (7). 

5 Select a paper size and type (see Paper Size/Type in Reference). 

6 Press Exit (F7) until you return to the normal editing screen with 
STANDARD.CRS displayed. 
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When a document is converted, the code is placed before any other codes or text. 

An edited Size command in Reveal Codes should look like the one below. 

SZ=[Paper Sz/Typ:9.5"x4",Envelope][HRt]

See Also: Convert Program; Document Conversion, WordPerfect 5.1 to 4.2;
Text In/Out

Document Conversion, WordPerfect 5.1 to 4.2

The following section discusses how to convert a WordPerfect document created 
in WordPerfect 5.1 to a WordPerfect 4.2 document.

If ycu want to convert a WordPerfect 4.2 document to WordPerfect 5.1, see 
Document Conversion, WordPerfect 4.2 to 5.J in Reference.

I f yon want to convert a WordPerfect 5.1 document to WordPerfect 5.0. see Text In/Out 
in Reference. I f you want to convert a WordPerfect 5.0 document to a WordPerfect 5.1 
document, retrieve the 5.0 document into 5.1. then save the document. Alt codes should 
convert completely.

The easiest way to convert a WordPerfect 5.1 document to WordPerfect 4.2 is to 
use the Save as WordPerfect 4.2 option on the Text In/Out key (Ctrl-F5,3,3). 
Most text and many codes are converted to 4.2. If you are happy with the 
document as it is, you need to do nothing more.
After you save your document, you may notice that some of your 5.1 codes did 
not convert. Most WordPerfect 5.1 codes that have no equivalent in 
WordPerfect 4.2 are removed.

Some WordPerfect 5.1 codes that have no equivalent in WordPerfect 4.2 can be 
converted to 4.2 codes with the aid of a conversion resource (.CRS) file. This 
file, which you create (using the STANDARD.CRS file as a model), translates 
some "untranslatable” 5.1 codes (codes that have no equivalent 4.2 codes).
When you use the Save as WordPerfect 4.2 option on the Text In/Out key, 
WordPerfect looks for a .CRS file.

To create a conversion resource (or .CRS) file,

1 Press Retrieve (Shift-FlO).

US Select Retrieve from the File menu.

2 Retrieve the STANDARD.CRS file.

Important: STANDARD. CRS is installed with the WordPerfect utility programs. I f you 
did not install the WordPerfect utility programs when you installed WordPerfect (or have 
not subsequently done so), you need to do so before you can retrieve STANDARD.CRS 
(see the Installation Instructions card).
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When a document is converted, the code is placed before any other codes or text. 

An edited Size command in Reveal Codes should look like the one below. 

SZ=[Paper Szffyp:9.5"x4".Envelupe]IHRt] 

See Also: Convert Program; Document Conversion. WordPerfect 5.1 to 4.2; 
Text In/Out 

-----■------------------------------------
Document Conversi(lin, WordPerfect 5.1 to 4.2 

The following section discusses how to convert a WordPerfect document created 
in ¼ordPerfect 5.1 to a WordPerfect 4.2 document. 

If ye u want to convert a WordPerfect 4.2 document to WordPerfect 5.1, see 
Dornment Conversion. WordPerfect 4.2 to 5.1 in Reference. 

If yo,1 wall/ to convert a WordPerfect 5.1 document to WordPerfect 5.0, see Text In/Out 
in Reference. If you want to convert a WordPerfect 5.0 document to a WordPerfect 5.1 
doc1une11t, retrieve the 5.0 document into 5.1, then save the document. All codes should 
conv ?rt completely. 

The easiest way to convert a WordPerfect 5.1 document to WordPerfect 4.2 is to 
use the Save as WordPerfect 4.2 option on the Text In/Out key (Ctrl-F5,3,3). 
Mmt text and many codes are converted to 4.2. If you are happy with the 
document as it is. you need to do nothing more. 

Aft, r you save your document, you may notice that some of your 5.1 codes did 
not convert . Most WordPerfect 5.1 codes that have no equivalent in 
WordPerfect 4.2 are removed. 

Some WordPerfect 5.1 codes that have no equivalent in WordPerfect 4.2 can be 
converted to 4.2 codes with the aid of a conversion resource (.CRS) file. This 
file. which you create (using the STANDARD.CRS file as a model), translates 
some "untranslatable" 5.1 codes (codes that have no equivalent 4.2 codes). 
When you use the Save as WordPerfect 4.2 option on the Text In/Out key, 
WordPerfect looks for a .CRS file. 

To ~reate a conversion resource (or .CRS) file, 

1 Press Retrieve (Shift-FIO). 

03) Select Retrieve from the File menu. 

2 Retrieve the STANDARD.CRS file . 

lmportalll: STANDARD.CRS is installed with the WordPerfect utility programs. If you 
did not install the WordPerfect utility programs when you installed WordPerfect (or have 
not subsequently done so), you need to do so before you can retrieve STANDARD.CRS 
( se, '. the Installation Instructions card). 
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3 Press Reveal Codes (AIt-F3) to turn on Reveal Codes.

CB Select Reveal Codes from the Edit menu.

4  Modify the commands in STANDARD.CRS.

STANDARD.CRS contains a series of commands represented by capital letters 
and, in some cases, numbers and comments. These commands, separated by 
hard returns, serve as the basis for the conversion resource file you will create.

Some of the lines of commands are used in the 5.1 to 4.2 conversion process. 
These lines start with FT, AO, AF, BP, and WC. One line (the one that starts 
with MB) is used in both the 5.1 to 4.2 conversion process as well as the 4.2 to
5.1 conversion process. The other lines are used in the 4.2 to 5.1 conversion 
process (see Document Conversion, WordPerfect 4.2 to 5.1 in Reference).

Each command contains an equal sign (=). If you think of the file as a 
translation file, 5.1 “language” is on the left side of each equal sign, and 4.2 
“language” is on the right side of each equal sign (5.1 to 4.2 commands only). 
Basically, when WordPerfect converts a document from 5.1 to 4.2, it searches 
for 5.1 codes represented by letters, numbers, and codes on the left side of the 
equal sign and replaces them with 4.2 information which you will enter on the 
right side of the equal sign. The process for editing STANDARD.CRS 
commands differs depending on the type of command (see the command 
headings under Notes below).

You should always edit a .CRS file with Reveal Codes (Alt-F3) on.

5 Press Exit (F7) to save the file and clear the screen.

CB Select Exit from the File menu.

6 Type y to save the document.

7 Enter the name (including the complete pathname) of your printer (.PRS) file 
(minus the .PRS extension), and include a .CRS extension (e.g., 
C:\WP51\HPLASEII.CRS).

If you don’t know the name of your printer file, use List Files to display your 
printer files (see List Files and Printer, Select in Reference) or use the Printer: 
Edit screen (see Printer, Edit in Reference).

You don’t have to rename the .CRS file. If you name the .CRS file with your 
printer filename, however, it will be used to convert documents when that printer 
is selected. If you are using more than one printer, you can create a .CRS file 
for each of your printers. If WordPerfect can't find a .CRS file for a printer, 
WordPerfect uses STANDARD.CRS. If WordPerfect can’t find any .CRS file 
(including STANDARD.CRS), it converts the document without one.

In order for WordPerfect to use a .CRS file, it must be located in the same 
directory as your printer (.PRS) files, the default directory, or the directory where 
WP.EXE is located (see Location o f Files in Reference).

8 Type n to clear the screen.
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3 Press Reveal Codes (Alt-F3) to turn on Reveal Codes. 

ra Select Reveal Codes from the Edit menu. 

4 Modify the commands in STANDARD.CRS. 

STANDARD.CRS contains a series of commands represented by capital letters 
and, in some cases. numbers and comments. These commands, separated by 
hard returns, serve as the basis for the conversion resource file you will create. 

Some of the lines of commands are used in the 5.1 to 4 .2 conversion process. 
These lines start with FT, AO, AF, BP. and WC. One line (the one that starts 
with MB) is used in both the 5.1 to 4.2 conversion process as well as the 4.2 to 
5.1 conversion process. The other lines are used in the 4.2 to 5.1 conversion 
process (see Document Conversion, WordPe,fect 4.2 to 5. I in Reference). 

Each command contains an equal sign (= ). If you think of the file as a 
translation file, 5.1 "language" is on the left side of each equal sign, and 4.2 
''language" is on the right side of each equal sign (5.1 to 4.2 commands only). 
Basically, when WordPerfect converts a document from 5.1 Lo 4.2, it searches 
for 5.1 codes represented by letters, numbers, and codes on the left side of the 
equal sign and replaces them with 4.2 information which you will enter on the 
right side of the equal sign. The process for editing STANDARD.CRS 
commands differs depending on the type of command (see the command 
headings under Notes below). 

You slwuld alwavs e<lil a .CRS file with Reveal Codes (Alt- FJ) 011. 

5 Press Exit (F7) to save the file and clear the screen. 

[8) Se/eel £xii from the File me1111. 

6 Type y to save the document. 

7 Enter the name (including the complete pathname) of your printer (.PRS) file 
(minus the .PRS extension), and include a .CRS extension (e.g., 
C:\ WPS I \HPLASEII.CRS ). 

If you don't know the name of your printer file, use List Files to display your 
printer files (see List Files and Printer, Select in Reference) or use the Printer: 
Edit screen (see Printer, Edit in Reference) . 

You don't have to rename the .CRS file . If you name the .CRS file with your 
printer filename, however, it will be used to convert documents when that printer 
is selected. If you are using more than one printer. you can create a .CRS file 
for each of your printers. If WordPerfect can't find a .CRS tile for a printer, 
WordPerfect uses STANDARD.CRS. If WordPerfect can't find any .CRS file 
(including STANDARD.CRS), it converts the document without one. 

In order for WordPerfect to use a .CRS file. it must be located in the same 
directory as your printer (.PRS) files, the default directory, or the directory where 
WP.EXE is located (see Location of Files in Reference) . 

8 Type n to clear the screen. 

DOCUMENT CONVERSION. WORDPERFECT 5.1 TO 4.2 139 



After you create the .CRS file, use the Save as 4.2 option on the Text In/Out 
menu to save your WordPerfect 5.1 documents as 4.2 documents. If you wish, 
you can edit the CRS file for each document you convert, or you can convert 
them one after another without ever editing your .CRS file again.

Notes Attribute On/Off Command
The Attribute On/Off command (AO and AF) in STANDARD.CRS represents 
WordPerfect 5.1 attribute codes (e.g., Italics, Small Caps). AO stands for 
“attribute on” while AF stands for “attribute off.” Attribute codes are converted 
to a 4.2 Font/Pitch code.

To edit Attribute On/Off commands,

1 Move the cursor to the immediate right of the AO command.

2 Fress Block (Alt-F4) to turn on Block.

IB Select Block from the Edit menu.

3 Move the cursor to the immediate right of the AF command.

4 Select the attribute you want to convert.

Select the attribute just as you would in any 5.1 document (see Attributes in 
Reference).

5 Move the cursor to the immediate right of the equal sign (=) on the AO 
command line.

6 Edit the Font and Pitch command as necessary.

7 Move the cursor to the immediate right of the equal sign on the AF 
command line.

8 Edit the Font and Pitch command as necessary.

The Font and Pitch command on the AO and AF command lines do not have to 
(and probably will not) be the same. The Font and Pitch command on the AO 
command line is the font and pitch you want to use at the beginning of the 
surrounded text. The Font and Pitch command on the AF command line is the 
font and pitch you want to use at the end of the surrounded text.

An example of an edited Attribute On/Off command as it should appear in 
Reveal Codes is shown below.

AO[ITALC]=3,10[HRt]
AF[italc]=l,10[HRt]

In this example, the 5.1 Italics On code is replaced with a 4.2 Font 3, Pitch 10 
code. The 5.1 Italics Off code is replaced with a 4.2 Font 1, Pitch 10 code.

The 4.2 font you select on the AF line should usually be the default font for the 
document.
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After you create the .CRS file, use the Save as 4.2 option on the Text In/Out 
menu to save your WordPerfect 5.1 documents as 4.2 documents. If you wish, 
you can edit the CRS file for each document you convert, or you can convert 
them Jne after another without ever editing your .CRS file again. 

,utrib11te On/Off Command 
The Attribute On/Off command (AO and AF) in STANDARD.CRS represents 
WordPerfect 5.1 attribute codes (e.g., Italics, Small Caps). AO stands for 
';attribute on" while AF stands for "attribute off." Attribute codes are converted 
to a L,.2 Font/Pitch code. 

To edit Attribute On/Off commands, 

·1 Move the cursor to the immediate right of the AO command. 

:z F ress Block ( Alt-F4) to turn on 8 lock. 

:=B Select Block frum rhe Edir menu. 

3 Move the cursor to the immediate right of the AF command. 

4 Select the attribute you want to convert. 

Sele,:t the attribute just as you would in any 5.1 document (see Attributes in 
Reference). 

5 :"1ove the cursor to the immediate right of the equal sign (=) on the AO 
,:ommand line. 

6 Edit the Font and Pitch command as necessary. 

7 Move the cursor to the immediate right of the equal sign on the AF 
command line. 

8 Edit the Font and Pitch command as necessary. 

The Font and Pitch command on the AO and AF command lines do not have to 
(and probably will not) be the same. The Font and Pitch command on the AO 
command line is the font and pitch you want to use at the beginning of the 
sun-ounded text. The Font and Pitch command on the AF command line is the 
font and pitch you want to use at the end of the surrounded text. 

An example of an edited Attribute On/Off command as it should appear in 
Re·,eal Codes is shown below. 

AO[ITALC]=3, IO[HRt) 
AF[italc ]=I, I 0[HRt) 

In this example, the 5. I Italics On code is replaced with a 4.2 Font 3, Pitch I 0 
code. The 5.1 Italics Off code is replaced with a 4.2 Font 1, Pitch 10 code. 

The 4.2 font you select on the AF line should usually be the default font for the 
document. 
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Bin Paper Command
WordPerfect 5.1 Paper Size/Type codes that are used to select paper from a 
particular bin location are represented in STANDARD.CRS by BP. WordPerfect
4.2 Bin Number codes are represented by a number.

To edit a Bin Paper command.

1 Move the cursor to the immediate right of the BP command.

2 Delete the existing Paper Size/Type code.

3 Insert a Paper Size/Type code.

Insert the code just as you would in any 5.1 document (see Paper Size/Type in 
Reference).

4 Move the cursor to the immediate right of the equal sign (=) on the same 
command line.

5 Edit the Bin Number as necessary.

An edited Bin Paper Command in Reveal Codes should look similar to the one 
shown below.

BP[Paper Sz/Typ: 9.5"x4", Envelope]=2[HRt)

The command in the example above would convert a 9.5" x 4" Envelope Paper 
Size/Type code to a 4.2 Bin Number 2 code.

Font Command
Font (FT) commands in STANDARD.CRS represent WordPerfect 5.1 Base Font 
codes (e.g., [Font:Tms Rmn 10pt]). WordPerfect 4.2 Font codes on the Font 
command lines are represented by two numbers. For example, Font 1, Pitch 10 
is represented by 1,10.

To edit a Font command line,

1 Move the cursor to the immediate right of the FT on the Font command line.

2 Insert the 5.1 Base Font code that you wish to convert.

Insert the code just as you would insert a Base Font code in any 5.1 document 
(see Font in Reference).

3 Move the cursor to the immediate right of the equal sign (= ) on the same 
command line.

4 Edit the Font and Pitch command as necessary.

For example, if you want to convert a 5.1 Times Roman lOpt Base Font to a 4.2 
Font 2, Pitch 13 code, the command in Reveal Codes should read:

FT[Font:Tms Rmn 10pt]=2,13[HRt]

You can create as many FT command lines as necessary, but make sure that they 
have the syntax shown above.
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Bin Paper Command 
WordPerfect 5.1 Paper Sizeffype codes that are used to select paper from a 
particular bin location are represented in STANDARD.CRS by BP. WordPerfect 
4.2 Bin Number codes are represented by a number. 

To edit a Bin Paper command. 

1 Move the cursor to the immediate right of the BP command. 

2 Delete the existing Paper Sizeffype code. 

3 Insert a Paper Sizeffype code. 

Insert the code just as you would in any 5. 1 document (see Paper Size!Type in 
Reference). 

4 Move the cursor to the immediate right of the equal sign (=) on the same 
command line. 

5 Edit the Bin Number as necessary. 

An edited Bin Paper Command in Reveal Codes should look similar to the one 
shown below. 

BP[Paper Szffyp: 9.5"x4", Envelope]=2[HRtf 

The command in the example above would convert a 9.5" x 4" Envelope Paper 
Sizeffype code to a 4.2 Bin Number 2 code . 

Font Command 
Font (FT) commands in STANDARD.CRS represent WordPerfect 5.1 Base Font 
codes (e.g., [Font:Tms Rmn !Opt]) . WordPerfect 4.2 Font codes on the Font 
command lines are represented by two numbers. For example, Font I. Piti:h 10 
is represented by I, I 0. 

To edit a Font command line, 

1 Move the cursor to the immediate right of the FT on the Font command line. 

2 Insert the 5.1 Base Font code that you wish to convert . 

Insert the code just as you would insert a Base Font code in ,my 5.1 document 
(see Font in Reference). 

3 Move the cursor to the immediate right of the equal sign (=) on the same 
command line. 

4 Edit the Font and Pitch command as necessary. 

For example, if you want to convert a 5.1 Times Roman IOpt Base Font to a 4.2 
Font 2, Pitch 13 code. the command in Reveal Codes should read : 

FT[Font:Tms Rmn IOpt)=2.J3[HRtJ 

You can create as many FT command lines as necessary. but make sure that they 
have the syntax shown above. 
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Margin Bias Command
The Margin Bias command is used to make adjustments to features which call 
for an absolute horizontal measurement (tabs, margins, column margins). This 
command is necessary because unprintable regions on some printers cause 
WordPerfect to treat absolute horizontal measurements differently in WordPerfect
5.1 and 4.2.

Most laser printers have an unprintable region. This region is an area measured 
from all four edges of a form in which you cannot print. In WordPerfect 5.1, 
unprintable regions are not taken into account for features requiring an absolute 
horizontal measurement (unless the measurement is less than the unprintable 
region), so a 1" margin measurement in 5.1, equals a 1" margin measurement.

In WordPerfect 4.2, however, horizontal measurements are all measured from the 
unprintable region. For example, if you set the left margin to 10 for a 10-pitch 
font and the unprintable region is .25", the actual left margin is 1.25" (1" + .25").

If you have an unprintable region and are converting a document from 5.1 to 4.2, 
you will not get the same measurements. As you can see in the examples given 
in the two paragraphs above, a 1" margin in 5.1 becomes a 1.25" margin in 4.2 
if you have a .25" unprintable region.

To edit the Margin Bias command,

1 Find the letters MB in STANDARD.CRS.

2 Move the cursor to the immediate right of the equal sign (=) on that line.

3 Edit the margin bias measurement.

Type the number of inches you want to subtract from your 5.1 measurements. If 
you type .25, .25" is subtracted from your 4.2 measurements.

Ari edited Margin Bias command in Reveal Codes should look like the one 
below.

MB=.25[HRt]

The MB command is initially set to zero. If you delete this zero and do not 
enter a number, WordPerfect adjusts for the unprintable region by looking at the 
Minimum Margin setting for your printer in your printer definition (.PRS) file.

This setting is usually very close to the unprintable region measurement, so you 
may want to delete the zero, convert the document, and see how the document 
looks.

V/ordPerfect Character Command
The WordPerfect Character command converts WordPerfect 5.1 characters to 4.2 
extended characters.
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for an absolute horizontal measurement (tabs, margins, column margins). This 
comrr.and is necessary because unprintable regions on some printers cause 
Word Perfect to treat absolute horizontal measurements diffen:ntly in WordPerfect 
5.1 and 4.2. 

Most laser printers have an unprintable region. This region is an area measured 
from all four edges of a form in which you cannot print. In WordPerfect 5 .1, 
unprintable regions are not taken into account for teatures requiring an absolute 
horizontal measurement (unless the measurement is less than the unprintable 
regicn), so a I" margin measurement in 5.1, equals a I" margin measurement. 
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you will not get the same measurements. As you can see in the examples given 
in the two paragraphs above. a I" margin in 5.1 becomes a 1.25" margin in 4.2 
if y,Ju have a .25" unprintable region . 

To -~dit the Margin Bias command. 

1 Find the letters MB in STANDARD.CRS. 

2 Move the cursor to the immediate right of the equal sign (=) on that line. 

3 Edit the margin bias measurement. 

Ty ;Je the number of irn.:hes you want to subtract from your 5.1 measurements. If 
yoJ type .25, .25" is subtracted from your 4.2 measurements. 

An edited Margin Bias command in Reveal Codes should look like the one 
below. 

MB=.25[HRt] 

The MB command is initially set to zero. If you delete this zero and do not 
enter a number, WordPerfect adjusts for the unprintable region by looking at the 
Minimum Margin setting for your printer in your printer definition (.PRS) file. 

This setting is usually very close to the unprintable region measurement, so you 
may want to delete the zero, convert the document. and see how the document 
looks. 

WordPerfect Character Command 
The WordPerfect Character command converts WordPerfect 5.1 characters to 4.2 
e:xtended characters. 
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To edit the command,

1 Move the cursor one space to the right of the WC command.

2 Insert a character from a WordPerfect character set.

Insert the character just as you would in any 5.1 document (see Compose in 
Reference).

3 Move the cursor to the immediate right of the equal sign (=) on the same 
command line.

4 Type a space, then type the font number, a comma, then the character 
number of the 4.2 extended character.

For example, if you want to convert the 5.1 character to the character 
represented in 4.2 by Font 1, Character 3, type 1,3.

An edited WordPerfect Character command in Reveal Codes should look like the 
one shown below.

WC [1:4,23]= l,9[HRt]

The 5.1 code to the left of the equal sign will only expand if the cursor is resting 
on it.

In the example above, 5.1 character 4,23 would be converted to character 9 in 
the 4.2 character set and would be printed in 4.2’s Font 1.

See Also: Convert Program; Document Conversion, WordPerfect 4.2 to 5.1;
Text In/Out

D ocum ent Form at

The Document Format options let you make certain format changes that affect 
only the document you are currently working on.

For example, you can use Document Format to change your standard format 
settings for just one document, change the initial base font, or create a document 
summary.

1 Press Format (Shift-F8), then select Document (3) to display the Document 
Format menu.

rH Select Document from the Layout menu.

2 Select an option, then make any necessary adjustments (see Notes below).

3 Press Exit (F7) to return to the normal editing screen.
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Document Format 

To edit the command, 

1 Move the cursor one space to the right of the WC command. 

2 Insert a character from a WordPerfect character set. 

Insert the character just as you would in any 5.1 document (see Compose in 
Reference). 

3 Move the cursor to the immediate right of the equal sign (=) on the same 
command line. 

4 Type a space, then type the font number, a comma, then the character 
number of the 4.2 extended character. 

For example, if you want to convert the 5.1 character to the character 
represented in 4.2 by Font I, Character 3, type 1,3. 

An edited WordPerfect Character command in Reveal Codes should look like the 
one shown below. 

we [ ■ :4,23]= l,9[HRt] 

The 5.1 code to the left of the equal sign will only expand if the cursor is resting 
on it. 

In the example above, 5.1 character 4,23 would be converted to character 9 in 
the 4.2 character set and would be printed in 4.2's Font I. 

See Also: Convert Program; Document Conversion, WordPerfect 4 .2 to 5.1; 
Text In/Out 

The Document Format options let you make certain format changes that affect 
only the document you are currently working on. 

For example, you can use Document Format to change your standard format 
settings for just one document, change the initial base font, or create a document 
summary. 

1 Press Format (Shift-F8), then select Document (3) to display the Document 
Format menu. 

' 8l Select Document from the Layout menu. 

2 Select an option, then make any necessary adjustments (see Notes below). 

3 Press Exit (F7) to return to the normal editing screen. 
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Notes Display Pitch
If you want to change the space on the screen allotted to tabs, indents, or column 
“gutters,” you can adjust the display pitch to a setting of your own (see Display 
Pitch in Reference).

Changing the display pitch at any point in your document does not insert a code 
into your text, but it does affect the on-screen appearance of the text throughout 
that document.

Initial Base Font
When you select a printer, an initial base font is assigned with that printer (see 
Printer, Select in Reference). This option on the Format: Document menu lets 
you override that setting for just one document. The font you select using this 
option becomes the base font for that document, unless you change it using Base 
Font (Ctrl-F8,4) (see Font in Reference).

Initial Codes
The Initial Codes option on the Format: Document menu lets you display the 
codes that you have placed in the Initial Codes option on the Setup: Initial 
Settings menu (Shift-Fl,4,5). You can then edit these settings or insert new 
codes for just one document. Any changes you make using this option override 
the settings made on the Setup: Initial Settings menu. The method for entering 
the codes is the same for both features (see Initial Codes in Reference).

Although the codes you enter using this option do not appear in your actual 
document, they take effect from the first of the document and remain in effect 
until you enter new codes within the document to change them.

Redline Method
This feature determines how Redline marking is displayed on the printed page 
for a specific document (see Redline/Strikeout in Reference).

Select either Printer Dependent (1), Left (2), or Alternating (3).

Printer Dependent marks the redlined text according to the redline string in the 
printer file, as displayed when you print PRINTER.TST (see Font in Reference). 
Left marks redlined text with a vertical bar (I) in the left margin. Alternating 
marks redlined text with a vertical bar in the left margin for even-numbered 
pages and in the right margin for odd-numbered pages.

When you select Left or Alternating, you are asked for a redline character that 
will be placed in the margins. The default is the vertical bar (I). You can enter 
the redline character of your choice by typing the character or by using Compose 
(C:rl-2) to enter any character in the WordPerfect character sets (see Compose in 
Reference).

Summary
Select Summary (5) to create or edit a document summary for the document you 
are creating (see Document Summary in Reference).
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If you want to change the space on the screen allotted to tabs, indents, or column 
"gutters," you can adjust the display pitch to a setting of your own (see Display 
Pitch in Reference). 
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See Also: Display Pitch; Document Summary; Font; Initial Settings; 
Redline/Strikeout

Document Summary

Document Summary helps you organize, and then quickly locate, your 
documents.

If you create a document summary for a file, that summary is the first thing 
which is displayed when you look at the contents of the file in List Files. 
Consequently, when you are looking through a directory filled with many large 
files, you don’t have to scroll through the text of each file to determine what the 
file contains.

Instead, you are presented with a brief on-screen synopsis of each document, 
giving you the author, typist, and a short description of the file’s contents.

DOS NAME 
LONG FILENAME
INFORMATION ABOUT 
THE FILE

Subject l4mian Baroque Sculpture
Account Caption and Comments for Sculpture Illustrations 
Keyuords Bernini, Sculpture, Rome, Florence, Baroque
Author Wendy Muirbrook
Typist Hilary SacHau
Abstract
A 23-page study of Italian Baroque Sculpture and Bernini's Influence. Many 
examples and critiques of sculpture and art from the period.

Look Doc Sujnm: 1 Next; 2 Prev; 3 Look at text; 4 Print Suntm; S Save to File: 0

If you are using the Long Document Name feature, the summary lists both the 
DOS name and the long name for each document (see Name and Type below).

The document summary also displays both the date when the summary was 
created and the latest revision date of the document itself. If you make several 
different revisions of the same file for different purposes, you can edit the 
document summary for each revision, indicating the differences. You will then 
be able to quickly display a summary of the changes made in that revision, 
accompanied by the revision date.

Document summaries also let you narrow the scope of a search when you use 
Find in List Files (see the information on keywords under Document Summary 
Menu below).

You can create or edit a document summary from anywhere in your document.
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Document Summary helps you organize, and then quickly locate, your 
documents. 

If you create a document summary for a file, that summary is the first thing 
which is displayed when you look at the contents of the file in List Files. 
Consequently, when you are looking through a directory filled with many large 
files, you don't have to scroll through the text of each file to determine what the 
file contains. 

Instead, you are presented with a brief on-screen synopsis of each document, 
giving you the author, typist, and a short description of the file's contents. 
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If you are using the Long Document Name feature, the summary lists both the 
DOS name and the long name for each document (see Name and Type below). 

The document summary also displays both the date when the summary was 
created and the latest revision date of the document itself. If you make several 
different revisions of the same file for different purposes, you can edit the 
document summary for each revision, indicating the differences. You will then 
be able to quickly display a summary of the changes made in that revision, 
accompanied by the revision date. 

Document summaries also let you narrow the scope of a search when you use 
Find in List Files (see the information on keywords under Document Summary 
Menu below). 

You can create or edit a document summary from anywhere in your document. 

DOCUMENT SUMMARY 145 



I Press Format (Shift-F8), then select Document (3).

CB Select Document from the Layout menu.

1 Select Summary (5) to display the Document Summary menu.

3 Select the options and enter the information you want included in that 
document summary (see Document Summary Menu below).

4 Press Exit (F7) to return to your document and save your changes.

The cursor returns to its original place in your document.

Whiie the Document Summary menu is on-screen, press Cancel (FI) to return to 
the previous menu, ignoring any changes you have made.

Notes Create Summary Feature
You can set Create Summary on Save/Exit in Setup (Shift-F 1,3,4,1) to Yes to 
have WordPerfect prompt you to create document summaries. When the Create 
Summary feature is set to Yes, WordPerfect displays the Document Summary 
menu each time you save or exit a document, until you have created a summary 
for :hat document (see Document Management/Summary under Environment 
Setup in Reference).

Delete
Creating a document summary does not insert any codes into a document. Once 
you have created a summary for a document, the only way you can delete it is 
by pressing Delete (Del), then typing y while the cursor is on the status line in 
the Document Summary menu. This deletes the document summary and returns 
you to the normal editing screen.

If you delete a document summary, you cannot restore it. You can only create a 
new1 summary for that document.
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Press Format (Shift-F8), then select Document (3). 

I~ Select Document fmm the La_,·our menu. 

:2 5elect Summary (5) to display the Document Summary menu. 

3 ~;elect the options and enter the information you want included in that 
oocument summary (see Document Summary Menu below). 

4 Press Exit (F7) to return to your document and save your changes. 

The cursor returns to its original place in your document. 

White the Document Summary menu is on-screen, press Cancel (FI) to return to 
the previous menu, ignoring any changes you have made. 

Create Summary Feature 
You can set Create Summary on Save/Exit in Setup (Shift-F 1,3,4, I) to Yes to 
have WordPerfect prompt you to create document summaries. When the Create 
Summary feature is set to Yes, WordPerfect displays the Document Summary 
menu each time you save or exit a document. until you have created a summary 
for :hat document (see Document Management/Summary under Environment 
Sewp in Reference). 

DelEte 
Creating a document summary does not insert any codes into a document. Once 
you have created a summary for a document, the only way you can delete it is 
by ;,ressing Delete ( Del), then typing y while the cursor is on the status line in 
the Document Summary menu. This deletes the document summary and returns 
yOL to the normal editing screen. 

If you delete a document summary, you cannot restore it. You can only create a 
new summary for that document. 



Document Summary Menu
When you display the document summary menu using steps 1 and 2 at the 
beginning of this section, it presents any information contained in the current 
summary.

A  REVISION DATE 
A  CREATION DATE 
A  NAME AND TYPE 
A  AUTHOR AND TYPIST 
A  INFORMATION ENTRIES 
A  ABSTRACT

>
>• - 
► >

Revision
Creation

> 3 Author
Typist

Date
Date
Name
Type

►
4 - Subject
5 - Account

6 - Keywords
Abstract

10 0 2 - 9 *  0 1 : 42v

Selection: 0 I Retrieve to capture: Del to remove summary)

Even when no summary exists for a document, the Creation Date is still 
displayed on the Document Summary menu. If the document has a Revision 
Date, Long Document Name, or Type, these entries are also displayed.

The Revision Date is the latest date when the document was revised. A revision 
date cannot be edited or changed. Whenever you edit and save a document, 
WordPerfect updates this date according to your computer's current date and 
time.

To change any entry o n  t h e  d o c u m e n t  s u m m a r y  m e n u ,  s e l e c t  t h e  e n t r y ,  t h e n

enter the information you want. While editing these entries, you can use the 
standard cursor movement and deletion keys to edit text. You can also use Bold 
(F6) and Underline (F8) to emphasize text, and Compose (Ctrl-2) to add any 
character from a WordPerfect character set (see Compose in Reference). How­
ever, you cannot use other editing features such as the Speller, Thesaurus, or 
Search. If you change your mind while editing an entry, you can press Cancel 
(FI) to leave the entry and ignore your changes.

An explanation of each entry on the document summary menu follows.

Abstract
The Abstract entry (7) can contain up to 780 characters, excluding any space 
required for extended characters created using Compose (Ctrl-2). An abstract 
is usually a brief summary of a document's contents. You can type an 
abstract in this entry, or you can press Retrieve (Shift-FlO) when the cursor 
is on the Document Summary menu and type y to retrieve the first 400 
characters of the document as its abstract (see Retrieve below).
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Even when no summary exists for a document. the Creation Date is still 
displayed on the Document Summary menu. If the document has a Revision 
Date. Long Document Name. or Type. these entries are also displayed. 

The Revision Date is the latest date when the document was revised. A revision 
date cannot be edited or changed. Whenever you edit and save a document. 
WordPerfect updates this date according to your computer's current date and 
time. 

To change any entry on the docurnenr ~urnmary menu . se lect the entry, then 
enter the information you want. While editing these entries, you can use the 
standard cursor movement and deletion keys to edit text. You can also use Bold 
(F6) and Underline (F8) to emphasize text, and Compose (Ctrl-2) to add any 
character from a WordPerfect character set (see Compose in Reference). How­
ever. you cannot use other editing features such as the Speller. Thesaurus. or 
Search . If you change your mind while editing an entry, you can press Cancel 
(Fl) to leave the entry and ignore your changes. 

An explanation of each entry on the document summary menu follows. 

Abstract 
The Abstract entry (7) can contain up to 780 characters, excluding any space 
required for extended characters created using Compose (Ctrl-2). An abstract 
is usually a brief summary of a document's contents. You can type an 
abstract in this entry, or you can press Retrieve (Shift-FI0) when the cursor 
is on the Document Summary menu and type y to retrieve the first 400 
characters of the document as its abstract (see Retrieve below). 
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Author and Typist
Tie Author and Typist entries (3) can include up to 60 characters excluding 
any extra space required for extended characters. You can type names in 
these entries, or you can press Retrieve (Shift-FlO) and type y when the 
cursor is on the Document Summary menu to retrieve the latest Author and 
Typist entries w h ich  you saved to a document summary during that editing 
session (see Retrieve below).

Creation Date
The Creation Date (1) is the date the document summary was created. It 
remains constant unless you change it.

Once you select this entry, you can either edit the existing date and time or 
eater a new one. For the date, enter the month, day, and year, separated by 
slashes (e.g., 9/9/99 or 09/09/1999). For the time, enter the complete time 
(e.g., 10:00a and not 10a for 10:00 a.m.).

Information Entries
Entries 4 through 6 on the Document Summary menu can each contain up to 
160 characters excluding any extra space required for extended characters.

Select Subject (4) to enter any information which will help you identify a 
document. You can type in a subject or you can move to the status line in 
the Document Summary menu, press Retrieve (Shift-FlO), then type y to 
retrieve the first 160 characters of the Subject entry from the document (see 
Subject Entries below).

S.elect Account (5) to enter any information which will help you identify the 
docum ent.

Select Keywords (6) to enter keywords that label a document. When you are 
using Find in List Files, you can then search for the Keyword entries from 
the document summaries (see Find, Conditions in Reference).

Name and Type
The Document Name entry (2) applies to the Long Document Name (see 
Exit in Reference). A long document name can contain up to 68 characters.
A long document type can contain up to 20 characters.

Do not enter a pathname. WordPerfect does not recognize pathnames in 
long document names and treats them as part of the long document name.

If a document already has a long name and type, they are displayed in this 
entry. You can enter or edit both the long name and type in Document 
Summary. If you change them, the new name and type will appear when 
you exit or save the document.

Even if you set Long Document Names in Setup (Shift-F 1,3,4,3) to No, any 
long document name and type you place in the Document Summary will be 
included with that document when you save it. That long document name 
will then be displayed on-screen whenever you use the Long Display feature 
in List Files (see List Files in Reference).
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session (see Retrieve below) . 

Creation Date 
The Creation Date (I) is the date the document summary was created. It 
remains constant unless you change it. 

Once you select this entry. you can either edit the existing date and time or 
e 1ter a new one. For the date. enter the month. day, and year, separated by 

slashes (e .g .. 9/9/99 or 09/09/1999) . For the time. enter the complete time 
(e.g .. 10:00a and not I0a for 10:00 a.m.) . 

Information Entries 
Entries 4 through 6 on the Document Summary menu can each comain up to 
160 characters excluding any extra space required for extended characters. 

Select Subject ( 4) to enter any information which will help you identify a 
document. You can type in a subject or you can move to the status line in 
the Document Summary menu, press Retrieve (Shift-Fl0), then type y to 

r~trieve the first 160 characters of the Subject entry from the document (see 

S'uhject Entries below). 

~,elect Account ( 5) to enter any information which will help you identify the 
clocumen t. 

Select Keywords (6) to enter keywords that label a document. When you are 
using Find in List Files, you can then search for the Keyword entries from 

the document summaries (see Find, Co11ditio11s in Reference) . 

Name and Type 
The Document Name entry (2) applies to the Long Document Name (see 

Exit in Reference) . A long document name can contain up to 68 characters. 
,\ long document type can contain up to 20 characters. 

Do not enter a pathname. WordPerfect does not recognize pathnames in 

long document names and treats them as part of the long document name. 

If a document already has a long name and type, they are displayed in this 

•!ntry. You can enter or edit both the long name and type in Document 

5ummary. If you change them, the new name and type will appear when 

you exit or save the document. 

Even if you set Long Document Names in Setup (Shift-F 1,3,4,3) to No, any 
long document name and type you place in the Document Summary will be 

included with that document when you save it. That long document name 
will then be displayed on-screen whenever you use the Long Display feature 
in List Files (see List Files in Reference) . 



Retrieve
When the cursor is on the status line in the Document Summary menu, you can 
press Retrieve (Shift-FlO) and type y to retrieve all of the following entries into 
the Document Summary menu:

• The latest author and typist entries saved with a document summary during 
that editing session.

• The first 160 characters of a subject entry in the document as the Document 
Summary Subject entry (see Subject Entries below).

• The first 400 characters of the document as the Document Summary Abstract 
entry.

These entries are all retrieved at once.

Saving and Printing Summaries
To save a document summary to a file while the Document Summary menu is 
on-screen and the cursor is on the status line, press Save (F10), then enter a 
filename. If the filename you enter already exists, you are asked if you want to 
replace the file or add to it. Select Replace (1) to replace the contents of the file 
with the summary text or Append (2) to add the summary text at the end of the 
existing file. When it appends a document summary to a file, WordPerfect 
inserts a Hard Return code immediately preceding the document summary.

While a document summary is displayed on-screcn, you can print it by pressing 
Print (Shift-F7). Whenever you print selected pages of a document on disk, you 
can also type s to print the document summary (see Selected Pages under Print, 
Document on Disk in Reference). The printed appearance of the prompts on the 
document summary menu is determined by the WP.LRS file which is provided 
with WordPerfect. You can change the appearance of these prompts in print by 
editing the W P .L R S  file (see Language Resource File in Reference).

Subject Entries
Normally, RE: is the standard heading for the subject entry in official documents. 
Consequently, when you retrieve a subject from your document by pressing 
Retrieve (Shift-FlO) and typing y while the cursor is on the status line, 
WordPerfect searches the document for an RE: notation. It then copies the text 
immediately following the RE: (up to 160 characters or the next Hard Return 
code [HRt]) into the Subject entry.

You can have WordPerfect search for any subject heading of your choice (e.g., 
SUBJECT: or CONTENTS:) by changing the Subject Search Text in Setup.
Press Setup (Shift-Fl), select Environment (3), select Document Management/ 
Summary (4), select Subject Search Text (2), then enter the subject heading.
The heading you enter becomes the notation WordPerfect looks for in the future.

When entering the subject search text, you can enter up to 39 standard 
characters, excluding the extra space used by any extended characters you add 
using Compose (Ctrl-2).
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System Filename and System Filetype
Wher, you print a document summary, WordPerfect includes entries which do 
not appear on the Document Summary menu and adds the necessary information 
for them. These entries are System Filename and System Filetype. The system 
hlename is the complete DOS pathname for the document (e.g., 
C:\STUDIES\TAX). The System Filetype is the version of WordPerfect used to 
create that document (e.g., WP 5.1).

See Also: List Files

DOS and WordPerfect

The Disk Operating System (DOS) is software that directs the operations your 
computer performs. It serves as a link between applications software (such as 
WordPerfect) and the hardware inside your computer. Without an operating 
system, your computer can do nothing. Therefore, DOS must be started before 
any other program can be used.

T h e r e  a r e  different versions of DOS for different computers. The most common 
disk operating system is MS-DOS, manufactured by Microsoft Corporation.
Most computer companies have adapted MS-DOS, with permission of Microsoft 
Corporation, to run on their machines. DOS is constantly being improved, with 
new releases being introduced regularly. WordPerfect 5.1 currently runs on IBM 
computers or 100% compatibles that use DOS 2.0 or later versions.
Because DOS serves as the link between WordPerfect and your computer, we 
say WordPerfect runs under DOS. It is important to remember, however, that 
DOS software is not manufactured by WordPerfect Corporation. WordPerfect 
and DOS are two entirely different software products. You can start your 
machine with a WordPerfect diskette only if it is also a bootable DOS diskette.

If you are having problems formatting, copying, filing, and in some cases 
printing, the problems may be occurring because of DOS and not because of 
WordPerfect.

To use WordPerfect effectively, you should know how to use the following DOS 
commands and features:

CD Change directory
CHKDSK Check a disk
COPY Copy files from one diskette/directory to another
DIR Display the files in a directory
FORMAT Format a diskette
MD Make a directory

All of the above commands are described in your DOS documentation.
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Some of the operations these commands perform can also be accomplished through the 
List Files feature. See List Files in Reference.

Notes Backup
You should be sure to keep extra copies of your files to protect against diskette 
corruption and similar happenstances which may cause you to lose hours or days 
of work. These copies are called backups.

Many people and companies have strict daily backup procedures. Some even 
use fire-proof vaults to keep their backup diskettes safe from theft and natural 
disaster.

To minimize losses due to power and machine failures, WordPerfect has 
provided you with Backup features. The Backup features, however, do not 
ensure you against lost work due to damaged or worn out disks (see Backup, 
Original and Backup, Timed in Reference).

If you have two disk drives, use the COPY *.* or DISKCOPY commands to 
back up diskettes. If you have a hard disk, there is a BACKUP command that 
allows you to back up in a number of ways. More about these and other DOS 
commands can be found in your DOS manual. In addition, there are many other 
software products on the market that perform these backup functions.

You should also keep often-used diskettes free from outdated and seldom-used 
files. You can use Look on the WordPerfect List Files menu to quickly check 
the contents of each file on a diskette or in a subdirectory (see List Files in 
Reference). Delete outdated files and copy seldom-used and questionable files to 
an archive diskette. Well-organized, up-to-date diskettes and hard disks keep 
backup time to a minimum and program speed at a maximum.

B a tc h  F ile s  a n d  A U T O E X E C .B A T
Batch files (designated with a .BAT extension) hold a series of DOS commands 
that are executed when you type the name of the file at the DOS prompt. If you 
frequently type the same series of commands at DOS, you may want to put them 
in a batch file so that you can execute them without typing each one. See your 
DOS manual for more information on batch files.

The AUTOEXEC.BAT file is a special batch file whose commands are executed 
each time you start your computer. The AUTOEXEC.BAT file must reside in 
the root directory (see Root Directory under Organizing Disks and Directories 
below).

You may already have an AUTOEXEC.BAT file. To check,

1 Press List (F5).
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2 Enter the full pathname of the root directory of your hard disk plus *.bat 
(e.g., c:\*.bat).

or

For two disk drive systems, insert your DOS diskette in drive B and enter 
b:\*.bat.

If yoj have an AUTOEXEC.BAT file, it will appear in the list of files.

There are several commands you may want to have in an AUTOEXEC.BAT file. 
For example, you may want to include a Path command (see Path Command 
below). You can also include prompt $p$g to display the current directory in 
the DOS prompt. See your DOS manual for other commands you may want in 
your batch file.

To edit or create an AUTOEXEC.BAT file,

1 ff you do not already have an AUTOEXEC.BAT file, check to be sure you 
are in a clear normal editing screen, then skip to step 6 below.

2 From a clear editing screen, press Format (Shift-F8), then select Line (1). 

r a  Select Line from the Layout menu.
3 Select Margins (7), enter 0 (zero) for both left and right margins, then press 

Exit (F7) to return to the blank normal editing screen.

Setting the margins to zero reduces wrapping when you retrieve the AUTOEXEC.BAT file. 
Some printers do not allow margins of zero. If the printer currently selected does not. the 
minimum margin for the printer appears when you enter margins of zero.
4 Press Text In/Out (Ctrl-F5), select DOS Text (1), then select Retrieve 

(CR/LF to [HRt]) (2).

f a  Select Text In on the File menu, then select DOS Text (CR/LF to HRt).

5 Enter c:\autoexec.bat to retrieve the AUTOEXEC.BAT file. 

or

If you are using a two disk drive system, insert your DOS diskette in drive 
B, then enter b:\autoexec.bat.

6 Enter the commands you want in the file.

7 When you are finished, press Text In/Out (Ctrl-F5), select DOS Text (1), 
then select Save (1).

□I Select Text Out from the File menu, then select DOS Text.

Be sure you use the Text Out feature to save the file instead of the Save or Exit features. 
Using Save or Exit will save the file in WordPerfect format instead of DOS Text format, 
which makes it unrecognizable to DOS as a batch file.
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8 Enter c:\autoexec.bat as the name of the file. (If the file already exists, type 
y to replace it.)

or

If you are using a two disk drive system, enter b:\autoexec.bat as the 
filename. (If the file already exists, type y to replace it.)

Once you have created (or edited) AUTOEXEC.BAT, you must restart DOS for 
the commands to take effect.

9 Press Exit (F7).

-3  Select Exit from the File menu.

10 Type n to not save the document (you have already saved it), then type y to 
exit WordPerfect.

11 Restart your computer.

Date and Time
When you start DOS, you may be asked to enter the current date and time. This 
information is important for some features of WordPerfect, such as List Files and 
Date, which use it to label files or insert the date/time in your documents. If you 
do not enter the correct date and time, they will be incorrect when you use these 
features of WordPerfect.

Some computers have a time card that keeps the date and time automatically, 
even when you turn off your computer. In this case, you may only need to enter 
the date and time once, not every time you start your computer.

DOS Prompt
A fter starting D O S and before another program is started, the DOS prompt 
appears on the screen. Although you can change the appearance of this prompt, 
it normally appears as A>, B>, C>, etc., and marks the DOS command line. 
Programs such as WordPerfect can be started from the command line.

Go to DOS
If you are working in WordPerfect and need to quickly execute some DOS 
commands (e.g., FORMAT), you can “Go to DOS” without exiting WordPerfect 
(see Go to DOS in Reference).

Naming Files
Every operating system has its own rules for naming files. DOS allows up to 
eight characters followed by an optional period and three-character extension.

You should develop a system for naming documents which gives you a clue to 
the contents of the file. For example, SMITH.LTR or JONES.LTR are much 
more descriptive than LETTER. 1 or LETTER.2. Files with matching extensions 
can all be copied or deleted in a single operation.
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The following characters can be used in a filename:

A-Z
0-9
! @ # $ % &( )-  ‘ ' { }A

A period can only be used to separate the first part of the filename from the 
filename extension. The following characters cannot be used to create a 
filename:

* + = [ ] : ;  " ~ < > ? \ ,  (space)

DOS 3.0 or later allows international characters (all non-graphics characters 
above ASCII 32) in filenames.

You should not use .EXE, COM, .CON, or .WPM as extensions for WordPerfect files. 
These extensions are reserved for program and macro files and using them to name 
documents might cause confusion. I f  you give a file one o f these extensions accidentally, 
just rename the file (see List Files in Reference).

The Long Document Name feature lets you enter a longer, more descriptive 
name for your documents (see Environment Setup in Reference).

Organizing Disks and Directories
Diskettes should be organized in such a way that each contains similar data (one 
for each client, each class of students, personal correspondence, etc.). You can 
further divide files into groups using directories.

Root Directory
liv e r y  disk (hard or floppy) has a root directory designated by a single 
backslash (\). The full pathname of the root directory includes the drive, 
(e.g., C:\). Up to 112 filenames are allowed in the root directory of a floppy 
diskette (224 on a 1.2M floppy diskette); hard disks generally have higher 
limits.

■Subdirectories can be created from the root directory with no limit on the 
number of filenames. A subdirectory of the root directory is given a name 
i e.g., WP51 or WORK). Backslashes are used to separate subdirectory 
tames (e.g., C:\WP51\MEMOS).

Parent Directories
Each subdirectory has a parent and can in turn be a parent to several 
subdirectories of its own. For instance, on a hard disk, you can keep DOS 
files in one subdirectory, the WordPerfect system files in another, and 
business files in still another. The subdirectory for your business files could
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then become a parent directory to other subdirectories for correspondence, 
billing, and reports.

C:\

WP51

BUSINESS PERSONAL

CORRESPONDENCE BILLING REPORTS

In this example, C:\, WP51. BUSINESS. PERSONAL, 
CORRESPONDENCE. BILLING, and REPORTS are all directories. C:\ is 
the root directory. WP51 is the parent directory to the BUSINESS and 
PERSONAL directories, CORRESPONDENCE, BILLING, and REPORTS 
are subdirectories to the BUSINESS directory.

Path Command
In general, you cannot start WordPerfect from a directory other than C:\WP51 
unless you specify the pathname (see Pathnames below). However, you can use 
a DOS path command to give DOS a list of directories to search through for 
executable program files. This allows you to start a program from any 
subdirectory listed in the path command, not just the subdirectory containing 
software.

The order of the directories in the path command determines the order in which 
the directories are searched. For example, you could enter path c:\;c:\wp51 
from the DOS prompt to tell DOS to search the root directory (C:\) and then the 
WordPerfect directory (\WP51) for a program file. When entering the path 
command, separate each directory in the list with a semicolon (;).

Unless the path command is in the AUTOEXEC.BAT file (see Batch Files and 
AUTOEXEC.BAT above), you must enter it each time you start your machine.

Pathnames
As you save and retrieve files in WordPerfect, you may be asked to specify a 
full pathname. A full pathname includes the drive, root, and any subdirectory 
names. For example, “C:\WP51” is the full pathname of the WP51 subdirectory. 
When you want to retrieve a file from a directory other than the one in which 
you are currently working (the default directory), you must enter the full 
pathname of the file (e.g., C:\WP51\JONES.LTR).
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then become a parent directory to other subdirectories for correspondence, 
billing, and reports. 

C:\ 

WP51 

BUSINESS PERSONAL 

CORRESPONDENCE BILLING REPORTS 

In this example. C:\, WP51. BUSINESS. PERSONAL, 
CORRESPONDENCE. BILLING. and REPORTS are all directories. C:\ is 
the root directory. WP5 I is the parent directory to the BUSINESS and 
PERSONAL directories. CORRESPONDENCE. BILLING. and REPORTS 
are subdirectories to the BUSINESS directory. 

Path Command 
In general, you cannot start WordPerfect from a directory other than C:\ WP5 l 
unless you specify the pathname (see Patluwmes below ). However, you can use 
a DOS path command to give DOS a list of directories to search through for 
executable program tiles. This allows you to start a program from any 
subdirectory listed in the path command, not just the subdirectory containing 
software. 

The order of the directories in the path c o mmand deturnines ct1e order in which 
the directories are searched. For example, you could enter path c:\;c:\wp51 
from the DOS prompt to tell DOS to search the root directory (C:\) and then the 
WordPerfect directory (\WP5 l) for a program tile. When entering the path 
command. separate each directory in the list with a semicolon ( :). 

Unless the path command is in the AUTOEXEC.BAT file (see Batch Files and 
AUTOEXEC.BAT above). you must enter it each time you start your machine. 

Pathnames 
As you save and retrieve files in WordPerfect, you may be asked to specify a 
fit!/ pathname. A full pathname includes the drive. root, and any subdirectory 
names. For example, "C:\ WPS I" is the full pathname of the WPS I subdirectory. 
When you want to retrieve a tile from a directory other than the one in which 
you are currently working (the default directory), you must enter the full 
pathname of the file (e .g. , C:\WP51\JONES.LTR). 
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Startup Options
Many programs that can be started from DOS (such as WordPerfect and several 
other utility programs that come with WordPerfect) have optional commands you 
can use when you start the program. Often these options are for your 
convenience. Sometimes they are necessary to run the software on your 
particular hardware.

Startup options are entered with the name of the program at DOS. They usually 
consist of a slash (/), then a letter or letters, then other information pertaining to 
the option.

For example, /m-macroname and /w=cm,em are two startup options for 
WordPerfect. To execute a macro named layout when you start WordPerfect, 
you would enter wp/m-layout at the DOS prompt.

Many startup options can be combined. In the above example, if you wanted to 
limit the amount of conventional memory WordPerfect would use to 100K and 
run the layout macro when you start WordPerfect, you would enter 
wp/w=100/m-layout at the DOS prompt.

If you regularly use startup options with WordPerfect, you may want to include 
them in a batch file (see Batch Files and AUTOEXEC.BAT above).

See Appendix N: Startup Options for more information on startup options for 
WordPerfect. For a list of startup options for other programs that come with 
WordPerfect, see the sections on those programs in Reference.

Set; Also: Backup, Original; Backup, Timed; List Files; Text In/Out;
Appendix N

1 5 6  DOS AND WORDPERFECT156 DOS AND WORDPERFECT 

Startup Options 
Many programs that can be started from DOS (such as WordPerfect and several 
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can use when you start the program. Often these options are for your 
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consist of a slash (/), then a letter or letters, then other information pertaining to 
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For example, lm-macroname and lw=cm,em are two startup options for 
WordPerfect. To execute a macro named layout when you start WordPerfect, 
you would enter wp/m-layout at the DOS prompt. 

Many startup options can be combined. In the above example, if you wanted to 
limit the amount of conventional memory WordPerfect would use to IOOK and 
run the layout macro when you start WordPerfect, you would enter 
wp/w=lOO/m-layout at the DOS prompt. 

If you regularly use startup options with WordPerfect, you may want to include 
them in a batch file (see Batch Files and A UTOEXEC. BAT above). 

See Appendix N: Startup Options for more information on startup options for 
WordPerfect. For a list of startup options for other programs that come with 
WcrdPerfect, see the sections on those programs in Reference. 

See Also: Backup, Original: Backup, Timed; List Files; Text In/Out; 
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E Edit-Screen Options

Notes

The way a document is displayed on the screen can make a great deal of 
difference in your writing efficiency. WordPerfect lets you change the general 
appearance of the normal editing screen with the Edit-Screen options.

The options on this menu do not affect printed text.

1 Press Setup (Shift-F 1).

CB Select Setup from the File menu.

2 Select Display (2), then select Edit-Screen Options (6).

3 Select the option of your choice, then make the necessary changes (see the 
option headings under Notes below).

4 Press Exit (F7) until you return to the normal editing screen.

Settings for this menu are stored in the WP{WP}.SET file and remain in effect 
each time you start WordPerfect.

Automatically Format and Rewrite
This option determines how WordPerfect formats text on the screen after an 
editing change. If the setting is No, WordPerfect formats the text as you scroll 
through it. If the setting is Yes, WordPerfect formats the text after each editing 
change. Local editing keystrokes are an exception to this rule. These include 
inserting a character, Backspace, Delete, Left Arrow, Right Arrow, Word Left, 
Word Right, and Delete Word.

When you select No, the editing process is usually faster.

You can manually rewrite the screen at any particular time by pressing Screen (Ctrl-F3), 
then selecting Rewrite (3) (see Rewrite in Reference).

Comments Display
This option determines whether document comments are displayed on the screen. 
For information on document comments, see Document Comments in Reference.

Filename on Status Line
This option determines whether the document filename is displayed on the status 
line. If you set this option to Yes and are editing a document that has been 
previously saved, the filename will appear on the left end of the status line.

The filename may be replaced with messages from time to time, even if you set 
this option to Yes.

Hard Return Display Character
Normally, when you press Enter to end a paragraph or short line of text, 
WordPerfect moves to the next line without displaying any type of character. If
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Notes 

The way a document is displayed on the screen can make a great deal of 
difference in your writing efficiency. WordPerfect lets you change the general 
appearance of the normal editing screen with the Edit-Screen options. 

The options on this menu do not affect printed text. 

1 Press Setup (Shift-Fl). 

c:B Se/eel Setup from rhe File menu. 

2 Select Display (2), then select Edit-Screen Options (6). 

3 Select the option of your choice, then make the necessary changes (see the 
option headings under Notes below ). 

4 Press Exit (F7) until you return to the normal editing screen. 

Settings for this menu are stored in the WP [WP) .SET file and remain in effect 
each time you start WordPerfect. 

Automatically Format and Rewrite 
This option determines how WordPerfect formats text on the screen after an 
editing change. If the setting is No, WordPerfect formats the text as you scroll 
through it. If the setting is Yes, WordPerfect formats the text after each editing 
change. Local editing keystrokes are an exception to this rule. These include 
inserting a character, Backspace, Delete, Left Arrow, Right Arrow, Word Left, 
Word Right. and Delete Word. 

When you select No, the editing process is usually faster. 

You can manually rewrite the screen at any particular time by pressing Screen (Ctrl-F3), 
then selecting Rewrite ( 3 I (see Rewrite in Reference). 

Comments Display 
This option determines whether document comments are displayed on the screen. 
For information on document comments. see Document Comments in Reference. 

Filename on Status Line 
This option determines whether the document filename is displayed on the status 
line. If you set this option to Yes and are editing a document that has been 
previously saved, the filename will appear on the left end of the status line. 

The filename may be replaced with messages from time to time, even if you set 
this option to Yes. 

Hard Return Display Character 
Normally, when you press Enter to end a paragraph or short line of text, 
WordPerfect moves to the next line without displaying any type of character. If 
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you want to display a character at each hard return, select this option, then type 
the character.

You con enter a character from the WordPerfect character sets with the Compose feature 
(Ctrl-2) (see Compose in Reference!

If you have inserted a character and wish to delete that character, go back to the 
Hard Return Display option (Shift-F 1,2,6,4), then press the Space Bar.

The Hard Return Display Character will not print or display in View Document. 

Merge Codes Display
This option determines whether merge codes are displayed on the screen. For 
more information about the Merge feature, see Merge in Reference.

Reveal Codes Window Size
This option lets you enter the number of lines you want to allot to the Reveal 
Codes screen (Alt-F3). For example, you can allot 10 lines.

Doc 1 Pq 1 Ln 1” Fas 1"

Press Reveal Codes to restore screen
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you v. ant to display a character at each hard return, select this option, then type 
the craracter. 

fou u,11 enter a character from the WordPe rfect character sets with 1he Compose feature 
(Ctr/ -2) (see Compose in Reference). 

If you have inserted a character and wish to delete that character, go back to the 
Hard Return Display option (Shift-F 1,2,6,4 ), then press the Space Bar. 

The Hard Return Display Character will not print or display in View Document. 

flllergu Codes Display 
This option determines whether merge codes are displayed on the screen. For 
more information about the Merge feature, see Merge in Reference. 

lllevec1I Codes Window Size 
This option lets you enter the number of lines you want to allot to the Reveal 
Codes screen (Alt-F3l. For example, you can allot 10 lines. 

Doc: 1 Po 1 Ln l " Pall l " 

,---■----i..--•---- -

Press Reveal Codes to Teston'! screen 



Or, you can allot three lines.

Doc 1 Pa 1 Ln 1" Pas 1''

If you choose to allot one line, only the character or code where the cursor is 
located is displayed in the Reveal Codes screen. In addition, you will be 
prompted for confirmation when you delete codes.

For more information on the Reveal Codes screen, see Reveal Codes in 
Reference.

Side-by-side Columns Display
This option determines whether columns created with the Columns feature 
(Alt-F7,l) are displayed on the screen side-by-side or on separate pages. While 
columns will always print side-by-side, you can edit a document faster if they 
are displayed on separate pages.
For more information on this option, see Columns, Display in Reference.

See Also: Colors/Fonts/Attributes; Display Setup; Menu Options

Environment Setup

Like other menus on the WordPerfect Setup key, the Environment Setup menu 
offers you several options that let you determine how features will operate the 
entire time you are in WordPerfect. This is useful because you can tailor 
WordPerfect to your own needs by making the setting once, rather than each 
time you create a new document.

The options on the Environment Setup menu let you:

• Set backup options for safeguarding against losing documents.
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Environment Setup 

Or. you can allot three lines. 

Doc l Po I Ln I" Pa s I" 

-----------
If you choose to allot one line, only the character or code where the cursor is 
located is displayed in the Reveal Codes screen. In addition. you will be 
prompted for confirmation when you delete codes. 

For more information on the Reveal Codes screen, see Reveal Codes in 
Reference. 

Side-by-side Columns Display 
This option determines whether columns created with the Columns feature 
(Alt-F7, 1) are displayed on the screen side-by-side or on separate pages. While 
columns will always print side-by-side, you can edit a document faster if they 
are displayed on separate pages. 

For more information on this option, see Columns, Display in Reference. 

See Also: Colors/Fonts/Attributes; Display Setup: Menu Options 

Like other menus on the WordPerfect Setup key, the Environment Setup menu 
offers you several options that let you determine how features will operate the 
entire time you are in WordPerfect. This is useful because you can tailor 
WordPerfect to your own needs by making the setting once, rather than each 
time you create a new document. 

The options on the Environment Setup menu let you: 

• Set backup options for safeguarding against losing documents. 
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Notes

• Instruct the computer to sound a “beep” when certain status line messages 
are displayed.

• Control the cursor speed.

• Make default settings for the Document Summary and Long Document 
Names features.

• Speed up the document saving process.

• Make default settings for the Hyphenation feature.

• Determine the units of measure for the status line as well as WordPerfect 
features that call for a measurement.

To set the options on the Environment Setup menu,

1 Press Setup (Shift-Fl).

CB Select Setup from the File menu.

2 Select Environment (3).

3 Select an option, then make the necessary adjustments. General information 
on each of the options is found under Notes below. More information can be 
found under specific headings in Reference.

4  Press Exit (F7) until you return to the normal editing screen.

The settings made with this feature are stored in the WP{WP}.SET file and
remain in effect each time you start WordPerfect.

Alternate Keyboard
This option lets you assign Help to FI, Cancel to Escape, and Repeat Value to 
F3. If you set this option to Yes, you can still select a keyboard layout (see 
Keyboard Layout in Reference).

Backup Options
WordPerfect has two backup options, Timed and Original. Both of these options 
act as safeguards against losing your work.

Timed backup makes a copy of the document you are working on every few 
minutes. This prevents you from losing large amounts of work due to machine 
failure, power outage, etc. Original backup lets you save both the original and 
replacement versions of the same document. This prevents you from losing a 
document you accidentally replaced.

More information on these options can be found in Backup, Timed and Backup, 
Original in Reference.
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• Instruct the computer to sound a "beep" when certain status line messages 
are displayed. 
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2 Select Environment (3). 
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on each of the options is found under Notes below. More information can be 
found under specific headings in Reference. 

4 Press Exit (F7) until you return to the normal editing screen. 

The settings made with this feature are stored in the WP{WP} .SET file and 
remain in effect each time you start WordPerfect. 

Alternate Keyboard 
Thi:; option lets you assign Help to Fl, Cancel to Escape, and Repeat Value to 
F3. If you set this option to Yes, you can still select a keyboard layout (see 
Keyboard Layout in Reference). 

Backup Options 
WordPerfect has two backup options, Timed and Original. Both of these options 
act as safeguards against losing your work. 

Tir1ed backup makes a copy of the document you are working on every few 
minutes . This prevents you from losing large amounts of work due to machine 
fai ' ure, power outage, etc. Original backup lets you save both the original and 
rei: lacement versions of the same document. This prevents you from losing a 
document you accidentally replaced. 

More information on these options can be found in Backup, Timed and Backup, 
Original in Reference. 



Beep Options
This option lets you determine whether WordPerfect will have the computer 
notify you with a "beep” when it displays an error message, prompts you for 
hyphenation, or cannot find search text. More information on this option can be 
found in Beep Options in Reference.

Cursor Speed
This option lets you change the speed at which your cursor moves through text. 
The speed is measured in characters per second. More information on this 
option can be found in Cursor Speed in Reference.

Document Management/Summary
This option lets you make settings for the Document Summary and Long 
Document Names features.

Create Summary on Save/Exit (1) lets you determine whether you want 
WordPerfect to create a document summary for you when you save a document. 
This option is only in effect if you haven’t previously created a summary for the 
document.

Subject Search Text (2) determines what WordPerfect should search for when it 
is inserting information under the Subject heading in a Document Summary.
And Default Document Type (4) determines what is inserted under the 
Document Type heading when you create a Document Summary.

These options are in effect for all document summaries, but the Subject Search 
Text and Document Type entries can be overridden for individual document 
summaries with the Document Summary feature. Once a document summary is 
created, it can be edited only with the Document Summary feature.
M ore inform ation on  these options can be found in Document Summary in 
Reference.

Long Document Names (3) determines whether you want to name a document 
with a long document name when you save the document. Setting this option to 
Yes lets you exceed the limits DOS puts on a filename (eight characters followed 
by a three-character extension). It also lets you give a more descriptive name to 
your documents.

You can enter up to 68 characters or spaces for a long document name. The first 30 o f 
those characters can be displayed on the List Files Long Display screen. Characters 
entered with Compose may take up more space than regular keyboard characters, so if 
you decide to enter characters with Compose, you may not be able to use all 68 
characters or spaces for the document name. Also, do not enter a pathname.
WordPerfect does not recognize pathnames in long document names and treats them as 
part o f the long document name.

When you save a document after setting Long Document Names to Yes, 
WordPerfect will prompt you to enter the long document name, the document 
type, and the DOS filename. If you have not previously entered a DOS 
filename, one will be provided for you from the characters in the long document
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Beep Options 
This option lets you determine whether WordPerfect will have the computer 
notify you with a "beep" when it displays an error message, prompts you for 
hyphenation. or cannot find search text. More information on this option can be 
found in Beep Options in Reference. 

Cursor Speed 
This option lets you change the speed at which your cursor moves through text. 
The speed is measured in characters per second. More information on this 
option can be found in Cursor Speed in Reference. 

Document Management/Summary 
This option lets you make settings for the Document Summary and Long 
Document Names features. 

Create Summary on Save/Exit ( 1) lets you determine whether you want 
WordPerfect to create a document summary for you when you save a document. 
This option is only in effect if you haven't previously created a summary for the 
document. 

Subject Search Text (2) determines what WordPerfect should search for when it 
is inserting information under the Subject heading in a Document Summary. 
And Default Document Type ( 4) determines what is inserted under the 
Document Type heading when you create a Document Summary. 

These options are in effect for all document summaries. but the Subject Search 
Text and Document Type entries can be overridden for individual document 
summaries with the Document Summary feature. Once a document summary is 
created, it can be edited only with the Document Summary feature. 

More infonnutiun on these options can be found m Document Summary in 
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Long Document Names (3) determines whether you want to name a document 
with a long document name when you save the document. Setting this option to 
Yes lets you exceed the limits DOS puts on a filename (eight characters followed 
by a three-character extension). It also lets you give a more descriptive name to 
your documents. 
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entered with Compose may rake up more space than regular keyboard characters, so if 
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When you save a document after setting Long Document Names to Yes, 
WordPerfect will prompt you to enter the long document name. the document 
type, and the DOS filename. If you have not previously entered a DOS 
filename, one will be provided for you from the characters in the long document 
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name and the characters in the document type. You can edit this name as you 
wish.

If you set the Long Document Names option to Yes, WordPerfect also displays 
the Long Display screen when you use the List Files feature. Once you are in 
List Fles, you can then change to the Short Display screen if you like (see List 
Files in Reference).

Sort List Files (5) determines whether you want subdirectories and files in List 
Files to display in alphabetical order or in the order that they reside on disk. If 
you set this option to Yes, List Files displays subdirectories in alphabetical order 
followed by an alphabetical listing of files. If you set this option to No, List 
Files displays subdirectories and files in the order they reside on the disk. This 
will speed display of the file list (especially for very large directories).

Fast Save (unformatted)
If this option is set to Yes (the default setting), WordPerfect saves your 
document faster than if this option is set to No. If you are printing from disk, 
however, a document saved with Fast Save will usually take longer to print than 
a document saved without Fast Save because it must be formatted before it is 
printed (see Fast Save in Reference).

Hyphenation
This option lets you determine which dictionary WordPerfect will use to 
hyphenate words when Flyphenation is on. You have two choices: External 
Dictionary/Rules and Internal Rules.
E xternal D ic tion ary /R u les (1 ) te lls  W ordPerfect to use the hyphenation program 
and dictionary contained within the WP{WP}US.HYC and WP(WP}US.LEX 
files. Internal Rules (2) tells WordPerfect to use a hyphenation dictionary 
contcined within WP.EXE itself. The external dictionary is much more powerful 
and accurate than internal hyphenation, but it occupies more disk space.

The Prompt for Hyphenation option discussed below determines when 
WordPerfect stops to prompt you for hyphenation.

More information on the Hyphenation feature itself can be found under 
Hyphenation in Reference.

Prompt for Hyphenation
This option determines when WordPerfect will prompt you for hyphenation 
assistance when you are using the Hyphenation feature. Normally, WordPerfect 
asks for help only when the hyphenation dictionary it is using cannot determine 
how to hyphenate a word. This is what is meant by the When Required (2) 
settng.

Never (1) tells WordPerfect to never prompt you for assistance. If WordPerfect 
comes to a word that it normally would ask for assistance in hyphenating, it will 
wrap that word to the next line without hyphenating it.
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name and the characters in the document type. You can edit this name as you 
wish . 

If you set the Long Document Names option to Yes. WordPerfel:t also displays 
the Long Display screen when you use the List Files feature. Once you are in 
List F Jes, you can then change to the Short Display screen if you like (see List 
Files in Reference). 

Sort List Files (5) determines whether you want suhdirectories and tiles in List 
Files to display in alphabetical order or in the order that they reside on disk. If 
you set this option to Yes, List Files displays subdirectories in alphabetical order 
folio\\ ed by an alphahetical listing of tiles. If you set this option to No, List 
Files displays subdirectories and files in the order they reside on the disk. This 
will speed display of the tile list (especially for very large directories). 

Fast Save (unformatted) 
If thi, option is set to Yes (the default setting), WordPerfect saves your 
docun ent faster than if this option is set to No. If you are printing from disk, 
ho'we·✓er, a document saved with Fast Save will usually take longer to print than 
a document saved without Fast Save because it must be formatted before it is 
printed (see Fast Save in Reference). 

Hyphenation 
This ,Jption lets you determine which dictionary WordPerfect will use to 
hyphenate words when Hyphenation is on. You have two choices: External 
Dictionary/Rules and Internal Rules . 

E 1oc1 nul Dictionary/Rules (I) tells WordPerfect to use the hyphenation program 
and dictionary contained within the WP{WP}US.HYC and WP{WP}US.LEX 
fi les . Internal Rules (2) tells WordPerfect to use a hyphenation dictionary 
contzined within WP.EXE itself. The external dictionary is much more powerful 
and accurate than internal hyphenation, but it occupies more disk space. 

The Prompt for Hyphenation option discussed below determines when 
WordPerfect stops to prompt you for hyphenation . 

More information on the Hyphenation feature itself can be found under 
Hyphenation in Reference. 

Prompt for Hyphenation 
This option determines when WordPerfect will prompt you for hyphenation 
assistance when you are using the Hyphenation feature. Normally, WordPerfect 
asks for help only when the hyphenation dictionary it is using cannot determine 
how to hyphenate a word. This is what is meant by the When Required (2) 
setti1g. 

Nev~r (I) tells WordPerfect to never prompt you for assistance. If WordPerfect 
comes to a word that it normally would ask for assistance in hyphenating, it will 
wrap that word to the next line without hyphenating it. 



Always (3) tells WordPerfect to always prompt you for assistance. WordPerfect 
will stop at every word that needs to be hyphenated and ask you for assistance.

More information on these options can be found under Hyphenation in 
Reference.

Units of Measure
This option determines the units of measure WordPerfect will use for the status 
line as well as for features that require a measurement (e.g., margins). Inches, 
centimeters, points, WordPerfect 4.2 units (lines, columns), and 1/1200ths of an 
inch are supported.

For more information on this feature, see Units o f Measure in Reference.

See Also: Backup, Original; Backup, Timed; Beep Options; Cursor Speed; 
Document Summary; Fast Save; Hyphenation; Units of Measure

Equations

Until now, creating a mathematical or scientific equation in a full-featured word 
processing program was not easy. Even simple equations were difficult or 
impossible to create because they require special mathematical characters as well 
as a way to format those mathematical characters.

Now WordPerfect contains an Equation Editor which helps you create 
mathematical or scientific equations and include them in WordPerfect documents 
such as reports, tests, and research papers.
For example, the following equations can be created in the Equation Editor.
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Always (3) tells WordPerfect to always prompt you for assistance. WordPerfect 
will stop at every word that needs to be hyphenated and ask you for assistance. 

More infonnation on these options can be found under Hyphenation in 
Reference. 
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This option determines the units of measure WordPerfect will use for the status 
line as well as for features that require a measurement (e.g., margins). Inches, 
centimeters. points, WordPerfect 4.2 units (lines, columns), and I /I 200ths of an 
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For more information on this feature, see Units of Measure in Reference. 

See Also: Backup, Original; Backup, Timed; Beep Options; Cursor Speed; 
Document Summary; Fast Save; Hyphenation; Units of Measure 

Until now. creating a mathematical or scientific equation in a full-featured word 
processing program was not easy. Even simple equations were difficult or 
impossible to create because they require special mathematical characters as well 
as a way to format those mathematical characters. 

Now WordPerfect contains an Equation Editor which helps you create 
mathematical or scientific equations and include them in WordPerfect documents 
such as reports. tests. and research papers. 

For example. the following equations can be created in the Equation Editor. 

d [ _1_ ] 1 (_1_ )-1 
- n n =- x n 

dx I! 

j'(x) = Jim J(x+h)-f(x) 
h~O h 
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EDITING WINDOW 
EQUATION PALETTE 
DISPLAY WINDOW

Important: The Equation Editor helps you create, align, and print (typeset) mathematical 
equations. It does not calculate equations for you.

To format an equation, you first define a graphics box that will contain the 
equation, then you create the equation itself. You use the WordPerfect Graphics 
feature to define the box, then you use the WordPerfect Equation Editor to create 
the equation.

Graphics, Edit and Graphics, Define a Box in Reference discuss editing and 
renumbering equation boxes and are the sections you should turn to if you would 
like to perform any of those operations.

1 Press Graphics (Alt-F9), then select Equation (6).

LSI Select Equation from the Graphics menu.

2 Select Create (1) to display the Definition: Equation screen.

3 Select Edit (9) to display the Equation Editor.

The Equation Editor is displayed any time you select Edit for a box whose 
contents are listed as Equation. Once the Equation Editor is displayed, you can 
create your equation. The Equation Editor has three windows: the Editing 
window, the Equation Palette, and the Display window.

By selecting commands and symbols from the Equation Palette in the Equation 
Editor and by typing characters from the keyboard, you can create the equation 
in the Editing window. After creating the equation, you can then display it in 
the Display window to see a representation of how it will look when printed. 
Since there are several commands and symbols included in the Equation Palette, 
your equations can be as simple or as complex as necessary.

4  Create your equation (see Editing Window below).

For example, typing a times b in the Equation Editor creates this equation,

axb
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Important: The Equarion Editor helps you create. align. and print (typeset) mathematical 
equations. It does not calculate equations for you. 

To format an equation, you first define a graphics box that will contain the 
equation, then you create the equation itself. You use the WordPerfect Graphics 
fea1ure to define the box. then you use the WordPerfect Equation Editor to create 
the equation. 

Graphics, Edit and Graphics, Define a Box in Reference discuss editing and 
renumbering equation boxes and are the sections you should turn to if you would 
like to perform any of those operations. 

1 Press Graphics (Alt-F9), then select Equation (6). 

:_;;;) Select Equation from the Graphics menu. 

2 Select Create (I) to display the Definition: Equation screen. 

3 Select Edit (9) to display the Equation Editor. 

The Equation Editor is displayed any time you select Edit for a box whose 
contents are listed as Equation. Once the Equation Editor is displayed. you can 
create your equation. The Equation Editor has three windows: the Editing 
window. the Equation Palette. and the Display window. 
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By selecting commands and symbols from the Equation Palette in the Equation 
Edi :or and by typing characters from the keyboard, you can create the equation 
in the Editing window. After creating the equation, you can then display it in 
the Display window to see a representation of how it will look when printed. 
Sin,:e there are several commands and symbols included in the Equation Palette, 
your equations can be as simple or as complex as necessary. 

4 Create your equation (see Editing Window below). 

For example, typing a times b in the Equation Editor creates this equation, 

axb 



Typing {a times b} over c in the Equation Editor creates this equation,

axb
c

And typing x={-b plusminus sqrt {bA2-4ac}} over {2a} in the Equation Editor 
creates this equation,

-b±\lb2 -4acx= ----------------
2 a

5 Press Screen (Ctrl-F3) or F9 to view your equation (see Display Window 
below).

CIS) Click in the Display Window.

6 Repeat steps 4 and 5 above until you are satisfied with the appearance of the 
equation.

7 Press Exit (F7) until you return to the normal editing screen.

Pressing Cancel (FI), then typing y while in the Equation Editor cancels any 
changes you may have made to the equation you are creating and returns you to 
the Definition: Equation screen.

Once you are in the normal editing screen, you can view your equation as it will 
appear in the document by selecting View Document (Shift-F7,6).

Editing Window
The Editing window is where you create the equation. It is shown in the screen 
that accompanies the numbered steps at the beginning of this reference section.

You can enter numbers, letters, and the following keyboard characters ( + - * /  = 
< > ! ? . I @ , ; :) in the Editing window by pressing the appropriate keys.
Other keyboard characters ( ' ' " { } ( )) as well as pairs of keyboard characters 
shown above (e.g., -><= >=) can also be entered but have special meaning to 
the Equation Editor (see Equations, Commands and Symbols in Reference for a 
description of these characters).

You can enter a character from a WordPerfect character set by pressing 
Compose (Ctrl-2), typing the character set number, a comma, the number of the 
character within the character set, and pressing Enter (e.g., 7,63). See Compose 
in Reference.

You can also enter one of the numerous equation commands and symbols by 
pressing List (F5) to move to the Equation Palette, moving the cursor to the 
command or symbol you want to include, then pressing Enter or Ctrl-Enter 
(see Equation Palette below). If you choose not to enter a command or symbol, 
pressing Exit (F7) or Cancel (FI) moves you from the Equation Palette back to 
the Editing window.
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Typing {a times b} over c in the Equation Editor creates this equation, 

axb 

C 

And typing x={-h plusminus sqrt {b"2-4ac}} over {2a} in the Equation Editor 
creates this equation, 

- b±,lb 2 -4ac 
x = 

2a 

5 Press Screen (Ctrl-F3) or F9 to view your equation (see Display Window 
below ). 

[8] Click in the Display Window. 

6 Repeat steps 4 and 5 above until you are satisfied with the appearance of the 
equation. 

7 Press Exit (F7) until you return to the normal editing screen. 

Pressing Cancel (Fl). then typing y while in the Equation Editor cancels any 
changes you may have made to the equation you are creating and returns you to 
the Definition : Equation screen. 

Once you are in the normal editing screen, you can view your equation as it will 
appear in the document by selecting View Document (Shift-F7,6). 

Editing Window 
The Editing window is where you create the equation. It is shown in the screen 
that accompanies the numbered steps at the beginning of this reference section. 

You can enter numbers, letters, and the following keyboard characters ( + - * / = 
< > ! ? . I @ , ; :) in the Editing window by pressing the appropriate keys . 
Other keyboard characters C ' " { } ( )) as well as pairs of keyboard characters 
shown above (e.g., -><=>=)can also be entered but have special meaning to 
the Equation Editor (see Equations, Commands and Symbols in Reference for a 
description of these characters). 

You can enter a character from a WordPerfect character set by pressing 
Compose (Ctrl-2), typing the character set number, a comma, the number of the 
character within the character set, and pressing Enter (e.g., 7,63). See Compose 
in Reference. 

You can also enter one of the numerous equation commands and symbols by 
pressing List (F5) to move to the Equation Palette, moving the cursor to the 
command or symbol you want to include, then pressing Enter or Ctrl-Enter 
(see Equation Palette below). If you choose not to enter a command or symbol, 
pressing Exit (F7) or Cancel (Fl) moves you from the Equation Palette back to 
the Editing window. 
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Hard returns move the cursor to the next line of the Editing window, but do not 
insert Hard Return codes in the equation. In order to create multiple-line 
equations in one equation box such as the one shown below, you should use the 
pound sign (#), STACK, or STACKALIGN command (see Equations, 
Commands and Symbols in Reference).

a+b^c
x+y=z

Likewise, pressing the Space Bar inserts a space in the Editing window, but does 
not add a space between characters in an equation. If you want to add a space, 
type a tilde (~) for a normal space or a backward accent (') for a thin space. A 
thin space is equivalent to one-fourth of a normal space.

Equations are formatted according to established mathematical typesetting 
guiaelines which include specific size, attribute, and placement requirements for 
characters and symbols. You can include approximately 2000 characters in the 
Editing window. Pressing Ctrl-Page Down in the Editing window deletes text 
from the cursor forward and resets all display parameters (i.e., Move, Scale) in 
the Display window to Automatic.

Equation Palette
The Equation Palette displays the commands and symbols you can use in an 
equation. It is shown in the screen that accompanies the numbered steps at the 
beginning of this reference section.

To move the cursor from the Editing window to the Equation Palette, you must 
be in the Equation Editor. When you are. press List (F5), or click with the 
mouse in the Equation Palette window. Once in the Palette, you can use the Up 
and Down Arrow keys to move the cursor to the desired command or symbol 
within the displayed menu, or press Page Up (PgUp) or Page Down (PgDn) to 
show the next menu on the Palette. If the menu extends beyond the screen, you 
can scroll to the bottom of the menu to display more commands or symbols.

When the cursor is resting on the command or symbol you want, press Enter or 
Ctrll-Enter to insert the command or symbol into the Editing window. Some 
symbols can be represented by both text (keywords) and a character. For these 
symbols, pressing Enter inserts the keyword, while pressing Ctrl-Enter inserts 
the character.

When you are in the Equation Palette, the command or symbol your cursor is on is 
highlighted in reverse video. The name o f each menu in the Palette appears at the top of 
the Palette.

To leave the Equation Palette without entering a command, press Exit (F7) or 
Cancel (FI). For more information on the commands and symbols themselves, 
see Equations, Commands and Symbols and Equations, Commands Syntax in 
Reference. Some of the commands require a special syntax such as a space 
between a command and the number or variable you want the command to
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Hard returns move the cursor to the next lme of the Editing window, but do not 

in~ert Hard Return codes in the equation. In order to create multiple-line 
equations in one equation box such as the one shown below, you should use the 
pound sign (#J, STACK, or STACKALIGN command (see Equations. 
Commands and Symbols in Reference). 

a"-b ... c 
x -1- y=z 

Likewise. pressing the Space Bar inserts a space in the Editing window, but does 
not add a space between characters in an equation. If you want to add a space, 
type a tilde (-) for a normal space or a backward accent (') for a thin space. A 
thin space is equivalent to one-fourth of a normal space. 

Equations are formatted according to established mathematical typesetting 
guioelines which include specific size. attribute. and placement requirements for 
characters and symbols. You can include approximately 2000 characters in the 
Editing window. Pressing Ctrl-Page Down in the Editing window deletes text 
from the cursor forward and resets all display parameters (i.e., Move, Scale) in 
the Display window to Automatic. 

Equc1tion Palette 
The Equation Palette displays the commands and symbols you can use in an 
equation. It is shown in the screen that accompanies the numbered steps at the 
beginning of this reference section. 

To move the cursor from the Editing window to the Equation Palette, you must 
be in rhe Equation EllilUr. When you are. press List (FS), or click wich the 
mouse in the Equation Palette window. Once in the Palette, you can use the Up 
and Down Arrow keys to move the cursor to the desired command or symbol 
within the displayed menu. or press Page Up (PgUp) or Page Down (PgDn) to 
show the next menu on the Palette. If the menu extends beyond the screen, you 
can scroll to the bottom of the menu to display more commands or symbols. 

When the cursor is resting on the command or symbol you want, press Enter or 
Ctrll-Enter to insert the command or symbol into the Editing window. Some 
symbols can be represented by both text (keywords) and a character. For these 
symbols, pressing Enter inserts the keyword. while pressing Ctr•-Enter inserts 
the :haracter. 

When vvu are in the Equation Palette. the command ur svmhol vour cursor is vn is 
highlighted in reverse video. The name of each menu in the Palette appears at the top of 
the Palelfe. 

To leave the Equation Palette without entering a command. press Exit (F7J or 
Cancel (FI). For more information on the commands and symbols themselves, 
see Equations, Commands and Symbols and Equations, Commands Syntax in 
Reji-rence. Some of the commands require a special syntax such as a space 
between a command and the number or variable you want the command to 



affect. Equations, Com m ands Syntax in R eference contains information on the 
proper syntax.

You can enter a command without going to the Equation Palette by typing the command 
in the Editing window. Again, this is covered in more detail in Equations. Commands 
and Symbols in Reference.

Display Window
After you create or edit an equation in the Editing window, you can view it in 
the Display window. The Display window is shown in the screen that 
accompanies the numbered steps of this reference section.

You must have a graphics card for the equation to display correctly in the Display 
window (see Graphics Screen Type in Reference).

To display an equation in the Display window, press Screen (Ctrl-F3) or F9. 
Redisplay an equation after you make editing changes by pressing Screen 
(Ctrl-F3) again.

If you have some type of syntax error in the equation, the equation will not 
display in the Display window. Instead, you will receive the “Incorrect Format" 
error message, and the cursor will return to the point in the equation where the 
error occurs. This error message could be displayed for a variety of reasons 
depending on the command you are using. Check the information pertaining to 
the command you are using in Equations, Commands Syntax in Reference.

The size of the equation in the Display window is not the exact size of the 
equation as it will appear in the document. The percentage measurement at the 
lower right of the screen, however, tells you the viewing magnification. For 
example, if the percentage shows 500%, the equation on the screen is 5 times its 
printed size.

Press Switch (Shift-F3) to display an equation in the Display window and move 
to the Display window. Doing so lets you use the Display window options to 
move and resize the equation. While you are in the Display window, you cannot 
use the cursor in the Editing window.

When you are in the Display window, a double line appears at the right o f the Display 
window. When you are not, a double line appears at the right o f the Editing window.

The Display window options let you use the arrow keys to reposition the 
equation and the Page Up (PgUp) and Page Down (PgDn) keys to enlarge or 
reduce the view of the equation. Go To (Ctrl-Home) resets any changes you 
made with the arrow. Page Up, and Page Down keys.

Moving or resizing the equation in the Display window with the arrow, Page Up, 
and Page Down keys only helps you view the equation. It does not affect the 
way the equation will be printed. The Aligning Equations, Fonts, Graphical 
Font Size, and Print as Graphics headings below give you more information on 
the way the equation will be printed.
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affect. Equations, Commands Syntax in Reference contains information on the 
proper syntax. 

You can enter a command without going to the Equation Palette hy ryping the command 
in the Editing window. Again, this is covered in more detail in Equations. Commands 
and Symbols in Reference. 

Display Window 
After you create or edit an equation in the Editing window, you can view it in 
the Display window. The Display window is shown in the screen that 
accompanies the numbered steps of this reference section. 

You must have a graphics card for the equation to display correctly in the Display 
window (see Graphics Screen Type in Reference). 

To display an equation in the Display window, press Screen (Ctrl-F3) or F9. 
Redisplay an equation after you make editing changes by pressing Screen 
(Ctrl-F3) again. 

If you have some type of syntax error in the equation, the equation will not 
display in the Display window. Instead. you will receive the "Incorrect Format" 
error message, and the cursor will return to the point in the equation where the 
error occurs. This error message could be displayed for a variety of reasons 
depending on the command you are using. Check the information pertaining to 
the command you are using in Equations, Commands Syntax in Reference. 

The size of the equation in the Display window is not the exact size of the 
equation as it will appear in the document. The percentage measurement at the 
lower right of the screen, however, tells you the viewing magnification. For 
example, if the percentage shows 500%, the equation on the screen is 5 times its 
printed size. 

Press Switch (Shift-F3) to display an equation in the Display window and move 
to the Display window. Doing so lets you use the Display window options to 
move and resize the equation. While you are in the Display window, you cannot 
use the cursor in the Editing window. 

When you are in the Display window, a double line appears at the right of the Display 
window. When you are not, a double line appears at the right of the Editing windo¾'. 

The Display window options let you use the arrow keys to reposition the 
equation and the Page Up (PgUp) and Page Down (PgDn) keys to enlarge or 
reduce the view of the equation. Go To (Ctrl-Home) resets any changes you 
made with the arrow. Page Up, and Page Down keys. 

Moving or resizing the equation in the Display window with the arrow, Page Up, 
and Page Down keys only helps you view the equation. It does not affect the 
way the equation will be printed. The Aligning Equations, Fonts, Graphical 
Font Size. and Print as Graphics headings below give you more information on 
the way the equation will be printed. 
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Notes

Press Switch (Shift-F3) again or Exit (F7) to move to the Editing window and 
display the Editing window options.

Aligning Equations
Several options let you choose the way equations will be aligned in the equations 
box.

Alignment options for the box itself are discussed in Graphics, Define a Box in Reference.

Before you change alignment settings for an equation, you should know that 
initial or default alignment settings are located on the Setup: Initial Settings 
menu (Shift-Fl,4,3). Unless you change alignment options for an equation in the 
Equation Editor, the equation conforms to the settings on the Setup: Initial 
Settings menu. As shipped, the alignment option centers the equation both 
vertically and horizontally in the box as shown below.

In the equations above, box lines are shown to illustrate how the equation is centered in 
the box. I f  you have created your equation in an Equation type graphics box and have 
not changed the default box options, no box lines will show.

Once an equation is created, it retains the alignment settings it was created 
uncer, and the only way you can change those settings is to edit them in the 
Equation Editor.

To change the default alignment settings, you must be in the normal editing 
screen. When you are, press Setup (Shift-Fl), select Initial Settings (4), select 
Equations (3), then select Horizontal Alignment (3) or Vertical Alignment (4). 
Next, select the alignment option of your choice, then press Exit (F7) to return 
to the normal editing screen.
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Pre,s Switch (Shift-F3) again or Exit (F7) to move to the Editing window and 
display the Editing window options. 

Aligning Equations 
Se,ernl options let you choose the way equations will be aligned in the equations 
box. 

Alir,nment options for the box itself are discussed in Graphics. Define a Box in Reference. 

Before you change alignment settings for an equation. you should know that 
initial or default alignment settings are located on the Setup: Initial Settings 
menu (Shift-Fl.4 ,3). Unless you change alignment options for an equation in the 
Equation Editor, the equation conforms to the settings on the Setup: Initial 
Seti:ings menu. As shipped, the alignment option centers the equation both 
ve!7 ically and horizontally in the box as shown below . 

.. r .!] 1 (.!)-1 
~x" =-x" 
dx n 

3m 

f '( ) _ Jim /(r+h) -f(r) 
:c -h--0 h 

In the equations above, box lines are shown to illustrate how the equation is centered in 
the box. If you have created your equation in an Equation type graphics box and have 
not changed the default box options, no box lines will show. 

Once an equation is created, it retains the alignment settings it was created 
uncer. and the only way you can change those settings is to edit them in the 
Equation Editor. 

To change the default alignment settings, you must be in the normal editing 
screen. When you are. press Setup (Shift-FI), select Initial Settings (4), select 
Equations (3). then select Horizontal Alignment (3) or Vertical Alignment (4). 
Next, select the alignment option of your choice, then press Exit (F7) to return 
to the normal editing screen. 



To change the alignment settings for a single equation, make sure you are in the 
Editing window of the Equation Editor. When you are, press Setup, then select 
Horizontal Alignment (3) or Vertical Alignment (4). Next, select the alignment 
option of your choice, then press Exit to return to the Equation Editor.

Deleting in the Equation Editor
If you are in the Editing window of the Equation Editor, you can delete single 
letters or symbols with the Delete and Backspace keys. To delete text and 
symbols from the cursor forward to the end of the equation in the Equation 
Editor, make sure the cursor is located in the Editing window, press Delete to 
End of Page (Ctrl-PgDn), then type y. Pressing Ctrl-Page Down in the Editing 
window also resets all display parameters (i.e., Move, Scale) to Automatic.

To delete text and symbols from the cursor forward to the end of the line in the 
Equation Editor, make sure the cursor is located in the Editing window, then 
press Delete to End of Line (Ctrl-End).

If you want to delete the entire equation (including the box), you must delete the Graphics 
Box code in the normal editing screen.

Equation Keyboard
If you have used the Keyboard Layout feature, you know that you can reassign 
or remap WordPerfect features or characters to different keys on your keyboard. 
For example, you can remap Alt-a to be the Greek Alpha character or Alt-i to be 
the integral symbol.

Using an option on the Setup: Initial Settings menu, you can assign a specific 
keyboard layout to the Equation Editor. In other words, any time you are in the 
Equation Editor, that keyboard will be in effect.

To do so, you must be in the normal editing screen. W hen you are, press Setup 
(Shift-Fl), select Initial Settings (4), select Equations (3), then select Keyboard 
for Editing (5). Next, move the cursor to the keyboard you want to select, then 
choose Select (1). Press Exit (F7) until you return to the normal editing screen.

An equations keyboard has been provided with WordPerfect; however, you must 
still select it if you wish to use it. For information on the keyboard contents, see 
Appendix H: Keyboards.

If you want to learn how to create a keyboard layout of your own, see Keyboard 
Layout in Reference.

Equation Setup
While you are in the Equation Editor, you can press Setup (Shift-Fl) to display 
a menu of options that change equation alignment and determine the printing 
options for the equation you are working on. These options are discussed in 
detail under Aligning Equations above and Graphical Font Size and Print as 
Graphics below.
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To change the alignment settings for a single equation, make sure you are in the 
Editing window of the Equation Editor. When you are, press Setup, then select 
Horizontal Alignment (3) or Vertical Alignment (4). Next, select the alignment 
option of your choice, then press Exit to return to the Equation Editor. 

Deleting in the Equation Editor 
If you are in the Editing window of the Equation Editor, you can delete single 
letters or symbols with the Delete and Backspace keys. To delete text and 
symbols from the cursor forward to the end of the equation in the Equation 
Editor, make sure the cursor is located in the Editing window. press Delete to 
End of Page (Ctrl-PgDn), then type y. Pressing Ctrl-Page Down in the Editing 
window also resets all display parameters (i .e., Move, Scale) to Automatic. 

To delete text and symbols from the cursor forward to the end of the line in the 
Equation Editor, make sure the cursor is located in the Editing window, then 
press Delete to End of Line (Ctrl-End). 

If you want to delete the entire equation ( including the box), you must delete the Graphics 
Box code in the nonnal editing screen. 

Equation Keyboard 
If you have used the Keyboard Layout feature, you know that you can reassign 
or remap WordPerfect features or characters to different keys on your keyboard. 
For example, you can remap Alt-a to be the Greek Alpha character or Alt-i to be 
the integral symbol. 

Using an option on the Setup: Initial Settings menu, you can assign a specific 
keyboard layout to the Equation Editor. In other words, any time you are in the 
Equation Editor, that keyboard will be in effect. 

To do so, you must be in the normal editing screen. When yuu are, press Setup 
(Shift-Fl), select Initial Settings ( 4 ), select Equations (3 ), then select Keyboard 
for Editing (5) . Next, move the cursor to the keyboard you want to select, then 
choose Select (1) . Press Exit (F7) until you return to the normal editing screen . 

An equations keyboard has been provided with WordPerfect; however, you must 
still select it if you wish to use it. For information on the keyboard contents, see 
Appendix H: Keyboards . 

If you want to learn how to create a keyboard layout of your own, see Keyboard 
layout in Reference. 

Equation Setup 
While you are in the Equation Editor, you can press Setup (Shift-Fl) to display 
a menu of options that change equation alignment and determine the printing 
options for the equation you are working on . These options are discussed in 
detail under Aligning Equations above and Graphical Font Size and Print as 
Graphics below. 
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Fonts
When WordPerfect prints equation symbols, it prints the symbols in the initial 
base font for the document (Shift-F8,3,3) unless there is an Equation Box 
Options code preceding the equation in the document.

If there is an Equation Box Options code, all subsequent equations are printed in 
the font that is the current base font at the Equation Box Options code. This 
may or may not be the same font as the initial base font for the document 
depending on whether you made any base font changes in your document.

If you want to change the size of your equation, you can use the Graphical Font 
Size option (see Graphical Font Size below), or you can change the size of your 
initial base font or change the base font prior to an Equation Box Options code 
(see Font in Reference).

More information on Equation Box Options codes can he found under Graphics Options 
in Reference.

If the Print as Graphics option is set to Yes (see Print as Graphics below), 
WordPerfect can instruct your printer to emulate three fonts: WP Helv, WP 
Roman, and WP Courier. WordPerfect selects the font that is closest in 
appearance to the base font preceding the Equation Box Options code (or the 
initial base font for the document if there is no Equation Box Options code).
You can change the size of the font with the Graphical Font Size option (see 
Graphical Font Size below).

Equations are formatted according to established mathematical equation 
typesetting guidelines. Variables, defined as any sequence of alphabetical
characters you type (other than equation com mands), are printed in italics if you
are printing equation symbols as graphics characters (see Print as Graphics 
below). If not, variables will be printed in the italics font corresponding to your 
base font (see Font in Reference).

Second-level characters such as subscripts, superscripts, small fractions, 
binomials, and limits are printed in the superscript font. If they are third-level 
characters (e.g., superscript of a superscript), they are printed in the superscript 
font for the superscript font. Characters at subsequent levels are printed in the 
same font as third-level characters (see Font in Reference).

If the second-level characters mentioned in the paragraph above are printed as 
graphics characters (see Print as Graphics below), the superscript font is two- 
thirds the size of the graphical font size and the superscript font for the 
superscript font is one-half the size of the graphical font size (see Graphical 
Font Size below).

Graphical Font Size
If you are printing equation symbols as graphics characters (see Print as
G raphics below), you have two choices as to the size of the font that is used to 
create the equation symbols. You can set a specific size yourself, or you can 
have WordPerfect determine the size for you.
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Fonts 
When WordPerfect prints equation symbols, it prints the symbols in the initial 
base font for the document ( Shift-F8.3,3) unless there is an Equation Box 
Options code preceding the equation in the document. 

If there is an Equation Box Options code, all subsequent equations are printed in 
the font that is the current base font at the Equation Box Options code. This 
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characters (e.g., superscript of a superscript), they are printed in the superscript 
font for the superscript font. Characters at subsequent levels are printed in the 
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graphics characters (see Print as Graphics below), the superscript font is two­
thirds the size of the graphical font size and the superscript font for the 
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Font Size below). 
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If you are printing equation symbols as graphics characters (see Print as 

Graphics below), you have two choices as to the size of the font that is used to 
create the equation symbols. You can set a specific size yourself, or you can 
have WordPerfect determine the size for you . 



Before you change the graphical font size setting for an equation, you should 
know that an initial or default graphical font size setting is located on the Setup: 
Initial Settings menu (Shift-F 1,4,3). Unless you change the graphical font size 
setting for an equation in the Equation Editor, the equation conforms to the 
setting on the Setup: Initial Settings menu. As shipped, the graphical font size 
setting is set to Default Font.

Once an equation is created, it retains the graphical font size setting it was 
created under, and the only way you can change that setting is to edit it in the 
Equation Editor.

To change the initial graphical font size setting, you must be in the normal 
editing screen. When you are, press Setup (Shift-F 1), select Initial Settings (4), 
select Equations (3), then select Graphical Font Size (2). Next, select the 
graphical font size option of your choice, enter information as necessary, then 
press Exit (F7) until you return to the normal editing screen.

To change the graphical font size setting for a single equation, make sure you 
are in the Editing window of the Equation Editor. When you are, press Setup, 
then select Graphical Font Size (2). Next, select the graphical font size option of 
your choice, then press Exit until you return to the Equation Editor.

There are two graphical font size options: Default Font (1) and Set Point Size
(2). If you select Default Font, the font size will be the same as the size for the 
base font prior to the Equation Box Options code for the equation (or the initial 
base font for the document if there is no Equation Box Options code).

If you select Set Point Size, you can enter the point size yourself.

Positioning Equations
It is probably a good idea to become familiar with WordPerfect Graphics Boxes 
if you plan to create equations. These boxes are used to position your equations 
on the page.

While WordPerfect contains a graphics box type called “Equation,” you do not 
need to create an equation in an Equation type box. In fact, you can create an 
equation in any type of graphics box by specifying Equation for the box 
contents. The Equation type graphics box, however, has an initial appearance 
(no box lines, positioned from margin to margin) that is common for many 
equations. This is why we suggest using it in the steps of this section.

For more information on the Graphics feature, see Graphics, Create in 
Reference.

Print as Graphics
WordPerfect is initially set to print all equation symbols as graphics characters. 
You can change this setting to have WordPerfect print an equation symbol as a 
graphics character only if you don't have the symbol in one of the printer fonts.

Before you change the Print as Graphics setting for an equation, you should 
know that an initial or default printing setting is located on the Setup: Initial
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Before you change the graphical font size setting for an equation, you should 
know that an initial or default graphical font size setting is located on the Setup: 
Initial Settings menu ( Shift-F 1,4.3 ). Unless you change the graphical font size 
setting for an equation in the Equation Editor. the equation conforms to the 
setting on the Setup: Initial Settings menu. As shipped. the graphical font size 
setting is set to Default Font. 

Once an equation is created. it retains the graphical font size setting it was 
created under. and the only way you can change that setting is to edit it in the 
Equation Editor. 

To change the initial graphical font size setting, you must be in the normal 
editing screen. When you are. press Setup (Shift-Fl), select Initial Settings (4), 
select Equations (3 ), then select Graphical Font Size (2). Next. select the 
graphical font size option of your choice, enter information as necessary, then 
press Exit (F7) until you return to the normal editing screen. 

To change the graphical font size setting for a single equation. make sure you 
are in the Editing window of the Equation Editor. When you are. press Setup, 
then select Graphical Font Size (2). Next. select the graphical font size option of 
your choice, then press Exit until you return to the Equation Editor. 

There are two graphical font size options: Default Font ( 1) and Set Point Size 
(2). If you select Default Font, the font size will be the same as the size for the 
base font prior to the Equntion Box Options code for the equation (or the initial 
base font for the document if there is no Equntion Box Options code). 

If you select Set Point Size, you can enter the point size yourself. 

Positioning Equations 
It is probably a good idea to become familiar with WordPerfect Graphics Boxes 
if you plan to create equations. These boxes are used to position your equations 
on the page. 

While WordPerfect contains a graphics box type cnlled "Equation," you do not 
need to create an equation in an Equation type box. In fact, you can create an 
equation in any type of graphics box by specifying Equation for the box 
contents. The Equation type graphics box, however. has an initial appearance 
(no box lines. positioned from margin to margin) that is common for many 
equations. This is why we suggest using it in the steps of this section. 

For more information on the Graphics feature. see Graphics, Create in 
Reference. 

Print as Graphics 
WordPerfect is initially set to print all equation symbols as graphics characters. 
You can change this setting to have WordPerfect print an equation symbol as a 
graphics character only if you don't have the symbol in one of the printer fonts. 

Before you change the Print as Graphics setting for an equation. you should 
know that an initial or default printing setting is located on the Setup: Initial 
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Settings menu (Shift-Fl,4,3). Unless you change the printing setting for an 
equation in the Equation Editor, the equation conforms to the default setting. 
Once an equation is created, it retains the printing setting it was created under, 
and the only way you can change this setting is to edit it in the Equation Editor.

To change the default printing setting, you must be in the normal editing screen. 
When you are, press Setup (Shift-Fl), select Initial Settings (4), select Equations
(3), then select Print as Graphics (1). Next, type y to print all equation 
characters as graphics or type n to print equation characters as graphics only 
when necessary. Then, press Exit (F7).

To change the printing setting for a single equation, make sure you are in the 
Editing window of the Equation Editor. When you are, press Setup, then select 
Print as Graphics (1). Next, type y to print all equations as graphics characters 
or type n to print equation characters as graphics only when necessary. Then, 
press Exit.

If you have a printer that doesn’t print graphics, you should set Print as Graphics to No.

If you set the Print as Graphics setting to No, WordPerfect will search your 
automatic font changes and substitute fonts for the symbol it is looking for (see 
Printer Program. Customize Substitute Fonts and Printer Program, Modify 
Automatic Font Changes in Reference). If it cannot find the symbol, it will print 
the symbol as a graphics character.

If your printer does not have a font that contains the symbol WordPerfect is 
looking for and cannot print graphics, it cannot print the symbol. Instead, it will 
leave a blank space.
If for some reason you don t want to ever print an equation symbol f or any other 
character) as a graphics character, set the Graphics Quality option on the Print menu to 
Do Not Print (see Print Quality in Reference).

For a more detailed description of the WordPerfect printing process, see 
Printing—General Information in Reference.

If you are printing equation characters as graphics, you can improve the print quality 
with the Print Quality feature (see Print Quality in Reference). If the Text Quality option 
on the Print menu is set to High, graphics equation characters are printed in high 
quality. If the Text Quality option is set to a quality less than High but greater than Do 
Not Print, WordPerfect uses the Graphics Quality’ setting to print graphical equations.

Retrieving an Equation
If you want to retrieve an equation that you have previously saved, press 
Retrieve (Shift-FlO) while in the Equation Editor, then enter the filename of the 
equation. WordPerfect will first look for the equation in the document directory, 
then in the default directory (see Location o f Files in Reference).

After pressing Retrieve (Shift-FlO), you can press List (F5), then enter a directory name 
to display the files in a directory. If you select Retrieve (I) while you are in that 
directory. WordPerfect will retrieve the highlighted file to the Equation Editor.
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Settings menu (Shift-Fl,4,3). Unless you change the printing setting for an 
equation in the Equation Editor, the equation conforms to the default setting. 
Once an equation is created, it retains the printing setting it was created under, 
and the only way you cun change this setting is to edit it in the Equution Editor. 

To change the default printing setting, you must be in the normal editing screen. 
When you are, press Setup (Shift-FI), select Initial Settings (4 ). select Equations 
(3), then select Print as Graphics (1). Next, type y to print all equation 
characters as graphics or type n to print equation characters as graphics only 
when necessary. Then, press Exit (F7). 

To change the printing setting for a single equation, make sure you are in the 
Editing window of the Equation Editor. When you are, press Setup, then select 
Print as Graphics (I). Next, type y to print all equations as graphics characters 
or type n to print equation characters as graphics only when necessary. Then, 
press Exit. 

If you have a printer that doesn't print graphics, you should set Print as Graphics to Nu. 

If you set the Print as Graphics setting to No, WordPerfect will search your 
automatic font changes and substitute fonts for the symbol it is looking for (see 
Printer Program. Customize Substitute Fonts and Printer Program, Modify 
Automatic Font Changes in Reference). If it cannot find the symbol. it will print 
the symbol as a graphics character. 

If your printer does not have a font that contains the symbol WordPerfect is 
looking for and cannot print graphics, it cannot print the symbol. Instead, it will 
leave a blank space. 

lffor some reason you don t want to ever print an equlllion symbol (or any other 
character) as a graphics character, set the Graphics Quality option on the Print menu to 
Do Not Print (see Print Quality in Reference). 

For a more detailed description of the WordPerfect printing process, see 
Printin?,-General Information in Reference. 

If you are printing equation characters as graphics, you can improve the print quality 
with the Print Quality feature (see Print Quality in Reference). If the Text Quality option 
on the Print menu is set to High, graphics equation characters are printed in high 
quality If the Text Quality option is set to a quality less than High but greater than Do 
Not Prim, WordPerfect uses the Graphics Quality setting to print graphical equations. 

Retrieving an Equation 
If you want to retrieve an equation that you have previously saved, press 
Retrieve (Shift-FIO) while in the Equation Editor, then enter the filename of the 
equation. WordPerfect will first look for the equation in the document directory, 
then in the default directory (see Location of Files in Reference). 

After pressing Retrieve (Shift-F/0), you can press List (F5), then enter a directory name 
lo display the files in a directory. If you select Retrieve (I) while you are in that 
directory, WordPerfect will retrieve the highlighted file to the Equation Editor. 



You can also enter the equation filename under the Filename heading on the 
Definition: Equation menu to retrieve the equation.

If you retrieve a WordPerfect (non-equation) file to the Equation Editor, all 
codes will be removed except hard returns [HRt] and WordPerfect characters.
Soft returns will be changed to hard returns. The file will still be formatted 
according to mathematical equation typesetting guidelines, so spaces and hard 
returns will not separate text in the printed equation (see Editing Window above).

If there are equation syntax errors in the text, the “Incorrect Format” message 
will appear when you try to display the equation. For more information on this 
message, see Display Window above.

Saving an Equation
To save the equation you have created to a separate file, press Save (F10) while 
in the Equation Editor.

If you have entered a pathname for a documents directory in Location of Files 
(Shift-Fl,6,7), WordPerfect prompts you to save it in this directory (see Location 
of Files in Reference).

If you are saving an equation that you retrieved to the Equation Editor, 
WordPerfect displays the pathname to the documents directory (regardless of the 
directory you retrieved the equation from) along with the equation filename. If 
you want to save the equation in the documents directory under the same 
filename, press Enter, then type y if you are asked to replace. If you want to 
make changes to the path or filename, make the changes, then press Enter.

If you are saving an equation that you did not retrieve to the Equation Editor, 
WordPerfect displays the pathname to the documents directory. If you want to 
save the equation to the documents directory, press End, then enter the filename. 
If you simply enter a filename without moving to the end of the displayed 
pathname, the equation will be saved to the default directory.

If you have not entered a pathname for a documents directory and are saving an 
equation, WordPerfect displays the filename for the equation (if the equation was 
retrieved to the Equation Editor) or nothing at all. You can press Enter, then 
type y to save the equation under the same filename, or you can enter a filename 
of your own. Unless you enter a complete pathname, your equation will be 
saved to the default directory.

A saved equation can be retrieved into the Equation Editor for other equations 
(see Retrieving an Equation above). When you save an equation as a separate 
file, none of the alignment or printing options for the equation are saved with the 
equation.

Saving an equation is not the same thing as saving the entire document. In order 
to save the document, you must be in the normal editing screen.

See Also: Lesson 29; Equations, Commands and Symbols; Equations,
Commands Syntax; Graphics, Define a Box; Appendix D
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You can also enter the equation filename under the Filename heading on the 
Definition : Equation menu to retrieve the equation . 

If you retrieve a WordPerfect (non-equation ) file to the Equation Editor, all 
codes will be removed except hard returns [HRt] and WordPerfect characters. 
Soft returns will be changed to hard returns. The file will still be formatted 
according to mathematical equation typesening guidelines. so spaces and hard 
returns will not separate text in the printed equation (see Editing Window above). 

If there are equation syntax errors in the text , the "Incorrect Format" message 
will appear when you try to display the equation. For more information on this 
message, see Display Window above . 

Saving an Equation 
To save the equation you have created to a separate file, press Save (Fl 0) while 
in the Equation Editor. 

If you have entered a pathname for a documents directory in Location of Files 
(Shift-Fl,6,7), WordPerfect prompts you to save it in this directory (see Location 
of Files in Reference). 

If you are saving an equation that you retrieved to the Equation Editor, 
WordPerfect displays the pathname to the documents directory (regardless of the 
directory you retrieved the equation from) along with the equation filename . lf 
you want to save the equation in the documents directory under the same 
filename. press Enter, then type y if you are asked to replace . If you want to 
make changes to the path or filename, make the changes, then press Enter. 

If you are saving an equation that you did not retrieve to the Equation Editor, 
WordPerfect displays the pathname to the documents directory. If you want to 
save the equation to the documents directory. press End. then enter the filename. 
If you simply enter a filename without moving to the end of the displayed 
pathname. the equation will be saved to the default directory. 

If you have not entered a pathname for a documents directory and are saving an 
equation, WordPerfect displays the filename for the equation (if the equation was 
retrieved to the Equation Editor) or nothing at all. You can press Enter, then 
type y to save the equation under the same filename. or you can enter a filename 
of your own. Unless you enter a complete pathname, your equation will be 
saved to the default directory. 

A saved equation can be retrieved into the Equation Editor for other equations 
(see Retrieving an Equation above). When you save an equation as a separate 
file, none of the alignment or printing options for the equation are saved with the 
equation. 

Saving an equation is not the same thing as saving the entire document. In order 
to save the document, you must be in the normal editing screen. 

See Also: Lesson 29; Equations. Commands and Symbols; Equations, 
Commands Syntax; Graphics, Define a Box; Appendix D 
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Equations, Commands and Symbols

This section assumes that you are familiar with entering and exiting the Equation 
Editor. If you are not, refer to Equations in Reference.

When you enter the Equation Editor, the cursor is in the Editing window. From 
there you can build your equation with commands, symbols, and text.

There are two different methods for entering equation commands and symbols:

• You can enter math commands and letters found on the keyboard, as well as 
extended characters, directly from the keyboard.

or

• You can choose commands and symbols from the Equation Palette. The 
various menus on the Palette are discussed below.

Write down your equation as you are creating it, just as you would say it aloud. 
In most cases, the Equation Editor closely follows the normal conventions for 
verbalizing mathematical equations. For example, to produce the following 
equation, you might say “y equals 1 over the square root of x.”

1

This is similar to how you would produce the formula in the Equation Editor, 

y = 1 O V E R  S Q R T  x

You could also type the formula in lowercase letters, 

y = 1 over sqrt x 

and obtain the same result.

The keywords OVER and SQRT are on the Equation Palette. You can select 
them from the Palette or type them from the keyboard.

To select an item from the Palette, press List (F5) to switch to the Palette, press 
Page Up (PgUp) or Page Down (PgDn) as necessary to locate the desired menu, 
use the cursor keys to move to the command you want, then press Enter or 
Ctrl-Enter

For items in the menus that contain both a symbol and a corresponding keyword 
(e.g., j and INT), pressing Enter puts the keyword (INT) in your equation in the 
Editing window. If you prefer to have the symbol (j), press Ctrl-Enter. This 
only affects what is shown in the Editing window. In both cases, when you 
press Display (F9), or when you print the equation, the appropriate symbol is 
displayed or printed. If there is no keyword or if the keyword is the same as the 
symbol, there is no difference between Enter and Ctrl-Enter.
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Equations, Commands and Symbols 

This section assumes that you are familiar with entering and exiting the Equation 
Editor. If you are not, refer to Equations in Reference. 

When you enter the Equation Editor, the cursor is in the Editing window. From 
there you can build your equation with commands, symbols, and text. 

There are two different methods for entering equation commands and symbols: 

• You can enter math commands and letters found on the keyboard, as well as 
extended characters. directly from the keyboard. 

or 

• You can choose commands and symbols from the Equation Palette. The 
various menus on the Palette are discussed below. 

Write down your equation as you are creating it, just as you would say it aloud. 
In most cases, the Equation Editor closely follows the normal conventions for 
verbalizing mathematical equations. For example. to produce the following 
equation, you might say "y equals I over the square root of x." 

1 
y=-

lx 

This is similar to how you would produce the formula in the Equation Editor. 

y = l OVER SQRT x 

You could also type the formula in lowercase letters. 

y = I over sqrt x 

and obtain the same result. 

The keywords OVER and SQRT are on the Equation Palette. You can select 
them from the Palette or type them from the keyboard. 

To select an item from the Palette. press List (F5) to switch to the Palette, press 
Page Up (PgUp) or Page Down (PgDn) as necessary to locate the desired menu, 
use the cursor keys to move to the command you want. then press Enter or 
Ctrl-Enter 

For items in the menus that contain both a symbol and a corresponding keyword 
(e.g .. f and INT), pressing Enter puts the keyword (INT) in your equation in the 
Editing window. If you prefer to have the symbol d), press Ctrl-Enter. This 
only affects what is shown in the Editing window. In both cases, when you 
press Display (F9), or when you print the equation, the appropriate symbol is 
displayed or printed. If there is no keyword or if the keyword is the same as the 
symbol. there is no difference between Enter and Ctrl-Enter. 
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You may find that once you become familiar with the commands and their 
syntax, it is easier to simply type them in than to retrieve them from the Palette.

The building blocks of the Equation Editor are commands, symbols, numbers, 
and variables. You can access the commands and most symbols from the 
Equation Palette. You can create numbers and variables arbitrarily. Each of 
these classes is explained below.

Commands
Commands is one of the menus on the Equation Palette. It contains keywords 
which the Equation Editor recognizes as commands. Most commands require 
you to use a specific syntax, or structure, when you enter the command. All 
commands have some formatting function, such as drawing a line or arranging 
variables in the equation.

To select a command from the Equation Palette, press List (F5) to switch to the 
Palette, press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Commands menu, use the cursor keys to move to the command you want, then 
press Enter.

All commands on the Commands menu can also be typed in from the keyboard 
(either uppercase or lowercase). For example, the Equation Editor views 
“OVER” and “over” as the same command. You can also mix case (e.g., 
“Over”) if you find it useful.

If you type a command, you must separate the command from any variable on 
either side. You can do this with a space, the Enter key, or with any symbol 
that is part of your equation. For example, if you type

x OVER{-y}

the Equation Editor recognizes the com m and OVER and formats the equation 
correctly. (Braces ({ }) are used to group items. For more information, see 
Grouping Commands below.)

x
-y

When you retrieve a command from the Palette, the Equation Editor adds a 
space before the command (unless the command begins the first line in the 
Editing window) and a space after the command.

For a description of each command, see Equations, Commands Syntax in 
Reference.

Symbols
There are a variety of symbols that you can use in the Equation Editor. You can 
use keyboard symbols, symbols from WordPerfect character sets, and six menus 
of symbols on the Equation Palette. The following Palette menus are discussed 
under Notes below: Arrows, Greek, Large. Other, Sets, and Symbols.
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You may find that once you become familiar with the commands and their 
syntax. it is easier to simply type them in than to retrieve them from the Palette . 

The building blocks of the Equation Editor are commands, symbols, numbers, 
and variables. You can access the commands and most symbols from the 
Equation Palette. You can create numbers and variables arbitrarily. Each of 
these classes is explained below. 

Commands 
Commands is one of the menus on the Equation Palette. It contains keywords 
which the Equation Editor recognizes as commands. Most commands require 
you to use a specific syntax, or structure, when you enter the command. All 
commands have some formatting function. such as drawing a line or arranging 
variables in the equation. 

To select a command from the Equation Palette, press List (FS) to switch to the 
Palette. press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Commands menu, use the cursor keys to move to the command you want, then 
press Enter. 

All commands on the Commands menu can also be typed in from the keyboard 
(either uppercase or lowercase). For example, the Equation Editor views 
"OVER" and "over" as the same command. You can also mix case (e.g., 
"Over") if you find it useful. 

If you type a command, you must separate the command from any variable on 
either side. You can do this with a space, the Enter key, or with any symbol 
that is part of your equation. For example, if you type 

x OVER{-y} 

the Equation Editor rel:ognizes 1he l:urnmand OVER and formats the equation 
correctly. (Braces ( { l) are used to group items. For more information, see 
Grouping Commands below.) 

X 

-y 

When you retrieve a command from the Palette, the Equation Editor adds a 
space before the command (unless the command begins the first line in the 
Editing window) and a space after the command. 

For a description of each command, see Equations. Commands Syntax in 
Reference. 

Symbols 
There are a \ ariety of symbols that you can use in the Equation Editor. You can 
use keyboard symbols, symbols from WordPerfect character sets, and six menus 
of symbols on the Equation Palette. The following Palette menus are discussed 
under Notes below: Arrows, Greek, Large. Other, Sets, and Symbols. 
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Notes

For a complete list of the symbols available on the Palette, see Appendix D: 
Equation Palette.

Variables
The Equation Editor treats all alphabetic character input that it does not 
recognize as reserved commands as variables. A variable must begin with an 
alphabetic character, can be one or more characters, and can contain numbers. A 
variable is terminated by a non-alphanumeric character (such as a symbol, space, 
or Enter). For example, x, yl, A1A, abc are valid variables.

Keep in mind that spaces you type in the Editing window are not converted to 
spaces by the Equation Editor. If you want to insert spaces into your equation, 
use a backward accent O  for a thin space, or a tilde (~) for a normal space (4 
thin spaces = 1 normal space).

Variables are printed in the italic setting for the current base font. For details, 
see Fonts under Equations in Reference.

Numbers
A number is any non-negative integer (0, 1, 32767, etc.) terminated by a non­
integer (a symbol, space, period, alphabetic character). Numbers are formatted 
using the base font currently in effect.

You can enter real numbers (including negative and decimal numbers), but the 
numbers are treated as separate alphabetic, numeric, or operator parts by the 
Equation Editor. For example, -2 is treated as two parts—a minus sign (-) and
2. 100.5 is treated as three parts— 100, a decimal point (.), and 5.

In order to have a construction with more than one part act as a single unit, you 
must surround the construction with braces. For example, if you want to print x 
raised to the power of negative 2, you would group the minus sign and the 2 as 
follows: xA{—2}

.r

Similarly, if you wanted to divide x by 0.5, you would type x OVER {0.5} 

x
0.5

Arrows
Arrows is a menu on the Equation Palette, It contains a variety of arrows as 
well as several hollow and solid figures such as triangles, squares, and circles.

To select an arrow key from the Palette, press List (F5) to switch to the Palette, 
press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the Arrows 
menu, use the cursor keys to move to the symbol you want, then press Enter.

As you highlight each Arrow symbol on the Palette, the status line shows a 
description of that symbol.
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For a complete list of the symbols available on the Palette, see Appendix D: 
Equation Palette. 

Variables 
The Equation Editor treats all alphabetic character input that it does not 
recognize as reserved commands as variables. A variable must begin with an 
alphabetic character, can be one or more characters. and can contain numbers. A 
variable is terminated by a non-alphanumeric character (such as a symbol, space, 
or Enter) . For example, x, y I, A I A, abc are valid variables. 

Keep in mind that spaces you type in the Editing window are not converted to 
spaces by the Equation Editor. If you want to insert spaces into your equation, 
use a backward accent C) for a thin space, or a tilde (-) for a normal space ( 4 
thin spaces = I normal space). 

Variables are printed in the italic setting for the current base font. For details, 
see Fonts under Equations in Reference. 

Numbers 
A number is any non-negative integer (0, I, 32767, etc .) terminated by a non­
integer (a symbol, space, period, alphabetic character). Numbers are formatted 
using the base font currently in effect. 

You can enter real numbers (including negative and decimal numbers), but the 
numbers are treated as separate alphabetic, numeric, or operator parts by the 
Equation Editor. For example, -2 is treated as two parts-a minus sign (-) and 
2. 100.5 is treated as three parts- JOO, a decimal point (.), and 5. 

In order to have a construction with more than one part act as a single unit, you 
must surround the construction with braces. For example, if you want to print x 
raised to the power of negative 2, you would group the minus sign and the 2 as 
follows: x,...{-2) 

Similarly, if you wanted to divide x by 0.5, you would type x OVER {0.5} 

X 

0.5 

Arrows 
Arrows is a menu on the Equation Palette. It contains a variety of arrows as 
well as several hollow and solid figures such as triangles, squares, and circles. 

To select an arrow key from the Palette, press List (F5) to switch to the Palette, 
press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the Arrows 
menu, use the cursor keys to move to the symbol you want, then press Enter. 

As you highlight each Arrow symbol on the Palette, the status line shows a 
description of that symbol. 
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The Left Arrow and the Right Arrow can be entered by typing <- (< and -) and 
-> (- and >), respectively.

Each symbol on the Arrows menu can also be entered using the Compose 
(Ctrl-2) feature.

For a complete list of the symbols on the Arrows menu, see Appendix D: 
Equation Palette.

Commands
Commands is a menu on the Equation Palette. To select a command from the 
Equation Palette, press List (F5) to switch to the Palette, press Page Up (PgUp) 
or Page Down (PgDn) as necessary to locate the Commands menu, use the 
cursor keys to move to the command you want, then press Enter. You can also 
type in the command keyword from the keyboard.

As you highlight each command on the Palette, the status line shows the 
keyword for that command, as well as a description and an example of the 
syntax.

Most commands require you to use a specific syntax, or structure, when you 
enter the command. See Equations, Commands Syntax in Reference for details 
of individual commands.

Common Operators and Symbols
These common operators and symbols are not on the Equation Palette and must 
be entered directly from the keyboard.

+  - * / = < > ! ? . !  @ ;

Dynamic Operators (Delimiters)
Dynamic operators, or delimiters, are special commands used to create symbols 
which vary in height, width, or both, depending on the size of the equation part 
to which they apply.

There are eight dynamic operators: OVER, LEFT, RIGHT, SQRT. NROOT, 
BINOM, LONGDIV, and LONGDIVS. Each of these operators has a specific 
syntax that is explained in Equations. Commands Syntax in Reference.

Following is an example using four of the six operators. To create this equation, 
type SQRT LEFT ( x OVER {x+y} RIGHT )

Functions
Functions is a menu on the Equation Palette. It contains commands that are 
recognized as mathematical functions by the Equation Editor (e.g., sin, cos, log). 
Function names are formatted in the base font.
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The Left Arrow and the Right Arrow can be entered by typing <· ( < and -) and 
-> (- and > ), respectively. 

Each symbol on the Arrows menu can also be entered using the Compose 
(Ctrl-2) feature. 

For a complete list of the symbols on the Arrows menu, see Appendix D: 
Equation Palette. 

Commands 
Commands is a menu on the Equation Palette . To select a command from the 
Equation Palette. press List (F5J to switch to the Palette. press Page Up (PgUp) 
or Page Down (PgDn ) as necessary to locate the Commands menu, use the 
cursor keys to move to the command you want. then press Enter. You can also 
type in the command keyword from the keyboard. 

As you highlight each command on the Palette, the status line shows the 
keyword for that command. as well as a description and an example of the 
syntax. 

Most commands require you to use a specific syntax, or structure, when you 
enter the command. See Equations. Cv11111wnds Symax in Reference for details 
of individual commands. 

Common Operators and Symbols 
These common operators and symbols are not on the Equation Palette and must 
be entered directly from the keyboard . 

+ * I < > ? @ " 

Dynamic Operators (Delimiters) 
Dynamic operators, or delimiters, are special commands used to create symbols 
which vary in height. width. or both. depending on the size of the equation part 
to which they apply. 

There are eight dynamic operators : OVER. LEFT. RIGHT, SQRT. NROOT, 
BINOM. LONGDIY. and LONGDIYS. Each of these operators has a specific 
syntax that is explained in Equariom, Commands Syntax in Reference. 

Following is an example using four of the six operators. To create this equation. 
type SQRT LEFT ( x OVER {x+y} RIGHT) 

Functions 
Functions is a menu on the Equation Palette. It contains commands that are 
recognized as mathematical functions by the Equation Editor (e.g., sin. cos, log) . 
Function names are formatted in the base font. 
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To select a function from the Palette, press List (F5) to switch to the Palette, 
press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Functions menu, use the cursor keys to move to the function you want, then 
press Enter.

As you highlight each function on the Palette, the status line shows the com plete 
name for that function.

You can also type all function names from the keyboard. You should separate 
function names from surrounding items with a symbol, space, or Enter. Function 
names retain the case you type them in.

To create the following equation, type cosA2'ital theta' +'sinA2'ital theta'='l

cos2 6 + sin2 6 = 1

For a complete list of the Functions menu, see Appendix D: Equation Palette.

The Equation Editor also lets you define your own functions. For details, see 
User-Defined Functions below.

Greek
Greek is a menu on the Equation Palette. It contains both uppercase and 
lowercase Greek characters, as well as some variants.

To select a Greek character from the Palette, press List (F5) to switch to the 
Palette, press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Greek menu, use the cursor keys to move to the Greek character you want, then 
press Enter to insert the keyword into your equation in the Editing window or 
Ctrl-Enter to insert the character itself.

As you highlight each Greek character on the Palette, the status line shows the 
keyword for that character.

The Greek characters in the WordPerfect character set that are not on the Palette 
are available in the Equation Editor only if they are entered with Compose 
(Ctrl-2).

The keywords for uppercase and lowercase letters are differentiated only by the 
case. If the command contains an uppercase letter, it is assumed to refer to an 
uppercase Greek character (e.g., SIGMA or Sigma would produce Z and sigma 
would produce a).

Greek letters are not italicized.

For a complete list of the Greek menu, see Appendix D: Equation Palette. 

Grouping Commands
Braces ({ }) are used to group (indicate groupings of) equation symbols and 
commands in the Equation Editor.
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To select a function from the Palette. press List (F5) to switch to the Palette. 
press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Functions menu. use the cursor keys to move to the function you want. then 
press Enter. 

As you highlight each function on the Palette, the status line shows the complete 
name for that function . 

You can also type all function names from the keyboard . You should separate 
function names from surrounding items with a symbol. space. or Enter. Function 
names retain the case you type them in. 

To create the following equation. type cos"2'ital theta'+'sin"2'ital theta·=· 1 

cos2 e + sin2 e = I 

For a complete list of the Functions menu. see Appendix D: Equation Palette. 

The Equation Editor also lets you define your own functions . For details, see 
User-Defined Functions below. 

Greek 
Greek is a menu on the Equation Palette . It contains both uppercase and 
lowercase Greek characters. as well as some variants. 

To select a Greek character from the Palette. press List (F5) to switch to the 
Palette, press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Greek menu. use the cursor keys to move to the Greek character you want, then 
press Enter to insert the keyword into your equation in the Editing window or 
Ctrl-Enter to insert the character itself 

As you highlight each Greek character on the Palette. the status line shows the 
keyword for that character. 

The Greek characters in the WordPerfect character set that are not on the Palette 
are available in the Equation Editor only if they are entered with Compose 
(Ctrl-2). 

The keywords for uppercase and lowercase letters are differentiated only by the 
case. If the command contains an uppercase letter. it is assumed to refer to an 
uppercase Greek character (e.g .. SIGMA or Sigma would produce I and sigma 
would produce CT). 

Greek letters are not italicized. 

For a complete list of the Greek menu. see Appendix D: Equation Palerre. 

Grouping Commands 
Braces ( { } ) are used to group (indicate groupings of) equation symbols and 
commands in the Equation Editor. 
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For example, if you want a group of characters to be used as a superscript, you 
can specify xA{y+2}

To determine the order that the Equation Editor uses for ordering commands, see 
Precedence below.

Large
Large is a menu on the Equation Palette. The Large symbols make available 
operators that can be one of two sizes—small and large (e.g., SMALLSUM and 
SUM). The smaller size (e.g., SMALLSUM) is typically used for Character 
Equation boxes (e.g., if you wanted an in-line equation). The larger size (e.g., 
SUM) is typically used in other anchor box types. See Graphics, Define a Box 
in Reference for more details.

To select a large symbol from the Palette, press List (F5) to switch to the 
Palette, press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Large menu, use the cursor keys to move to the symbol you want, then press 
Enter to insert the keyword into your equation in the Editing window or 
Ctrl-Enter to insert the symbol itself.

As you highlight each Large symbol on the Palette, the status line shows the 
keyword and a description for that symbol.

You can enter Large commands from the keyboard as either keywords or 
symbols. Keywords for large symbols can be uppercase or lowercase.

For a complete list of the Large menu, see Appendix D: Equation Palette.

Other
Other is a menu on the Equation Palette. It contains diacritical marks (accents) 
and four orientations of ellipses (see Diacritical Marks and Ellipses below).

To select one of these items from the Palette, press List (F5) to switch to the 
Palette, press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Other menu, use the cursor keys to move to the item you want, then press Enter 
to insert the keyword into your equation in the Editing window or Ctrl-Enter to 
insert the item itself.

As you highlight each Other symbol on the Palette, the status line shows the 
keyword for that symbol, as well as a description and an example of the syntax.

You can also enter Other symbols from the keyboard as keywords; these 
keywords are not case sensitive.

Diacritical Marks
The diacritical command follows the variable to which it applies. For 
example, to produce the first example below, you would type e acute
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For example, if you want a group of characters to be used as a superscript, you 
can specify x"{y+2} 

To determine the order that the Equation Editor uses for ordering commands, see 
Precedence below. 

Large 
Large is a menu on the Equation Palette. The Large symbols make available 
operators that can be one of two sizes-small and large (e.g., SMALLSUM and 
SUM). The smaller size (e.g .. SMALLSUM) is typically used for Character 
Equation boxes (e.g., if you wanted an in-line equation). The larger size (e.g., 
SUM) is typically used in other anchor box types. See Graphics, Define a Box 
m Reference for more details. 

To select a large symbol from the Palette, press List (F5) to switch to the 
Palette, press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Large menu, use the cursor keys to move to the symbol you want, then press 
Enter to insert the keyword into your equation in the Editing window or 
Ctrl-Enter to insert the symbol itself. 

As you highlight each Large symbol on the Palette. the status line shows the 
keyword and a description for that symbol. 

You can enter Large commands from the keyboard as either keywords or 
symbols . Keywords for large symbols can be uppercase or lowercase. 

For a complete list of the Large menu, see Appendix D: Equation Paleue . 

Other 
Other is a menu on the Equation Palette . It contains diacritical marks (accents) 
and four orientations of ellipses (see Diacritical Marks and Ellipses below). 

To select one of these items from the Palette. press List (F5) to switch to the 
Palette. press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Other menu. use the cursor keys to move to the item you want, then press Enter 
to insert the keyword into your equation in the Editing window or Ctrl-Enter to 
insert the item itself. 

As you highlight each Other symbol on the Palette. the status line shows the 
keyword for that symbol. as well as a description and an example of the syntax . 

You can also enter Other symbols from the keyboard as keywords; these 
keywords are not case sensitive. 

Diacritical Marks 
The diacritical command follows the variable to which it applies. For 
example, to produce the first example below. you would type e acute 
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The diacritical marks are placed according to the height of the base character 
to which they apply.

Keyword Example

ACUTE e

BAR X

BREVE a

CHECK X

CIRCLE X

DOT X

DDOT X

DDDOT X

DYAD X

GRAVE e

HAT X

TILDE n

VEC X

Ellipses
The following commands insert ellipses into an equation as described below. 
Each ellipsis consists of three dots. The spacing between the dots is the 
same for all 4 commands—only the orientation is different.

Keyword Description

DOTSAXIS
DOTSLOW
DOTSVERT
DOTSDIAG

A horizontal row of dots centered on the axis 
A horizontal row of dots on the baseline 
A vertical row of dots
A diagonally-aligned row of dots (upper left to lower 
right)

For example, to produce the following equation with a horizontal row of dots 
on the baseline, type x DOTSLOW x_n

x .x n

Precedence
The Equation Editor groups elements in a specific order. This order is listed 
below, starting with the highest level of grouping.

1 Groups
2 Diacritical marks
3 Primes, SUB, SUP, FROM, and TO
4 Roots
5 OVER, BINOM
6 Other elements group left-to-right

You can override the normal grouping order by using braces ({ }) around those 
elements that you want to keep together as a unit. For example, the Equation 
Editor treats x + y as three elements, but {x + y) is treated as a single group. If
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The diacritical marks are placed according to the height of the base character 
to which they apply. 

Keyword Example 

ACUTE e 
BAR -

X 

BREVE a 
CHECK i 
CIRCLE i 
DOT X 

DDOT X 

DDDOT x 
DYAD X 

GRAVE e 
HAT X 

TILDE n 
VEC X 

Ellipses 
The following commands insert ellipses into an equation as described below. 
Each ellipsis consists of three dots . The spacing between the dots is the 
same for all 4 commands-only the orientation is different. 

Keyword 

DOTSAXIS 
DOTSLOW 
DOTSVERT 
DOTSDIAG 

Description 

A horizontal row of dots centered on the axis 
A horizontal row of dots on the baseline 
A vertical row of dots 
A diagonally-aligned row of dots (upper left to lower 
right) 

For example, to produce the following equation with a horizontal row of dots 
on the baseline, type x DOTSLOW x_n 

x .. xn 

Precedence 
The Equation Editor groups elements in a specific order. This order is listed 
below. starting with the highest level of grouping. 

I Groups 
2 Diacritical marks 
3 Primes. SUB. SUP. FROM, and TO 
4 Roots 
5 OVER. BINOM 
6 Other elements group left-to-right 

You can override the normal grouping order by using braces ( { l) around those 
elements that you want to keep together as a unit. For example. the Equation 
Editor treats x + y as three elements. but ! x + y l is treated as a single group. If 
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commands are used inside of braces, these commands are evaluated first. If 
braces are used inside of braces, the elements in the inner braces are evaluated 
first. Examples with braces are shown below.

Diacritical marks are attached to the variable immediately preceding them. In 
the following example, type x VEC '

The vector is first attached to the variable x, then the prime is attached to the 
entire unit.

£ '

Primes are attached to the variable immediately preceding them, 
following example, type SQRT x '

The prime is first attached to the variable x. then the radical sign 
the entire unit.

F

If you want a subscript and a superscript on the same variable, you must put the 
subscript first, then the superscript. For example, to produce the following 
equation, type a_iA2

2
a i

If you want a prime and a subscript on the same variable, you must again put the 
subscript first. (The prime operates like a superscript.) For example, type x 
SUB 2 ' to produce the following equation:

/
x 2

To produce the following equation, type x SUP 2 SUP 3

The 3 is first attached as the superscript of 2, and then the entire unit is attached 
as the superscript of x.

i*
x *

The following equation demonstrates how some of these levels of grouping work 
together. Type SQRT xA3 -l

In the

is placed over

The superscript 3 is first bound to the x. This group is then bound to the SQRT 
function and placed under the square root radical sign. Finally, the remainder of 
the equation (-1) is bound.
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commands are used inside of braces, these commands are evaluated first. If 
braces are used inside of braces, the elements in the inner braces are evaluated 
first. Examples with braces are shown below. 

Diacritical marks are attached to the variable immediately preceding them . In 
the following example, type x VEC ' 

The vector is first attached to the variable x. then the prime is attached to the 
entire unit. 

Primes are attached to the variable immediately preceding them. In the 
following example, type SQRT x ' 

The prime is first attached to the variable x, then the radical sign is placed over 
the entire unit. 

If you want a subscript and a superscript on the same variable, you must put the 
subscript first, then the superscript. For example, to produce the following 
equation, type a_i"2 

If you want a prime and a subscript on the same variable, you must again put the 
subscript first. (The prime operates like a superscript.) For example, type x 
SUB 2 ' to produce the following equation: 

To produce the following equation, type x SUP 2 SUP 3 

The 3 is first attached as the superscript of 2, and then the entire unit is attached 
as the superscript of x. 

The following equation demonstrates how some of these levels of grouping work 
together. Type SQRT x"3-1 

The superscript 3 is first bound to the x. This group is then bound to the SQRT 
function and placed under the square root radical sign. Finally, the remainder of 
the equation (-1 ) is bound. 
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Keep in mind that symbols such as plus (+), minus (-), and decimal point (.) are 
treated as separate elements by the Equation Editor. To produce the square root 
of -1, for example, insert braces as follows:

sqrt {-1}
Otherwise, the square root function would assume that the minus sign was its 
sole argument and sqrt -1 would produce the following:

f - l

Sets
Sets is a menu on the Equation Palette. It contains set symbols, relational 
operators, and some commonly-used Fraktur and hollow letters.

To select a set symbol from the Palette, press List (F5) to switch to the Palette, 
press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the Sets 
menu, use the cursor keys to move to the symbol you want, then press Enter to 
insert the keyword into your equation in the Editing window (if there is no 
keyword, the symbol is inserted) or Ctrl-Enter to insert the symbol itself.

As you highlight each Set symbol on the Palette, the status line shows the 
keyword for that symbol (if a keyword is available), as well as a description.

For a complete list of the Sets menu, see Appendix D: Equation Palette.

Two common set symbols, union and intersection, are located on the Palette in 
the Large menu.

Spaces and Line Breaks
Spaces and hard returns serve as delimiters (i.e., separators) in the Editing 
window, but they are not translated into spaces or hard returns in your equation.

If you want to insert spaces in your equation, type a backward accent (') for a 
thin space or a tilde (~) for a normal space (4 thin spaces = 1 normal space).
See Equations. Commands Syntax in Reference for more information on the 
backward accent (') and the tilde (~).

If you want to insert line breaks into your equation, use the pound sign (#) or the 
MATRIX, STACK, or STACKALIGN commands. See Equations. Commands 
Syntax in Reference for more details on these commands.

Spacing Commands
Three commands that you can use to manually adjust the spacing of your 
equation within the equation box are HORZ, VERT, and LINESPACE. See 
Equations, Commands Syntax in Reference for details on these three commands.
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Keep in mind that symbols such as plus( +) , minus (-), and decimal point (.) are 
treated as separate elements by the Equation Editor. To produce the square root 
of -1. for example. insert braces as follows: 

sqrt {-1} 

Otherwise, the square root function would assume that the minus sign was its 
sole argument and sqrt -1 would produce the following : 

Sets 
Sets is a menu on the Equation Palette . It contains set symbols, relational 
operators, and some commonly-used Fraktur and hollow letters. 

To select a set symbol from the Palette, press List (F5) to switch to the Palette, 
press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the Sets 
menu. use the cursor keys to move to the symbol you want, then press Enter to 
insert the keyword into your equation in the Editing window (if there is no 
keyword. the symbol is inserted) or Ctrl-Enter to insert the symbol itself. 

As you highlight each Set symbol on the Palette, the status line shows the 
keyword for that symbol (if a keyword is available), as well as a description. 

For a complete list of the Sets menu, see Appendix D: Equation Palette. 

Two common set symbols. union and intersection, are located on the Palette in 
the Large menu. 

Spaces and Line Breaks 
Spaces and hard returns serve as delimiters (i.e., separators) in the Editing 
window, but they are not translated into spaces or hard returns in your equation. 

If you want to insert spaces in your equation, type a backward accent C) for a 
thin space or a tilde ( - ) for a normal space ( 4 thin spaces = 1 normal space). 
See Equations, Commands Syntax in Reference for more information on the 
backward accent Cl and the tilde ( - ). 

If you want to insert line breaks into your equation. use the pound sign (#) or the 
MATRIX. STACK. or STACKALIGN commands. See Equations. Commands 
Syntax in Reference for more details on these commands. 

Spacing Commands 
Three commands that you can use to manually adjust the spacing of your 
equation within the equation box are HORZ, VERT, and LINESPACE. See 
Equations, Commands Svntax in Reference for details on these three commands. 
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Symbols
Symbols is a menu on the Equation Palette. It contains miscellaneous symbols, 
such as oo, ±, and =.

To select a symbol from the Palette, press List (F5) to switch to the Palette, 
press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Symbols menu, use the cursor keys to move to the symbol you want, then press 
Enter to insert the keyword into your equation in the Editing window or 
Ctrl-Enter to insert the symbol itself.

As you highlight each symbol on the Palette, the status line shows the keyword 
and a description for that symbol.

You can also type in keywords for each symbol; the keywords are not case 
sensitive.

Some of the keywords are actually two or more keyboard symbols typed together 
without a break. For example, you can enter a ± by typing +-. These unique 
sequences of symbols include " (double prime), (triple prime), + - (plus or 
minus), -+  (minus or plus), <= (less than or equal), >= (greater than or equal),
«  (much less than), »  (much greater than), == (equivalent).

You can use any of the symbols on the Symbols menu by itself except for the 
three primes. Each prime must be attached to a variable: x '. x  ", jc m.

For a complete list of the Symbols menu, see Appendix D: Equation Palette. 

User-Defined Functions
The Equation Editor formats variables in an italic font. If you want to print a 
character string in the normal base font, you must define the string as a function 
using the FUNC command. Functions are formatted as normal text and retain 
the case  w ith  w h ich  t h e y  a r e  t y p e d  in.

For example, suppose you want to spell out "cosine” in your equation. The 
Equation Editor treats the word as a variable and italicizes it, but you decide you 
do not want it italicized. If you type FUNC cosine in the Editing window, the 
Equation Editor formats “cosine” in the normal base font.

If you want to apply FUNC to more than one variable, simply group the 
variables with braces ({ }) and place FUNC in front of the group. If you want 
to italicize an item, use the ITAL command (see ITAL under Equations, 
Commands Syntax in Reference).

See Also: Equations; Equations, Commands Syntax; Appendix D
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Symbols 
Symbols is a menu on the Equation Palette . It contains miscellaneous symbols. 
such as oo. ±. and =. 

To select a symbol from the Palette. press List (F5) to switch to the Palette, 
press Page Up (PgUp) or Page Down (PgDn) as necessary to locate the 
Symbols menu. use the cursor keys to move to the symbol you want, then press 
Enter to insert the keyword into your equation in the Editing window or 
Ctrl-Enter to insert the symbol itself. 

As you highlight each symbol on the Palette, the status line shows the keyword 
and a description for that symbol. 

You can also type in keywords for each symbol; the keywords are not case 
sensitive. 

Some of the keywords are actually two or more keyboard symbols typed together 
without a break. For example. you can enter a ± by typing +-. These unique 
sequences of symbols include " (double prime), (triple prime), +- (plus or 
minus), -+ (minus or plus), <= (less than or equal), >= (greater than or equal), 
<< (much less than), >> (much greater than), == (equivalent) . 

You can use any of the symbols on the Symbols menu by itself except for the 
three primes. Each prime must be attached to a variable: x '. x ", x #I . 

For a complete list of the Symbols menu, see Appendix D: Equation Palette. 

User-Defined Functions 
The Equation Editor formats variables in an italic font. If you want to print a 
character string in the normal base font. you must detine the string as a function 
usi ng the FUNC command. Functions are formatted as normal text and retain 
the case with which they are typed in . 

For example. suppose you want to spell out .. cosine'' in your equation . The 
Equation Editor treats the word as a variable and italicizes it, but you decide you 
do not want it italicized. If you type FUNC cosine in the Editing window. the 
Equation Editor formats "cosine" in the normal base font. 

If you want to apply FUNC to more than one variable, simply group the 
variables with braces ( { ) ) and place FUNC in front of the group. If you want 
to italicize an item, use the ITAL command (see ITAL under Equations, 
Commands Syntax in Reference) . 

See Also: Equations; Equations. Commands Syntax; Appendix D 
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Equations, Commands Syntax

The following words and symbols are keywords that the Equation Editor 
recognizes as commands. They are located under the Commands menu on the 
Equation Palette. All commands have some formatting function, such as drawing 
a line in an equation or arranging variables in an equation.

To insert one of these commands into your equation, switch to the Equation 
Palette by pressing List (F5), move the reverse video bar to the command you 
want (using Page Up, Page Down, and the cursor keys), then press Enter.

Commands require a specific syntax or structure. An example of the proper 
syntax is shown on the status line when you highlight each of the commands.

As an alternative to retrieving the commands from the Palette, you can also type 
them from the keyboard in either uppercase or lowercase. For example, the 
Equation Editor views “OVER" and “over" as the same command. You can also 
mix case (e.g.. "Over") if you find it useful.

In the following descriptions, a subgroup is simply used to refer to a part of an 
equation. Also, wherever a variable is indicated in the syntax of a command, 
you can substitute a group (enclosed in braces) for the variable.

Commands # (pound sign)
This symbol is a row separator and indicates a line break (or a new subgroup) in 
MATRIX, STACK, and STACKALIGN. The basic syntax is x #  y  # . . . # z, 
although the syntax for each of the above commands is slightly different. For 
the correct usage for each  com m an d , see  M A T R I X ,  S T A C K ,  and S T A C K A L I G N  
below. At the outermost level of an equation, the pound sign can be used by 
itself to separate lines in an equation (e.g., a=b-c#a=d+3).

& (ampersand)
This symbol has two functions. When used in MATFORM or MATRIX, it is a 
matrix column separator. The basic syntax is MATRIX [x & y & . . . & z) (see 
MATFORM and MATRIX below for details).

When used in STACKALIGN, ampersand (&) indicates the character on each 
row on which to align. The basic syntax is STACKALIGN {x&y}, where a- is 
the character on which you want to align (see STACKALIGN below for details).

. (period)
This symbol is used with dynamic operators to indicate that there is no 
corresponding opening or closing delimiter (see Dynamic Operators (Delimiters) 
under Equations, Commands and Symbols in Reference). LEFT and RIGHT 
must always be used together; if you only want one dynamic delimiter, you must 
indicate that the other end is open. LEFT . or RIGHT . is the syntax.
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Equations, Commands Syntax 

Commands 

The following words and symbols are keywords that the Equation Editor 
recognizes as commands. They are located under the Commands menu on the 
Equation Palette. All commands have some formatting function. such as drawing 
a line in an equation or arranging variables in an equation. 

To insert one of these commands into your equation, switch to the Equation 
Palette by pressing List ( F5 ), move the reverse video bar to the command you 
want (using Page Up. Page Down, and the cursor keys), then press Enter. 

Commands require a specifi<.: syntax or structure. An example of the proper 
syntax is shown on the status line when you highlight each of the commands. 

As an alternative to retrieving the commands from the Palette. you can also type 
them from the keyboard in either uppercase or lowercase. For example. the 
Equation Editor views "OVER" and ··over" as the same command. You can also 
mix case (e.g .. "Over" ) if you find it useful. 

In the following descriptions, a subgroup is simply used to refer to a part of an 
equation. Also. wherever a variable is indicated in the syntax of a command. 
you can substitute a group (enclosed in braces) for the variable. 

# (pound sign) 
This symbol is a row separator and indicates a line break (or a new subgroup) in 
MATRIX. STACK. and STACKALIGN. The basic syntax is x # y # ... # z, 
although the syntax for each of the above commands is slightly different. For 
the correct u,age fo1· each c ommand , see MATRIX . STACK, and STACKALIGN 

below. At the outermost level of an equation. the pound sign can be used by 
itself to separate lines in an equation (e.g .. a=b-c#a=d+3). 

& (ampersand) 
This symbol has two functions . When used in MATFORM or MATRIX, it is a 
matrix column separator. The basic syntax is MATRIX {x & y & ... & z) (see 
MATFORM and MATRIX below for details). 

When used in STACKALIGN. ampersand(&) indicates the character on each 
row on which to align . The basic syntax is STACKALIGN {x&y ). where x is 
the character on which you want to align (see STACKALIGN below for details) . 

. (period) 
This symbol is used with dynamic operators to indicate that there is no 
corresponding opening or closing delimiter (see Dynamic Operators ( Delimiters ) 
under Equations, Commands and Symbols in Ref erence). LEFT and RIGHT 
must always be used together; if you only want one dynamic delimiter. you must 
indicate that the other end is open. LEFT. or RIGHT. is the syntax. 
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For example, type LEFT LANGLE x OVER {x+1} RIGHT . to create the 
following equation:

For more information, see LEFT below.

\  (backslash)
This symbol indicates that the following symbol or command is treated as a 
literal. The syntax is Vommand. For example, if you want a tilde to print as a 
tilde rather than as a space, you would type \~

You can also use the backslash to print commands such as OVER, rather than 
have the command perform its normal function. If you type \OVER. the word is 
treated literally, and the command is no longer recognized by the Equation 
Editor as a command.

' (backward accent)
This symbol is translated into a thin space (one-quarter space) by the Equation 
Editor. Insert this symbol where you want to print a thin space.

Below is an example of no space (x+y), one thin space after the x (x'+y), two 
thin spaces after the x (x '+y), and three thin spaces after the x (x '” +y).

x+y x+y x+y x +y

For information on a normal space, see ~ (tilde) below.

I (left brace)
This symbol signals the start of a group. It is used in tandem with the right 
brace (}) symbol, which signals the end of a group. The syntax is {jr...y}. For 
example, to print the following equation type {x+1} OVER (x—2}

x+1
x-2

Without the braces ({ )) your equation would print like this:

.r

) (right brace)
This symbol signals the end of a group (see { (left brace) above).
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For example. type LEFT LANG LE x OVER {x+l} RIGHT, 10 create the 
following equation: 

For more information, see LEFT below. 

\ (backslash) 
This symbol indicates that the following symbol or command is treated as a 
literal. The syntax is 'command. For example, if you want a tilde to print as a 
tilde rather than as a space. you would type \~ 

You can also use the backslash to print commands such as OVER, rather than 
have the command perform its normal function. If you type \OVER. the word is 
treated literally. and the command is no longer recognized by the Equation 
Editor as a command. 

· (backward accent) 
This symbol is translated into a thin space (one-quarter space) by the Equation 
Editor. Insert this symbol where you want to print a thin space. 

Below is an example of no space (x+y), one thin space after the x (x'+y), two 
thin spaces after the x (x ·+y). and three thin spaces after the x (x--· +y). 

x +y X +y X +y X +y 

For information on a normal space. see ~ (tilde/ below. 

I (left brace) 
This symbol signals the start of a group. It is used in tandem with the right 
brace ( l) symbol, which signals the end of a group. The syntax is {x ... y} . For 
example. to print the following equation type {x+l} OVER {x-2} 

x + I 

x-2 

Without the braces ( l l) your equation would print like this: 

2 
X 

I (right brace) 
This symbol signals the end of a group (see / ( left brace) above). 
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~ (tilde)
This symbol is translated into a normal space by the Equation Editor. Insert this 
symbol where you want to print a normal space. Below is an example of no 
space (x+y) and one normal space after the x (x~+y).

x+y x+ y

For information about thin spaces, see ' (backward accent) above.

ALIGNC
This command aligns its accompanying argument in the center of the current 
subgroup or matrix column. Since center alignment is the default for most 
commands, ALIGNC is only useful in matrices. The syntax is ALIGNC x.

For more information, see MATFORM below.

ALIGNL
This command aligns its accompanying argument on the left margin of the 
current subgroup or matrix column. ALIGNL can be used with OVER, FROM, 
TO, etc., as well as with matrices. The syntax is ALIGNL x.

For example, type ALIGNL 1 OVER 10000 to left align the 1 in the equation 
below.

1____
10000

For more information, see MATFORM below.

ALIGNR
This command aligns its accompanying argument on the right margin of the 
current subgroup or matrix column. ALIGNR can be used with OVER, FROM, 
TO, etc., as well as with matrices. The syntax is ALIGNR x.

For example, type ALIGNR 1 OVER 10000 to right align the 1.

____ 1
10000

For more information, see MATFORM below.

BIN0M
This command creates a binomial construction. The left and right parentheses 
are placed around the binomial and are dynamically sized. The syntax is 
BINOM * y.
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- (tilde) 
This symbol is translated into a normal space by the Equation Editor. Insen this 
symbol where you want to print a normal space. Below is an example of no 
space (x+y) and one normal space after the x (x-+y) . 

x+y X +y 

For information about thin spaces, see · (backward accent) above. 

ALIGNC 
This command aligns its accompanying argument in the center of the current 
subgroup or matrix column. Since center alignment is the default for most 
commands. ALIGNC is only useful in matrices . The syntax is ALIGNC x. 

For more information. see MATFORM below. 

ALIGNL 
This command aligns its accompanying argument on the left margin of the 
current subgroup or matrix column. ALIGNL can be used with OYER. FROM. 
TO. etc .. as well as with matrices. The syntax is ALIGNL x . 

For example. type ALIGNL J OVER 10000 to left align the I in the equation 
below. 

10000 

For more information. see MATFORM below. 

ALIGNR 
This command aligns its accompanying argument on the right margin of the 
current subgroup or matrix column. ALIGNR can be used with OVER. FROM, 
TO. etc., as well as with matrices. The syntax is ALIGNR x. 

For example. type ALIGNR I OVER 10000 to right align the 1. 

I 

10000 

For more information. see MATFORM below. 

BINOM 
This command creates a binomial construction. The left and right parentheses 
are placed around the binomial and are dynamically sized. The syntax is 
BINOM x y. 
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For example, to produce the equation below, type BINOM alpha beta 

a
P

BINOMSM
This command works like BINOM with the exception that the entire construction 
is printed in the next smaller font. The syntax is BINOMSM x  y .

For example, to produce the equation below, type BINOMSM alpha beta

BOLD
This command causes its argument to be bolded. The syntax is BOLD x .

FROM
This command works with TO and provides beginning and ending limits for 
symbols. These limits are always placed below and above the symbol. If you 
want side limits, use SUB and SUP.

The syntax is o p e r a t o r  FROM x  TO y ,  where operator is some symbol such as 
SUM or INT, and x and y are the beginning and ending limits, respectively.

For example, if you want to produce the following equation, type SUM FROM 
{k=0} TO INF

£
A - 0

FUNC
This command causes any variable to be treated as a function name, rather than 
as a variable. The variable is thus printed in the base font. The syntax is 
FUNC v a r i a b l e ,  where variable is a single variable or a group enclosed in 
braces ({}).

For example, if you type WordPerfect, it prints in an italic font— WordPerfect. 
If you want it to print in a non-italic font, type FUNC WordPerfect

HORZ
WordPerfect calculates correct spacing for equation commands and operators. 
The equation itself is centered vertically in the equation box with respect to the 
“baseline” of the equation. You can use the following keyword commands to 
adjust the spacing manually:

HORZ n

VERT 71
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For example. to produce the equation below, type BINOM alpha beta 

BINDMSM 
This command works like BINOM with the exception that the entire construction 
is printed in the next smaller font. The syntax is BINOMSM x y. 

For example. to produce the equation below, type BINOMSM alpha beta 

BOLD 
This command causes its argument to be balded. The syntax is BOLD x. 

FROM 
This command works with TO and provides beginning and ending limits for 
symbols. These limits are always placed below and above the symbol. If you 
want side limits. use SUB and SUP. 

The syntax is operator FROM x TO y. where operator is some symbol such as 
SUM or INT. and x and y are the beginning and ending limits, respectively. 

For example, if you want to produce the following equation, type SUM FROM 
{k=O} TO INF 

L 
• -u 

FUNC 
This command causes any variable to be treated as a function name. rather than 
as a variable. The variable is thus printed in the base font. The syntax is 
FUNC variable, where variable is a single variable or a group enclosed in 
braces ( { } ). 

For example, if you type WordPerfect, it prints in an italic font - WordPerfect. 
If you want it to print in a non-italic font, type FUNC WordPerfect 

HORZ 
WordPerfect calculates correct spacing for equation commands and operators. 
The equation itself is centered vertically in the equation box with respect to the 
"baseline" of the equation. You can use the following keyword commands to 
adjust the spacing manually: 

HORZ n 

VERT 11 
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where n is the percentage of the current font size to move in a relative direction 
to the right or left for HORZ and up or down for VERT. If the number is 
positive, the direction is right or up; if the number is negative, the direction is 
left or down.

For example, if you are using a 12 point font and type HORZ 100 x=y, the 
equation is moved 12 points (approx. 1/6") to the right.

UAL
This command italicizes its argument. It is useful for italicizing functions (e.g., 
cos), numbers, or symbols (e.g., INT, SUM). The syntax is ITAL jc. (Compare 
FUNC above.)

If you use ITAL with a symbol keyword (e.g., ITAL SUM), the keyword is still 
correctly translated into the symbol (£), but the symbol will be italicized.

LEFT
LEFT or RIGHT inserts a delimiter which expands according to the size of the 
subgroup it encloses. The syntax is LEFT delimiter (or RIGHT delimiter), 
where delimiter is one of the following delimiters:

Delimiter Description

( left parenthesis
) right parenthesis
/ slash
[ left bracket
l right bracket
DLINE double vertical line (||)
LANGLE left angle bracket (()
LBRACE left brace ({)
LCEIL left ceiling (f)
LFLOOR left floor ([_)
LINE single vertical line ( )
RANGLE right angle bracket ())
RBRACE right brace (})
RCEIL right ceiling (~|)
RFLOOR right floor (J)

For example, type LEFT [ STACK {x=l # y=2} RIGHT ) to create the 
following equation:

LEFT and RIGHT must always be used together. However, the left and right 
delimiters do not need to be identical or from a matched pair (e.g., [ ]). You can 
choose from any of the above delimiters for either the left or right delimiter.
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where n is the percentage of the current font size to move in a relative direction 
to the right or left for HORZ and up or down for VERT. If the number is 
positive, the direction is right or up; if the number is negative, the direction is 
left or down . 

For example, if you are using a 12 point font and type HORZ 100 x=y, the 
equation is moved 12 points (approx . I /6") to the right. 

ITAL 
This command italicizes its argument. It is useful for italicizing functions (e .g .. 
cos), numbers, or symbols (e .g .. INT. SUM). The syntax is ITAL x. (Compare 
FUNC above.) 

If you use ITAL with a symbol keyword (e .g., ITAL SUM), the keyword is still 
correctly translated into the symbol (L.) , but the symbol will be italicized. 

LEFT 
LETT or RIGHT inserts a delimiter which expands according to the size of the 
subgroup it encloses . The syntax is LEFT delimiter (or RIGHT delimiter), 
where delimiter is one of the following delimiters : 

Delimiter 

( 

) 

I 
[ 
l 
OLINE 
LANGLE 
LBRACE 
LCEIL 
LFLOOR 
LINE 
RANGLE 
RBRACE 
RCEIL 
RFLOOR 

Description 

left parenthesis 
right parenthesis 
slash 
left bracket 
right bracket 
double vertical line ( II ) 
left angle bracket (() 
left brace ( ! ) 
left ceiling (I) 
left floor (l} 
single vertical line ( 
right angle bracket ()) 
right brace ( } ) 
right ceiling (7) 
right floor (j ) 

For example, type LEFT [ STACK {x=l # y=2} RIGHT I to create the 
following equation : 

I
x = 1) 
y =2 

LEFT and RIGHT must always be used together. However, the left and right 
delimiters do not need to be identical or from a matched pair (e.g., [ ]). You can 
choose from any of the above delimiters for either the left or right delimiter. 
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If you want one end open, use LEFT or RIGHT followed by a period (.) to 
indicate an open or null delimiter (see . (period) above).

If delimiters are used by themselves (without a preceding LEFT or RIGHT 
command), the symbol is inserted without any automatic sizing. The above 
equation would look quite different without using the dynamic delimiters. For 
example, [ STACK {x=l # y=2} )

Delimiters can have limits associated with them. Use the SUB and SUP 
commands. For example, to produce the following equation, type LEFT [ x 
OVER y RIGHT ] _1AINF

x  ”

A

LINESPACE
This command allows you to change the vertical line spacing within STACK, 
STACKALIGN, and MATRIX structures. The command must be placed before 
any of these structures, and the syntax is LINESPACE n where n is the 
percentage of normal line spacing for these structures. For example, 
LINESPACE 200 is double line spacing.

LONGDIV
This command creates the long division character over the accompanying 
variable. The long division character expands to cover the variable, The syntax 
is LONGDIV X

LONGDIVS
Does the same thing as LONGDIV, but leaves the left end of the long division 
character straight.

MATFORM
This command is used in a MATRIX command to indicate the alignment 
formats. It is followed by a row of alignment formats: MATFORM {alignment 
& alignment & ... & alignment}, where a l i g n m e n t  is ALIGNC, ALIGNL, or 
ALIGNR, and & is a matrix column separator. In a MATRIX command, you 
might use MATFORM as follows: MATRIX {MATFORM {ALIGNL & 
ALIGNR} aaa&bbb # ii&jj # x&y}

a a a  b b b

» j j

x  y
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If you want one end open, use LEFT or RIGHT followed by a period( .) to 
indicate an open or null delimiter (see . (period) above) 

If delimiters are used by themselves (without a preceding LEFT or RIGHT 
command). the symbol is inserted without any automatic sizing. The above 
equation would look quite different without using the dynamic delimiters. For 
example. I STACK {x=I # y=2} ) 

Delimiters can have limits associated with them. Use the SUB and SUP 
commands. For example. to produce the following equation, type LEFT [ x 
OVER y RIGHT] _]"INF 

LINESPACE 
This command allows you to change the vertical line spacing within STACK, 
STACKALIGN. and MATRIX structures. The command must be placed before 
any of these structures. and the syntax is LINESPACE n where n is the 
percentage of normal line spacing for these structures. For example. 
LINESPACE 200 is double line spacing. 

LONGDIV 
This command creates the long division character over the accompanying 
variable. The long division character expands to cover the variable, The syntax 
is LONGDIV r 

LONGDIVS 
Does the same thing as LONGDIV. but leaves the left end of the long division 
character straight. 

MATFORM 
This command is used in a MATRIX command to indicate the alignment 
formats. It is followed by a row of alignment formats: MATFORM {alignment 
& alignment & ... & alignment). where alignment is ALIGNC, ALIGNL, or 
ALIGNR. and & is a matrix column separator. In a MATRIX command, you 
might use MATFORM as follows: MATRIX {MATFORM {ALIGNL & 
ALIGNR) aaa&bbb # ii&jj # x&y} 

aaa bbb 

ll ii 
X y 
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The first alignment format is paired with the first element in each row, the 
second alignment format with the second element, and so on. The number of 
alignments should match the number of matrix columns in MATRIX.

MATRIX
This command creates a matrix in the equation. The syntax is MATRIX [x & 
x l  & x 2 # x 3  & x 4 &  x5}. where # is used to delimit rows and & is used to 
delimit matrix columns. You should not create a matrix with more than 48 
columns. The Equation Editor makes no assumptions on the type of brackets 
which surround your matrix. With LEFT and RIGHT (see LEFT above), you 
have several options for your left and right delimiters. For example, if you 
want to produce the following equation, type LEFT LINE MATRIX {1 & 2 & 
3 # 4 & 5 & 6} RIGHT LINE

1 2 3 

4 5 6

NROOT
This command creates the nth root of the accompanying argument. The radical 
sign expands to enclose the variable. The syntax is NROOT n x , where n is the 
nth root and x is the variable. To create this example, type x'='NROOT 3 
{-{27 OVER 8}}

x  =

OVER
This command generates fractions. The syntax is x  OVER y. Type x OVER 
{x+1} to create the following equation:

x

x + 1

All fractions appear with a horizontal bar, as in the above illustration. The 
Equation Editor does not use the diagonal bar (e.g., a/b). The horizontal bar 
expands according to the size of the numerator or denominator, whichever is 
larger. (Of course, you can type a/b manually, but the 'V  does not expand 
dynamically.)
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The first alignment format is paired with the first element in each row, the 
second alignment format with the second element. and so on. The number of 
alignments should match the number of matrix columns in MATRIX. 

MATRIX 
This command creates a matrix in the equation. The syntax is MATRIX {x & 
xi & x2 # xJ & x4 & xS}. where # is used to delimit rows and & is used to 
delimit matrix columns. You should not create a matrix with more than 48 
columns. The Equation Editor makes no assumptions on the type of brackets 
which surround your matrix. With LEFT and RIGHT (see LEFT above), you 
have several options for your left and right delimiters. For example. if you 
want to produce the following equation, type LEFT LINE MATRIX {l & 2 & 
3 # 4 & 5 & 6} RIGHT LINE 

II 2 31 
4 5 6 

NROOT 
This command creates the nth root of the accompanying argument. The radical 
sign expands to enclose the variable . The syntax is NROOT n x , where n is the 
nth root and x is the variable . To create this example. type x· = · NROOT 3 
{-{27 OVER 81} 

OVER 
This command generates fractions. The syntax is x OVER y. Type x OVER 
{x+l} to create the following equation: 

X 

x + 1 

All fractions appear with a horizontal bar, as in the above illustration. The 
Equation Editor does not use the diagonal bar (e.g ., alb). The horizontal bar 
expands according to the size of the numerator or denominator, whichever is 
larger. (Of course, you can type alb manually, but the ··r does not expand 
dynamically. l 
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OVERLINE
This command places a bar over the variable included as its argument. The 
syntax is OVERLINE x .  Type OVERLINE {Hello,-world.} to create the 
following equation:

Hello, world.

OVERSM
This command works like OVER except that the entire construction is printed in 
the next smaller font. The syntax is x  OVERSM y .  Type x OVERSM {x+1} to 
create the following equation:

PHANTOM
This command generates a place holder. It is useful for aligning elements in a 
stacked equation when the equations do not contain an equal number of 
elements. The syntax is PHANTOM x .  For example, in the equation below.

x+y = l  
x =2

if you want the two j c ’ s  to align as well as the equal signs, you would insert a 
PHANTOM command containing the elements in the upper equation missing in 
the lower equation. You would type

STACK {x+y=l # x PHANTOM {+y}=2}

This would cause blank space equivalent to that taken up by +y to be inserted 
into the lower equation.

RIGHT
For information on RIGHT, see LEFT above.

SCALESYM
This command can scale normal symbols, numbers, or text when you print the 
equation as graphics. The syntax is SCALESYM n  s y m b o l ,  where n is the 
percentage of the normal size of the symbol. For example, to make the integral 
sign 300% larger, enter SCALESYM 300 int.

When printing the equation as text, SCALESYM only scales the delimiters: ( )
[ ] { }. When scaling the { or } delimiters, you must precede them with a \ 
(backslash): SCALESYM 250 \{.
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OVERLINE 
This command places a bar over the variable included as its argument. The 
syntax is OVERLINE x. Type OVERLINE {Hello,-world.} to create the 
following equation: 

Hello, world. 

DVERSM 
This command works like OVER except that the entire construction is printed in 
the next smaller font. The syntax is x OVERSM y. Type x OVERSM {x+l) to 
create the following equation: 

I . I 

PHANTOM 
This command generates a place holder. It is useful for aligning elements in a 
stacked equation when the equations do not contain an equal number of 
elements. The syntax is PHANTOM x. For example. in the equation below. 

x +y = l 
X =2 

if you want the two x's to align as well as the equal signs, you would insert a 
PHANTOM command containing the elements in the upper equation missing in 
the lower equation. You would type 

STACK {x+y=l # x PHANTOM {+y}=2} 

This would cause blank space equivalent to that taken up by +v to be inserted 
into the lower equation. 

RIGHT 
For information on RIGHT. see LEFT above. 

SCALESYM 
This command can scale normal symbols. numbers. or text when you print the 
equation as graphics. The syntax is SCALESYM n symbol. where n is the 
percentage of the normal size of the symbol. For example. to make the integral 
sign 300% larger. enter SCALESYM 300 int. 

When printing the equation as text. SCALESYM only scales the delimiters: ( ) 
[ ] { } . When scaling the [ or l delimiters. you must precede them with a \ 
(backslash): SCALESYM 250 \{. 
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SQRT
This command creates the square root of the accompanying variable. The square 
root radical sign expands to cover the variable. The syntax is SQRT x. For 
example, type SQRT { l-x A2} to create the following equation:

\j l - x 1

STACK
A stack is a vertically aligned set of groups or subgroups. Although you can 
only have one equation per box, you can “stack” equations within a box. An 
example is

STACK {x+y # a+b}

where # is used to delimit each subgroup or line within the stack, and x+y and 
a+b can be any equation.

x+y
a+b

You can also align subgroups horizontally within a stack. To format the 
subgroup flush left, flush right, or centered, use ALIGNL, ALIGNR, or 
ALIGNC, respectively, before the subgroup that you want to align. For example, 
to align the lower subgroup flush right in the equation below, type

STACK {x+y+z # ALIGNR a+b}

x+y+z
a+b

You can also align entire stacks within larger structures. Place the appropriate 
alignment command in front of the STACK command.

STACKALIGN
This command allows you to align a stack of equations on an arbitrary symbol or 
symbols. For example, you may wish to align your stack on a decimal point or 
on an equal sign. The syntax is STACKALIGN {jc alignchar& y #  a 
alignchar& b}, where alignchar is the character on which you wish to align, & 
follows and marks the align character, and # creates a line break. For example, 
STACKALIGN {x>&y+z # a+b<=&c} would produce the following:

x>y+z
a+b<c
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SQRT 
This command creates the square root of the accompanying variable. The square 
root radical sign expands to cover the variable. The syntax is SQRT x. For 
example, type SQRT { l-x"2} to create the following equation: 

STACK 
A stack is a vertically aligned set of groups or subgroups. Al!hough you can 
only have one equation per box, you can "stack" equations within a box. An 
example is 

STACK {x+y # a+b) 

where # is used to delimit each subgroup or line within the stack, and x+y and 
a+h can be any equation. 

x+y 
a+b 

You can also align subgroups horizontally within a stack. To format the 
subgroup flush left. flush right. or centered. use ALIGNL, ALIGNR. or 
ALIGNC. respectively. before the subgroup that you want to align. For example, 
to align the lower subgroup flush right in the equation below, type 

STACK {x+y+z # ALIGNR a+b} 

You can also align entire stacks within larger structures. Place the appropriate 
alignment command in front of the STACK command. 

STACKALIGN 
This command allows you to align a stack of equations on an arbitrary symbol or 
symbols. For example. you may wish to align your stack on a decimal point or 
on an equal sign. The syntax is STACKALIGN {x alignchar& y # a 
alignchar& b }. where alignchar is the character on which you wish to align, & 
follows and marks the align character. and # creates a line break. For example, 
STACKALIGN {x>&y+z # a+b<=&c) would produce the following: 
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x>y+z 
a +b <c 



SUB or _
Either of these two commands generates subscripts. The syntax is x  SUB y (or 
x^y), where x has the subscript y.

If you want a subscript and a superscript at the same time, enter the subscript 
first, then the superscript. For example, type x _ lA2

2
*1

If you type xA2_l, the 1 is subscripted to the 2.

X '

SUB and SUP are also used to indicate lower and upper limits for functions and 
large operators. These limits are always placed on the side of the operator. If 
you want bottom and top limits, use FROM and TO.

For example, type INT _0A1 1 OVER x = y to create the following equation:

SUP or A
Either of these two commands generates superscripts. The syntax is x  SUP y  (or 
-tAy), where x is to be raised to the power of y. For more information, see SUB 
or _ above.

TO
For information on TO, see FROM above.

UNDERLINE
This command places a bar under the variable included as its argument. The 
syntax is UNDERLINE x, where jt can be a single variable or a group.

Type UNDERLINE {Hello,-world.} to create the following equation:

Hello, world.

VERT
For information on VERT, see HORZ above.

See Also: Equations; Equations, Commands and Symbols; Appendix D
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SUB or 
Either of these two commands generates subscripts. The syntax is x SUB y (or 
x_y), where x has the subscript y. 

If you want a subscript and a superscript at the same time, enter the subscript 
first. then the superscript. For example. type x_l "2 

If you type x"2_L the 1 is subscripted to the 2. 

' .{ I 

SUB and SUP are also used to indicate lower and upper limits for functions and 
large operators. These limits are always placed on the side of the operator. If 
you want bottom and top limits, use FROM and TO. 

For example, type INT _0" l I OVER x = y to create the following equation: 

SUP or" 
Either of these two commands generates superscripts. The syntax is x SUP y (or 
x"y), where x is to be raised to the power of y. For more information, see SUB 
or above. 

f 

TO 
For information on TO, see FROM above. 

UNDERLINE 
This command places a bar under the variable included as its argument. The 
syntax is UNDERLINE x. where x can be a single variable or a group. 

Type UNDERLINE {Hello,-world.) to create the following equation: 

Hello. world. 

VERT 
For information on VERT. see HORZ above. 

See Also: Equations; Equations, Commands and Symbols; Appendix D 
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Exit

Exit can quickly take you out of an option, a menu, a document, or the 
WordPerfect program. It also lets you save any changes you have made.

To exit a document from the normal editing screen,

1 Press Exit (F7) to begin exiting.

EH Select Exit from the File menu.

You are asked if you want to save your work.

2 Type n to continue exiting without saving the on-screen document, then go 
to step 4 below.

or

If you want to save the document on the screen, type y.

If you type y, you are asked to name the document.

WordPerfect gives you the option of using long document names in addition to 
the standard DOS filenames (see Long Document Names below).

3 Enter a filename (see Entering Filenames below).

You are asked if you want to exit WordPerfect.

4 Type y to exit WordPerfect. 

or
Type n to clear the screen and begin a new document.

Notes Backtracking
If you change your mind during the exiting process you can press Cancel (FI) at 
the Save or Exit prompts to return to the document on the screen.

Built-in Safety Features
WordPerfect has several built-in safeguards designed to protect you from 
accidentally losing or replacing the work you have done.

Whenever you exit a WordPerfect document, you are always asked if you want 
to save the document you are in. If you have not made any changes to the 
document since the last time it was saved, a “(Text was not modified)" message 
appears on the right end of the status line. If this message does not appear, you 
may have made changes that you will want to save.

WordPerfect will never let you replace an existing document without asking you 
if you want to do so (see Entering Filenames below).
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Exit can quickly take you out of an option, a menu, a document. or the 
WordPerfect program. It also lets you save any changes you have made. 

To exit a document from the normal editing screen, 

1 Press Exit (F7) to begin exiting. 

8 Select Exir t,-mn rhe File menu. 

You are asked if you want to save your work. 

2 Type n to continue exiting without saving the on-screen document. then go 
to step 4 below. 

or 

If you want to save the document on the screen. type y. 

If you type y, you are asked to name the document. 

WordPerfect gives you the option of using long document names in add ition to 
the standard DOS filenames (',ee Lon& Document Names below). 

3 Enter a filename (see Entering Filenames below). 

You are asked if you want to exit WordPerfect. 

4 Type y to exit WordPerfect. 

or 

Type n to clear the screen and begin a new document. 

Backtracking 
If you change your mind during the exiting process you can press Cancel (Fl) at 
the Save or Exit prompts to return to the document on the screen . 

Built-in Safety Features 
WordPerfect has several built-in safeguards designed to protect you from 
accidentally losing or replacing the work you have done. 

Whenever you exit a WordPerfect document, you are always asked if you want 
to save the document you are in. If you have not made any changes to the 
document since the last time it was saved, a "(Text was not modified)" message 
appears on the right end of the status line . If this message does not appear, you 
may have made changes that you will want to save . 

WordPerfect will never let you replace an existing document without asking you 
if you want to do so (see Entering Filenames below). 



Entering Filenames
A standard DOS filename can include up to 8 characters followed by a period 
and up to 3 more characters after the period.

When an existing filename is displayed, pressing any character key erases the 
existing filename so you can start typing a new name. However, before you 
press a character key, you can use Left Arrow (<-) and Right Arrow (-») to move 
through the existing filename and edit it. Use Backspace, Delete (Del), or Delete 
to End of Line (Ctrl-End) to delete existing characters. You can also press 
Insert (Ins) to move back and forth between inserting and typing over characters 
(see Typeover in Reference).

Each time you enter a filename which already exists, a prompt appears asking if 
you want to replace the existing file. Type y to replace the existing file with the 
document on your screen. If you press n (or any other key), you are prompted 
for a new filename. Enter a different filename to keep both the new and the 
existing documents.

Unless you enter a full pathname, a file is saved in the current default directory. 
If you prefer, you can use the Location of Files feature in Setup (Shift-F 1,6,7) to 
specify a directory where your files will be saved when you do not enter a full 
pathname (see Location o f Files in Reference).

If you want to save a file to a diskette in an external drive, you must type the drive letter 
and a colon before entering the filename. For example, if you want to save a file to a 
diskette in drive A, press Exit (F7), type y, and then enter a:filename.

Exit vs. Save
Exit (F7) lets you save your work and clear the screen so you can begin another 
document. While you are editing a document, you may also want to use Save
( F 1 0 ) to  sa v e  the docu m en t from  tim e to  tim e w ithout actually  ex itin g  (see  S a v e
in Reference).

Exiting Menus and Options
You can press Exit (F7) to leave menus and submenus or the special editing 
screen you are in when you type a header, footer, footnote, endnote, etc.

When you use Exit to leave a menu or an option, any changes you have made 
are automatically saved for you. If you want to ignore the changes you have 
made, press Cancel (FI) rather than Exit (F7) (see Cancel in Reference).

Often as you advance through a series of menus, you can press Exit (F7) to 
return directly to your on-screen document without having to stop at each 
submenu. However, sometimes you may need to press Exit more than once.

Exiting Multiple Documents
In WordPerfect, you can have two documents active in memory at the same time 
(see Switch in Reference). If both documents are open when you complete step 
3 at the beginning of this reference section, you are asked if you want to leave 
the screen you are in (e.g., “Exit Doc 2? No (Yes)”). Type n (or any other key)
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Entering Filenames 
A standard DOS filename can include up to 8 characters followed by a period 
and up to 3 more characters after the period. 

When an existing filename is displayed, pressing any character key erases the 
existing filename so you can start typing a new name. However, before you 
press a character key, you can use Left Arrow ( f-) and Right Arrow (-➔) to move 
through the existing filename and edit it. Use Backspace, Delete ( Del), or Delete 
to End of Line (Ctrl-End) to delete existing characters. You can also press 
Insert (Ins) to move back and forth between inserting and typing over characters 
(see Typeover in Reference) . 

Each time you enter a filename which already exists, a prompt appears asking if 
you want to replace the existing file. Type y to replace the existing file with the 
document on your screen. If you press n (or any other key), you are prompted 
for a new filename. Enter a different filename to keep both the new and the 
existing documents. 

Unless you enter a full pathname, a file is saved in the current default directory. 
If you prefer, you can use the Location of Files feature in Setup ( Shift-F 1,6, 7 J to 
specify a directory where your files will be saved when you do not enter a full 
pathname (see Location of Files in Reference). 

If you want to save a file to a diskette in an external drive. you must type the drive letter 
and a colon before enterinf? the filename. For example, if you want to sm•e a file to a 
diskette in drive A, press Exit ( F7), type y, and then enter a:fi lename. 

Exit vs. Save 
Exit (F7) lets you save your work and clear the screen so you can begin another 
document. While you are editing a document, you may also want to use Save 
(FI 0) to save the document from time to ti me u;ithout actually exiting (see Saw, 

in Reference) . 

Exiting Menus and Options 
You can press Exit (F7) to leave menus and submenus or the special editing 
screen you are in when you type a header. footer, footnote, endnote, etc. 

When you use Exit to leave a menu or an option, any changes you have made 
are automatically saved for you. If you want to ignore the changes you have 
made, press Cancel (FI) rather than Exit (F7) (see Cancel in Reference ). 

Often as you advance through a series of menus, you can press Exi t (F7) to 
return directly to your on-screen document without having to stop at each 
submenu. However, sometimes you may need to press Exit more than once. 

Exiting Multiple Documents 
In WordPerfect, you can have two documents active in memory at the same time 
(see Switch in Reference). If both documents are open when you complete step 
3 at the beginning of this reference section, you are asked if you want to leave 
the screen you are in (e.g., "Exit Doc 2? No (Yes)"). Type n (or any other key) 
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to clear the current screen and remain in it or type y to close the screen you are 
in and switch to the other screen.

WordPerfect has a startup option, /n2, that disables the Document 2 screen to 
save memory (see Appendix N: Startup Options).

Long Document Names
Long Document Name lets you enter an additional name that is saved along with 
the standard DOS filename for each document you create. Whereas the DOS 
filename is limited to eight characters plus a three-character extension, the long 
document name can contain up to 68 characters and spaces, excluding the 
additional space required for extended characters. You can turn on the Long 
Document Name feature by setting the Long Document Names entry to Yes in 
Environment Setup (Shift-F 1,3,4,3,y) (see Environment Setup in Reference).
Then, when you exit a document, you are asked to enter a long document name 
and document type before you enter a standard DOS filename. The “Long 
Document Name:" prompt appears immediately after step 2 at the beginning of 
this section.

When you enter a long document name, you can include spaces and type any 
character on the keyboard. You can also use Compose (Ctrl-2) to add any 
character from a WordPerfect character set to the name (see Compose in 
Reference). You can use Left Arrow (<-) and Right Arrow (->) to move through 
the name and edit it. Use Backspace. Delete (Del), or Delete to End of Line 
(Ctrl-End) to delete existing characters. You can also press Insert (Ins) to move 
back and forth between inserting and typing over characters.
A f t e r  y o u  e n t e r  a l o n g  d o c u m e n t  n a m e ,  y o u  a r e  a s k e d  t o  e n t e r  t h e  d o c u m e n t
type. The document type is another way of categorizing your documents. It can 
include any information which will help you group and identify your files. A 
document type can include up to 20 characters, excluding any additional space 
required for extended characters.

Once you have entered a name and type, the DOS filename prompt appears (i.e., 
“Document to be Saved:-'). You can then continue the exiting process as 
explained in steps 3 and 4 at the beginning of this section.

Even when a document has a long document name, only the standard DOS 
filename is displayed on the left end of the status line in the normal editing screen 
when you are editing a document. Long document names are displayed only in the 
List Files Long Display screen and in the Document Summary feature.

You can have your documents displayed alphabetically by long document names 
when you use List (F5) to list the files in a directory (see File List under List 
Files in Reference). You can also display and enter long document names in the 
Document Summary menu (see Document Summary in Reference).

See Also: Cancel; Location of Files; Save; Switch
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to clear the current screen and remain in it or type y to close the screen you are 
in and switch to the other screen. 

WordPerfect has a startup option. /n2, that disables the Document 2 screen to 
save memory (see Appendix N: Startup Options). 

Long Document Names 
Long Document Name lets you enter an additional name that is saved along with 
the standard DOS filename for each document you create. Whereas the DOS 
filename is limited to eight characters plus a three-character extension, the long 
document name can contain up to 68 characters and spaces. excluding the 
additional space required for extended characters. You can turn on the Long 
Document Name feature by setting the Long Document Names entry to Yes in 
Environment Setup (Shift-Fl.3,4,3,y) (see Environment Setup in Reference). 
Then. when you exit a document. you are asked to enter a long document name 
and document type before you enter a standard DOS filename. The "Long 
Document Name:" prompt appears immediately after step 2 at the beginning of 
this section . 

When you enter a long document name, you can include spaces and type any 
character on the keyboard. You can also use Compose (Ctrl-2) to add any 
character from a WordPerfect character set to the name (see Compose in 
Reference). You can use Left Arrow (<- ) and Right Arrow(--.) to move through 
the name and edit it. Use Backspace. Delete (Del), or Delete to End of Line 
(Ctrl-End) to delete existing characters. You can also press Insert (Ins) to move 
back and forth between inserting and typing over characters . 

A fter you enter a long doc ument name. you are a,ked to enter the document 

type. The document type is another way of categorizing your documents. It can 
include any information which will help you group and identify your tiles. A 
document type can include up to 20 characters, excluding any additional space 
required for extended characters. 

Once you have entered a name and type. the DOS filename prompt appears (i.e., 
"Document to be Saved:"). You can then continue the exiting process as 
explained in steps 3 and 4 at the beginning of this section. 

Even when a document has a long document name. only the standard DOS 
filename is displayed on the left end of the status line in the normal editing screen 
when you are editing a document. Long document names are displayed only in the 
List Files Long Display screen and in the Document Summary feature. 

You can have your documents displayed alphabetically by long document names 
when you use List {F5) to list the tiles in a directory (see File list under List 
Files in Reference) . You can also display and enter long document names in the 
Document Summary menu (see Document Summary in Reference). 

See Also: Cancel: Location of Files; Save: Switch 



F Fast Save (unformatted)

Normally, when you save a document in WordPerfect it is f a s t  saved. This 
means that WordPerfect does not format the document for printing in order to 
speed up the saving process.

When you print a document that has been fast saved from disk, WordPerfect 
“retrieves" the document in the background without actually displaying it on­
screen, and moves the cursor completely through it to make certain that it is 
correctly formatted before printing.

If you prefer, you can turn off the Fast Save feature, and WordPerfect will then
format each document completely at the time it is saved.

1 Press Setup (Shift-Fl).

US Select Setup from the File menu.

2 Select Environment (3).

3 Select Fast Save (unformatted) (5), then type n to turn off the Fast Save 
feature.

4 Press Exit (F7) to return to your document.

Notes Disk Space and File Size
Depending on the changes you have made and the features you have used while 
editing a document, fast saving a document can increase the size of the 
document. Old information concerning settings which are no longer in effect 
(e.g., former printer definitions, former styles) is not purged when a document is 
fast saved. It is purged when fast save is not on, or when you retrieve a file for 
editing.

Each time you save, fast save, or print a fast saved file from disk, WordPerfect 
first makes a copy of that file on the same disk. Therefore, you must have 
enough available disk space for two copies of your document.

See Also: Print, Document on Disk

Find

It is sometimes difficult to spot the exact file you need. This becomes even 
more difficult when there are many files in a directory.

Find gives you several helps in searching through the files in a directory for a 
certain file. You can use Find to find a file by filename or to list only those 
files which contain a specific word or phrase.
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F Fast Save (unformatted) 

Notes 

Find 

Normally, when you save a document in WordPerfect it is fast saved. This 
means that WordPerfect does not format the document for printing in order to 
speed up the saving process. 

When you print a document that has been fast saved from disk. WordPerfect 
"retrieves" the document in the background without actually displaying it on­
screen, and moves the cursor completely through it to make certain that it is 
correctly formatted before printing. 

If you prefer, you can turn off the Fast Save feature, and WordPerfect will then 
format each document completely at the time it is saved. 

1 Press Setup (Shift-Fl). 

[8] Select Setup from the File menu. 

2 Select Environment ( 3 ). 

3 Select Fast Save (unformatted) (5), then type n to tum off the Fast Save 
feature. 

4 Press Exit (F7) to return to your document. 

Disk Space and File Size 
Depending on the changes you have made and the features you have used while 
editing a document, fast saving a document can increase the size of the 
document. Old information concerning settings which are no longer in effect 
(e.g., former printer definitions, former styles) is not purged when a document is 
fast saved. It is purged when fast save is not on, or when you retrieve a file for 
editing. 

Each time you save, fast save. or print a fast saved file from disk. WordPerfect 
first makes a copy of that file on the same disk. Therefore. you must have 
enough available disk space for two copies of your document. 

See Also: Print, Document on Disk 

It is sometimes difficult to spot the exact file you need. This becomes even 
more difficult when there are many files in a directory. 

Find gives you several helps in searching through the files in a directory for a 
certain file. You can use Find to find a file by filename or to list only those 
files which contain a specific word or phrase. 
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For example, suppose you know you sent a memo to Mr. Claussen. but you can't 
remember what you named your file. You can use Find to search through the
files in your MEMO directory and locate the memo which contains Mr.
Claussen’s name.

To use Find to help you locate a certain file,

1 Use List (F5) to display the files in the directory where the file is located 
(see List Files in Reference).

At this point, you can limit your search to only certain files (see Limiting a 
Search below).

2 Select Find (9) to display the Find menu.

3 Select an option to specify where you want to search (see Filenames and 
Documents below and Find. Conditions in Reference).

You are asked to enter a search phrase,

4 Enter the word or phrase you want to search for (see Search Patterns below).

WordPerfect searches the files, then rewrites your screen, listing only the files 
which meet your conditions.

You can then use the cursor keys to move through the remaining filenames, 
press Enter or select Look (6) to display the contents of certain files, and use 
♦Search (F2) within Look to search for the word or phrase. You can also use 
Find again to search this reduced group of files. Once you have found the file 
you want, you can select Retrieve (1) to retrieve it. Even after you have 
retrieved a file, you can still redisplay the reduced list by pressing List (F5) 
twice. If no files are found, a “Not Found” message appears briefly at the status 
line, followed by a blank List Files screen.

Pressing List twice does not redisplay the list if you have changed the default setting for 
the Long Document Name feature (Shift-Fl,3,4.3).

Notes Conditions
Selecting Conditions (5) from the Find menu displays a Conditions screen which 
lets you enter specific conditions to further limit a search (see Find, Conditions 
in Reference).

Documents
Three of the options on the Find menu let you specify which part of each file 
you want to search. Select Doc Summary (2) to search only the text of the 
document summaries. Select First Page (3) to search only the first pages or the 
first 4000 characters (whichever comes first). Select Entire Doc (4) to search the 
entire contents of each document, excluding the document summary.
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For example, suppose you know you sent a memo to Mr. Claussen. but you can't 
remember what you named your file. You can use Find to search through the 
file s in your MEMO directory and locate the memo which contains Mr. 
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You are asked to enter a search phrase. 

4 Enter the word or phrase you want to search for (see Search Patterns below ). 

WordPerfect searches the files. then rewrites your screen, listing only the files 
which meet your conditions. 

You can then use the cursor keys to move through the remaining filenames, 
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line. followed by a blank List Files screen. 

Pressing List twice does not redisplay the list if you have changed the default setting for 
the Long Document Name feature (Shift-Fl,3.4.3). 

Conditions 
Selecting Conditions (5) from the Find menu displays a Conditions screen which 
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Documents 
Three of the options on the Find menu let you specify which part of each file 
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entire contents of each document, excluding the document summary. 



Filenames
Select Name (1) from the Find menu to search for a file by name.

Whereas in Name Search you have to type in a filename beginning with the first 
letter to move to that file, the Name option works more like the Search feature in 
the normal editing screen. You can enter just part of a filename to list the 
filenames which contain the same letters in that same order. For example, you 
can enter et to display files called LETTER, LETTERS. BETTER, GETSET, 
etc.

When entering filenames, you can use the question mark (?) and the asterisk (*) 
to represent other characters (see Search Patterns below).

Only filenames that match the pattern you enter will remain on-screen when the 
search is over.

If you want the filenames that match the pattern you enter to be removed from 
the screen and only filenames which do not match the pattern to remain on­
screen, use the dash (-). You can also use other logical operators to limit the 
scope of a search (see Search Patterns below).

Using the Name feature on the Find menu lets you reduce a long list of files to a 
specific few which match a certain pattern. When you want to quickly move to 
a certain filename without changing the current file list, you can use ^Search (F2) 
or ♦Search (Shift-F2) (see Short Cats below).

Limiting a Search
Obviously, the more files you search through, the longer your search is going to 
take. Consequently. Find offers you many features designed to let you narrow 
the scope of your search.
For example, you can search through only parts o f files (see Documents above).
In addition, when you display the files, you can use a filename pattern to display 
only certain files in a directory. Also, before you begin the search, you can 
move the cursor through the filenames and type an asterisk (*) to mark each file 
you want to include in the search. Then only the marked files will be searched.

Search Patterns
You can enter a search pattern in response to the “Word Pattern:" prompt that 
appears after you have selected options 1 through 4 on the Find menu. You can 
also enter a search pattern in any of the entries on options 4 and 5 on the Find: 
Conditions screen (see Find, Conditions in Reference). When entering the word 
or phrase you want to find, you can include up to 39 characters. No distinction 
is made between uppercase and lowercase letters.

The 39 characters cannot consist o f more than five words, nor can any word contain 
more than 20 characters.

You can use the question mark (?) and the asterisk (*) to represent other 
characters within words and phrases. The question mark takes the place of a 
single character, while the asterisk takes the place of zero or more characters
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Filenames 
Select Name (I) from the Find menu to search for a tile by name. 

Whereas in Name Search you have to type in a filename beginning with the first 
letter to move to that tile. the Name option works more like the Search feature in 
the normal editing screen. You can enter just part of a filename to list the 
filenames which contain the same letters in that same order. For example. you 
can enter et to display files called LETTER. LETTERS. BETTER. GETSET. 
etc. 

When entering filenames, you can use the question mark (?) and the asterisk (*) 
to represent other characters (see Search Pauems below). 

Only filenames that match the pattern you enter will remain on-screen when the 
search is over. 

If you want the filenames that match the pattern you enter to be removed from 
the screen and only filenames which do not match the pattern to remain on­
screen. use the dash (-). You can also use other logical operators to limit the 
scope of a search (see Search Patterns below). 

Using the Name feature on the Find menu lets you reduce a long list of tiles to a 
specific few which match a certain pattern. When you want to quickly move to 
a certain filename without changing the current file list. you can use •Search (F2) 
or •Search (Shift-F2) (see Short Curs below). 

Limiting a Search 
Obviously, the more files you search through. the longer your search is going to 
take. Consequently. Find offers you many features designed to let you narrow 
the scope of your search. 

Fur ex.ample. you can search through only parts of tiles (see Uoc11111ents above). 
In addition. when you display the files, you can use a filename pattern to display 
only certain tiles in a directory. Also, before you begin the search, you can 
move the cursor through the filenames and type an asterisk (* ) to mark each file 
you want to include m the search. Then only the marked files will be searched. 

Search Patterns 
You can enter a search pattern in response to the ''Word Pattern:" prompt that 
appears after you have selected options I through 4 on the Find menu. You can 
also enter a search pattern in any of the entries on options 4 and 5 on the Find: 
Conditions screen (see Find. Conditions in Reference). When entering the word 
or phrase you want to find. you can include up to 39 characters. No distinction 
is made between uppercase and lowercase letters. 

The 39 characters cannot consist of more than fi1•e words. nor can am· word contain 
more than 20 characters. 

You can use the question mark (?) and the asterisk (*) to represent other 
characters within words and phrases. The question mark takes the place of a 
single character. while the asterisk takes the place of zero or more character~ 
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To search for a pattern of words, enclose the pattern in quotation marks. To 
search for an exact phrase, include a space between the last letter and the last 
quotation mark. If a phrase contains a single quotation mark, use double 
quotation marks around the phrase.

The following list gives some examples of patterns.

Pattern Selection

book The files that contain the word "book. ”

d?sk The files that contain words that match the d?sk pattern 
(e.g., desk, disk, dusk).

“replace disk " The files that contain the exact phrase "replace disk. ”

"replace disk" The files that contain patterns such as "replace disks” 
and “replace diskette. "

"replace*disk" The files that contain a pattern that starts with “replace" 
and ends with "disk" plus any other characters. For 
example, "replace the B diskette. ”

You can also combine words with the following logical operators: the semicolon 
(;) or the space ( ), the comma (,), and the dash (-). The semicolon (;) or space 
( ) selects files which contain both the words it joins. The comma (,) selects 
files which contain either word it joins. The dash (-) works like a minus sign. 
Use the dash (-) to conduct an exclusive search. WordPerfect then excludes all 
files that match any pattern which follows the dash. To search for an actual 
dash (-), enclose the dash within quotation marks (e.g.,

WordPerfect performs the operations from left to right.

The following list gives a few examples of using logical operators:

Operator Selection

Bill Sue or Bill;Sue All files that contain both Bill and Sue.

Bill.Sue All files that contain either Bill or Sue.

Bill,Sue;Ted All files that contain either Bill or Sue and also 
Ted.

Bill “replace disk ” All files that contain Bill and the phrase "replace 
disk." Bill can occur before or after the phrase.

-way Only the files that do not contain way.

four-way Files that contain four, but do not contain way.

"four-way" The files that contain four-way.
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To search for a pattern of words, enclose the pattern in quotation marks. To 
search for an exact phrase, include a space between the last letter and the last 
quotation mark. If a phrase contains a single quotation mark, use double 
quotation marks around the phrase. 

The following list gives some examples of patterns . 

Pattern 

book 

d?sk 

"replace disk " 

"replace disk" 

··replace*disk" 

Selection 

The files that contain the word "book." 

The files that contain words that match the d?sk pattern 
(e.g., desk, disk, dusk). 

The files that contain the exact phrase "replace disk." 

The files that contain patterns such as "replace disks" 
and "replace diskerre. " 

The tiles that contain a pattern that starts with "replace" 
and ends with '"disk" plus any other characters. For 
example. "replace the B diskette. " 

You can also combine words with the following logical operators: the semicolon 
(;) or the space ( ). the comma(,), and the dash (-) . The semicolon( ;) or space 
( ) selects tiles which contain both the words it joins. The comma (.) selects 
files which contain either word it joins. The dash (-) works like a minus sign. 
Use the dash (-) to conduct an exc/11sil·e search. WordPerfect then excludes all 
files that match any pattern which follows the dash. To search for an actual 
dash (-). enclose the dash within quotation marks (e.g .. 

WordPerfect performs the operations from left to right. 

The following list gives a few examples of using logical operators: 

Operator 

Bill Sue or Bill;Sue 

Bill.Sue 

Bill.Sue;Ted 

Bill "replace disk " 

-way 

four-way 

"four-way" 

Selection 

All tiles that contain both Bill and Sue. 

All tiles that contain either Bill or Sue. 

All tiles that contain either Bill or Sue and also 
Ted. 

All files th.:1t contain Bill and the phrase "replace 
disk." Bill can occur before or after the phrase. 

Only the tiles that do not contain way. 

Files that contain four. but do not contain way. 

The files that contain four-way. 



Short Cuts
You can use ♦Search (F2) or ♦Search (Shift-F2) to quickly move to a filename 
whenever a file list is displayed on-screen, even after selecting Find (1).

Press ♦Search or ♦Search, type a word or phrase found anywhere in the 
filename, then press Enter or a search key. As opposed to Name Search, you do 
not have to begin the search pattern at the first letter in the filename. This is a 
rapid means of moving through a file list, especially when you are using long 
document names (see Long Document Names under Exit in Reference). You can 
enter a word or word pattern found in either the long name, the type, the DOS 
filename, or the subdirectory name.

Some of the Find features work more rapidly than others. In terms of speed, the 
fastest way to move to a filename is to use ♦Search (F2). Ranking the options 
on the Find menu by speed, they are Name, Document Summary, First Page, and 
finally, Entire Document.

Undo
Undo works in much the same way that Undelete does in the normal editing 
screen. Once a search has been completed, you can select Undo (6) from the 
Find options menu to return the file list to the way it was before you performed 
the search. Undo maintains up to three different backup levels of file lists. As 
you narrow the scope of a search. Undo lets you back up to a previous list if you 
do not find the file you want.

For example, suppose you search for a certain word pattern in a directory which 
contains 70 files. You enter a search pattern that reduces the list to 40 files.
You then enter another search pattern only to display a blank screen. You can 
select Undo (6) from the find menu to redisplay the 40 files. That way, Undo 
spares you from having to start over again from the beginning.

See Also: Find, Conditions; List Files; Search

Find, Conditions

When you are using Find to search through the files in a directory for a certain 
file, you can display a Conditions screen which lets you enter specific conditions 
for the search.

To use the Conditions screen.

1 Display the files in the directory where the tile is located (see List Files in 
Reference).

2 Select Find (9) to display the Find menu.

3 Select Conditions (5) to display the Find: Conditions screen.
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Find, Conditions 

Short Cuts 
You can use •Search (F2) or •Search (Shift-F2) to quickly move to a filename 
whenever a file list is displayed on-screen. even after selecting Find (I). 

Press •Search or •Search. type a word or phrase found anywhere in the 
filename . then press Enter or a search key. As opposed to Name Search, you do 
not have to begin the search pattern at the first letter in the filename. This is a 
rapid means of moving through a tile I ist. especially when you are using long 
document names (see LO/I!; Doc11111e111 Names under Exit in Reference). You can 
enter a word or word paltern found in either the long name, the type, the DOS 
filename . or the subdirectory name. 

Some of the Find features work more rapidly than others. In terms of speed, the 
fastest way to move to a filename is to use •Search (F2). Ranking the options 
on the Find menu by speed. they are Name. Document Summary, First Page, and 
finally, Entire Document. 

Undo 
Undo works in much the same way that Undelete does in the normal editing 
screen. Once a search has been completed. you can select Undo (6) from the 
Find options menu to return the tile list to the way it was before you performed 
the search. Undo maintains up to three different backup levels of file lists. As 
you narrow the scope of a search. Undo lets you back up to a previous list if you 
do not find the tile you want. 

For example. suppose you search for a certain word paltern in .i directory which 
contains 70 tiles. You enter a search paltern that reduces the list to 40 tiles. 
You then enter another search pattern only to display a blank screen. You can 
select Undo (6) from the find menu to redisplay the 40 files. That way, Undo 
spares you from having to start over again from the beginning. 

See Also: Find. Conditions: List Files: Search 

When you are using Find to search through the tiles in a directory for a certain 
file. you can display a Conditions screen which lets you enter specific condi tions 
for the search. 

To use the Conditions screen. 

1 Display the tiles in the directory where the tile is located (see List Files in 
Reference). 

2 Select Find (9) to display the Find menu . 

3 Select Conditions (5) to display the Find: Conditions screen. 
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When any conditions appear on this screen, only the files which meet all the 
conditions will be listed after a search. You can reset this screen at any time 
(see Reset Conditions below).

4 Enter the conditions you want to use for this search (see Document 
Summary, Text, and Revision Date below).

5 Select Perform Search (1) to perform the search.

WordPerfect searches the files, then rewrites your screen, listing only the files 
which meet your conditions.

Notes Document Summary
To limit a search to a specific item within the document summary (creation date, 
document name, document type. etc.), select Document Summary (5) from the 
Conditions menu, then enter the word or phrase under that item (see Search 
Patterns under Find in Reference). You can press D o w n  A r r o w  (F) or U p  
A r r o w  (T) to move from item to item. Remember that the Document Summary 
Creation Date entry gives the date of the file when the document summary was 
created, and not necessarily the date on which the document itself was created 
(see Revision Date below).

Perform Search
Once you have entered all the conditions you want, select Perform Search (1) to 
perform the search.

Reset Conditions
T he cond itions o f  the last search  arc in effec t until you change them  to do 
another search. Selecting Reset Conditions (2) completely clears this screen and 
empties all existing search conditions.

Revision Date
Select Revision Date (3) from the Conditions screen to search only for files 
which have been edited between certain dates. Enter the month, day, and year, 
separated by slashes (e.g., 9/9/99 or 09/09/1999).

Text
The options on the Find menu let you limit a search to document summaries, the 
first page, or the entire document. Selecting Text (4) from the Conditions screen 
lets you combine these three different searches into one. You can enter a 
different search pattern for the document summary, the first page, and the 
complete document, and then select Perform Search (1) to search for all three 
patterns at once (see Search Patterns under Find in Reference). You can press 
D o w n  A r r o w  (i) or U p  A r r o w  (T) to move from item to item.

See Also: Find
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When any conditions appear on this screen, only the tiles which meet all the 
conditions will be listed after a search. You can reset this screen at any time 
(see Reset Conditions below). 

4 Enter the conditions you want to use for this search (see Document 
S 11111111£iry . Text. and Revision Dute below). 

5 Select Perform Search (I) to perform the search. 

WordPerfect searches the tiles. then rewrites your screen. listing only the files 
which meet your conditions. 

Document Summary 
To limit a search to a specific item within the document summary (creation date. 
dm:ument name. document type. etc.). select Document Summary (SJ from the 
Conditions menu. then enter the word or phrase under that item (see Search 
Paffems under Find in Reference). You can press Down Arrow (1. ) or Up 
Arrow ( T) to move from item to item. Remember that the Document Summary 
Creation Date entry gives the date of the tile when the document summary was 
created. and not necessarily the date on which the document itself was created 
(see Revision Date below). 

Perform Search 
Om:e you have entered all the conditions you want. select Perform Search ( I ) to 
perform the search. 

Reset Conditions 
The cunuitiun~ uf the tu~t ~earch arc in effect until you chungc them tu uu 
another search . Selecting Reset Conditions (2) completely clears this screen and 
empties all existing search conditions. 

Revision Date 
Select Revision Date ( 3 l from the Conditions screen to search only for tiles 
which have been edited between certain dates . Enter the month. day. and year, 
separated by slashes (e.g .. 9/9/99 or 09/09/1999). 

Text 
The options on the Find menu let you limit a search to document summaries. the 
tirst page. or the entire document. Selecting Text ( 4) from the Conditions screen 
lets you combine these three different searches into one. You can enter a 
different search pattern for the document summary. the first page. and the 
complete document. and then select Perform Search (I) to search for all three 
patterns at once (see Search Pafferns under Find in Reference). You can press 
Down Arrow (l.J or Up Arrow (I ) to move from item to item. 

See Also: Find 



Flush Right

Flush Right aligns dates, titles, or headings flush against the right margin. 

A FLUSH RIGHT ------------------------------------------------------------------------------------------------------------

Issue 22 H a l v a  N e w s  September 23, 1991

FROM THE PRESIDENT

After looking over the second 
quarter reports, I couldn't 
help but be pleased. HALVA 
International has now become 
the eighteenth largest import- 
export company in the world.

The findings come as more of a 
surprise when you remember that 
only a little more than a year 
ago I predicted in this column 
that our growth would stagnate 
somewhat. in this case I am 
glad to be proven wrong.

While we must give credit where 
credit is due and acknowledge 
the growth in the industry as a 
whole, we should feel good 
about what we have accomplished 
thus far in 1990. Once again, 
I must credit all HALVA 
employees--people who get the 
j oh don e .

OFFICE CHATTER

As you may 
have noticed,
H A L V A  h as 
installed a 
n e w  p h o n e  
s y s t e m  .
W h i l e  t h e  
phone system 
will no doubt take some getting 
used to, we think that it's the 
best system money can buy and 
one that will prove useful for 
our type of business.

Dial 9 First

You can also use Flush Right with Home to insert a Hard Right Tab [RGT TAB] 
(see Hard Right Tab below).

To align text with the right margin,

1 Press Flush Right (Alt-F6).
S e le c t A l ig n  f r o m  the L a y o u t menu, then se lect F lu s h  R igh t.

The cursor moves to the right margin.

2 Type the text you want aligned at the right margin.

The text you type is inserted at the left of the cursor.

3 Press Enter to open a new line and end the flush right alignment. 

or

Press Format (Shift-F8), select Other (4), then select End 
Centering/Alignment (9) to end the flush right alignment.

Notes Codes
When you align text, a Flush Right code [Fish Rgt] is placed immediately to the 
left of the aligned text. When you press Enter, a Hard Return code [HRt] is 
inserted, and the alignment ends. When you select End Centering/Alignment (9) 
from the Format: Other menu, an End Centering/Alignment code [End C/A] is
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Flush Right aligns dates, titles, or headings flush against the right margin. 
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You can also use Flush Right with Home to insert a Hard Right Tab [RGT TAB] 
(see Hard Right Tab below). 

To align text with the right margin, 

1 Press Flush Right (Alt-F6). 

SPIPct A Jig" frnm th<> Lnvnut m"""• ,1,,,,, s<'i<>cf Flus/, Rig/it. 

The cursor moves to the right margin. 

2 Type the text you want aligned at the right margin. 

The text you type is inserted at the left of the cursor. 

3 Press Enter to open a new line and end the flush right alignment. 

or 

Press Format (Shift-F8), select Other (4), then select End 
Centering/ Alignment (9) to end the flush right alignment. 

Codes 
When you align text. a Flush Right code fFlsh RgtJ is placed immediately to the 
left of the aligned text. When you press Enter. a Hard Return code [HRt] is 
inserted, and the alignment ends. When you select End Centering/Alignment (9) 
from the Format: Other menu, an End Centering/Alignment code [End C/A) is 
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inserted and the cursor remains on the same line when the alignment ends.
These codes can be displayed in Reveal Codes (Alt-F3).

Be aware that a Flush Right code takes precedence over other text.
Consequently, if you are in the middle of a line when you press Flush Right 
(Alt-F6) and then type text which runs into existing text, on-screen text may 
disappear. When this happens, use Reveal Codes (Alt-F3) to view and delete the 
unwanted text or codes.

Dot Leader
When aligning text flush right, you can insert a dot leader before the aligned text 
by pressing Flush Right (Alt-F6) twice, as in the following example.

Contents

Preface iii

Chapter 1.......................................................... 2

Chapter 2......................................................... 14

Chapter 3 ......................................................... 27
Chapter 4 ......................................................... 34
Chapter 5..........  46
Appendix A ....................................................... 54

Appendix B ....................................................... 59

Appendix c ..................................................63
Index

You can also insert a dot leader with a Hard Right Tab LRGT TAB] (see Hard 
Right Tab below).

Existing Text
You can flush right an existing line or part of a line of text. Place your cursor at 
the beginning of the text you want to flush right, then press Flush Right 
(Alt-F6).

Hard Right Tab
A Hard Right Tab aligns text with the next tab stop. To create a Hard Right 
Tab at the next tab stop, press Home.Flush Right (Alt-F6). WordPerfect inserts 
a Hard Right Tab code [RGT TAB], To create a Hard Right Tab with dot 
leaders, press Home,Home,Flush Right (see Types o f Tab Settings under Tab 
Set in Reference).
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inserted and the cursor remains on the same line when the alignment ends. 
These codes can be displayed in Reveal Codes (Alt-F3). 

Be aware that a Flush Right code takes precedence over other text. 
Consequently, if you are in the middle of a line when you press Flush Right 
(Alt-F6) and then type text which runs into existing text. on-screen text may 
disappear. When this happens. use Reveal Codes (Alt-F3) to view and delete the 
unwanted text or codes. 

Dot Leader 
When aligning text flush right. you can insert a dot leader before the aligned text 
by pressing Flush Right (Alt-F6) twice. as in the following example. 

Preface 

Chepter l. 

Chapter 2. . 

Chapter 3. 

Chapte r 4. 

Chapter 5. 

Appendi>e A . 
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Appendix C • 

Index 

Content!i 
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You can also insert a dot leader with a Hard Right Tab [RGT TAB] (see Hard 
Riiht Tab below). 

Existing Text 
You can flush right an existing line or part of a line of text. Place your cursor at 
the beginning of the text you want to flush right. then press Flush Right 
(Alt-F6). 

Hard Right Tab 
A Hard Right Tab aligns text with the next tab stop. To create a Hard Right 
Tab at the next tab stop. press Home.Flush Right (Alt-F6) . WordPerfect inserts 
a Hard Right Tab code [RGT TAB]. To create a Hard Right Tab with dot 
leaders. press Home,Home,Flush Right (see Types of Tab Settings under Tab 
Set in Reference). 



Multiple Lines
You can use Block to flush right one or more lines of existing text. Block the 
lines you want at the right margin, press Flush Right (Alt-F6), then type y. All 
the lines in the block are aligned against the right margin (see also Block in 
Reference).

When a block of text is aligned, a Right Justification code [Just:Right] is placed 
at the beginning of the text and a code matching the original justification setting 
is placed at the end (e.g., Left, Center, or Full). You can remove the alignment 
by deleting both codes (see Justification in Reference).

If you block text to the end of your document, and if you do not have a hard 
return at the end of your document, WordPerfect will insert a hard return at the 
end of your document after you press Flush Right.

Part of a Line
The cursor does not have to be at the left margin when you press Flush Right 
(Alt-F6). You can use Flush Right to type new text and align it on lines that 
include tabs, indents, and centered text.

Simply move the cursor to the right edge of any existing text or codes, press 
Flush Right (Alt-F6), then type the text you want at the right margin. This lets 
you create headings with text aligned at the left or right margin, or centered all 
in one line.

See Also: Center Text; Justification

Font

Font refers to the appearance of characters on a printed page. A font consists of 
three elements: typeface (e.g., Times Roman), weight (e.g., Bold or Light), and 
point size (for proportionally spaced fonts) or pitch (for mono-spaced fonts).
Your printer comes with the capability to print in at least one font.

A point is approximately 1/72".

In WordPerfect, the base font is the font in which normal text (text without 
attributes) is printed. For example, if your normal text is printed in Times 
Roman I Opt. your base font is Times Roman lOpt.

WordPerfect attributes are usually printed in variations of the base font, so the 
selection of your base font also selects the fonts for your attributes. For 
example, if your base font is Times Roman lOpt, italicized text is probably 
Times Roman lOpt italic. Large text is probably Times Roman, but in a larger 
point size than lOpt.

"Probably’" is the correct term because it all depends on what fonts your printer 
has available. If your printer has one font, then all text is printed in that font. If
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Multiple Lines 
You can use Block to flush right one or more lines of existing text. Block the 
lines you want at the right margin. press Flush Right (Alt-F6), then type y. All 
the lines in the block are aligned against the right margin (see also Block in 
Reference) . 

When a block of text is aligned. a Right Justification code [Just:Right] is placed 
at the beginning of the text and a code matching the original justification setting 
is placed at the end (e.g .. Left, Center. or Full) . You can remove the alignment 
by deleting both codes (see Justification in Reference). 

If you block text to the end of your document. and if you do not have a hard 
return at the end of your document, WordPerfect will insert a hard return at the 
end of your document after you press Flush Right. 

Part of a Line 
The cursor does not have to be at the left margin when you press Flush Right 
(Alt-F6). You can use Flush Right to type new text and align it on lines that 
include tabs, indents. and centered text. 

Simply move the cursor to the right edge of any existing text or codes. press 
Flush Right I Alt-F6 ). then type the text you want at the right margin. This lets 
you create headings with text aligned at the left or right margin. or centered all 
in one line. 

See Also: Center Text; Justification 

Font refers to the appearance of characters on a printed page. A font consists of 
three elements: typeface (e.g .. Times Roman). weight (e.g., Bold or Light), and 
point size (for proportionally spaced fonts) or pitch (for mono-spaced fonts). 
Your printer comes with the capability to print in at least one font. 

A poi111 is approximare/_,. 1172". 

In WordPerfect. the base font is the font in which normal text (text without 
attributes) is printed. For example. if your normal text is printed in Times 
Roman I Opt. your base font is Times Roman I Opt. 

WordPerfect attributes are usually printed in variations of the base font. so the 
selection of your base font also selects the fonts for your attributes. For 
example. if your base font is Times Roman !Opt, italicized text is probably 
Times Roman I Opt italic. Large text is probably Times Roman. but in a larger 
point size than I Opt. 

"Probably" is the correct term because it all depends on what fonts your printer 
has available. If your printer has one font. then all text is printed in that font. If 
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your printer has hundreds of fonts that can be scaled to size, you probably have 
a different font for each WordPerfect attribute.

You tell WordPerfect which fonts your printer has available with the Cartridges and 
Fonts feature (see Cartridges/Fonts/Print Wheels in Reference).

You can change the base font several ways in WordPerfect.

Important: Do not use more than 255 unique fonts in one document.

Your printer has an initial base font selection. This selection is made on the 
Select Printer: Edit menu (Shift-F7,s,3,5) and instructions on how to set it can be 
found under Printer, Edit in Reference. Unless you change the base font with 
one of the two options discussed below, the setting made on the Select Printer: 
Edit menu determines the base font for all documents subsequently created.

Only portrait fonts are shown on the Select Printer: Edit menu.

Document Initial Base Font
The second place you can set the base font is on the Format: Document menu. 
This setting is only for the document on the screen, and is used to override the 
initial base font setting on the Select Printer: Edit menu.

To change this setting,

1 Press Format (Shift-F8), then select Document (3).

CB Select Document from the Layout menu.

2 Select Initial Base Font (3).
At this point, a list of portrait fonts is displayed on the screen. These fonts are 
a duplication of the information entered on the Cartridges/Fonts/Print Wheels 
feature (minus any landscape fonts).

3 Move the cursor to the font you want to select as your base font, then choose 
Select (1).

4 Press Exit (F7) until you return to the normal editing screen.

The setting you make on this menu takes precedence over the setting on the 
Select Printer: Edit menu. Unless you change your base font with the option 
discussed below, your base font will be printed according to this setting.

Base Font Code
The third place you can set your base font is on the Base Font menu. This 
option inserts a code and changes the base font from the location of the code 
forward in your document. The code overrides the Initial Base Font option on 
both the Select Printer: Edit and Format: Document menus.

To change this option,

1 Move the cursor to the location in your document where you want to change 
the base font.
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your printer has hundreds of fonts that can be scaled to size. you probably have 
a different font for each WordPerfect attribute. 

You tell WordPerfect which fonts your printer has available with the Carrridge.1· and 
Fonts feature ( see Cartridges/Fonts/Print Wheels in Reference). 

You can change the base font several ways in WordPerfect. 

Important: Do not use more than 255 unique fonts in one document. 

Your printer has an initial base font selection. This selection is made on the 
Select Printer: Edit menu (Shift-F7,s,3,5) and instructions on how to set it can be 
found under Printer. Edit in Reference. Unless you change the base font with 
one of the two options discussed bt::low, the selling made on the Select Printer: 
Edit menu determines the base font for all documents subsequently created. 

Only porrrnit fonts are shown 011 the Select Primer: Edit menu. 

Document Initial Base Font 
The second place you can set the base font is on the Format: Document menu. 
This setting is only for the document on the screen. and is used to override the 
initial base font setting on the Select Printer: Edit menu. 

To change this setting. 

1 Press Format (Shift-F8). then select Document (3). 

CB Select Document from the Layout menu. 

2 Select Initial Base Font (3). 

At this point, a list ot portrait fonts is ct1splayed on the screen. These fums are 
a duplication of the information entered on the Cartridges/Fonts/Print Wheels 
feature (minus any landscape fonts) . 

3 Move the cursor to the font you want to select as your base font. then choose 
Select ( 1 ). 

4 Press Exit (F7) until you return to the normal editing screen. 

The setting you make on this menu takes precedence over the setting on the 
Select Printer: Edit menu. Unless you change your base font with the option 
discussed below. your base font will be printed according to this setting. 

Base Font Code 
The third place you can set your base font is on the Base Font menu. This 
option inserts a code and changes the base font from the location of the code 
forward in your document. The code overrides the Initial Base Font option on 
both the Select Printer: Edit and Format: Document menus. 

To change this option, 

1 Move the cursor to the location in your document where you want to change 
the base font. 



2 Press Font (Ctrl-F8), then select Base Font (4).

C B  Select Base Font from the Font menu.

At this point, a list of fonts is displayed on the screen. Depending on your paper 
size/type information, these fonts are either all landscape fonts or all portrait 
fonts (see Landscape and Portrait Fonts below). Regardless, all fonts listed are 
fonts entered on the Cartridges and Fonts feature.

3 Move the cursor to the font you want to select as your base font, then choose 
Select (1).

The setting made with this feature inserts a code in your document. From that 
point on in the document (or until you make another change with this feature), 
the base font is changed to the selection you made.

Base Font codes may be entered in sub-editing screens such as header, footer, 
footnote, endnote, and graphics caption screens. When a Base Font code is 
located in one of these screens, it affects only the information in that screen.

You may also insert Base Font codes in Setup: Initial Codes and Document:
Initial Codes (see Initial Codes in Reference). A Base Font code in either one of 
these screens acts as if you had placed a Base Font code at the top of your 
document, so text in the document will be printed in that font. Footnotes, 
endnotes, equations, and graphics box captions, however, will use the Document 
Initial Base Font unless a Graphics Box Options, Footnote Options, or Endnote 
Options code is located in the document (see Document Initial Base Font above).

If one of the options codes listed in the paragraph above is located in the 
document, subsequent graphics box captions, footnotes, and endnotes (depending 
on the options code) are printed in the base font that is in effect at the options 
code.

Notes Attributes
As mentioned at the beginning of this section. WordPerfect attributes are usually 
printed in variations of the base font depending on the fonts your printer has and 
what your printer can do with those fonts. When you tell WordPerfect about 
your fonts in the Cartridges/Fonts/Print Wheels feature and select a base font, 
WordPerfect determines which fonts will represent the different attributes.

If you want to determine how attributes with a particular base font will be 
printed, retrieve the PRINTER.TST file, select your printer, change the Base 
Font code with the Initial Base Font option on the Format: Document menu 
(Shift-F8,3,3), then print the document from the screen.

PRINTER.TST is installed separately with the WordPerfect Install/Learn/Utility 
files. It is initially installed in the directory where WP.EXE is located.

You can change the font assignments WordPerfect has made for your attributes 
in two places.
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2 Press Font (Ctrl -F8), then select Base Font (4) . 

-SJ Selecr Base Fo nt from rhe Font menu. 

At this point, a list of fonts is displayed on the screen. Depending on your paper 
size/type information. these fonts are either all landscape fonts or all portrait 
fonts (see Landscape and Portrait Fonts below). Regardless, all fonts listed are 
fonts entered on the Cartridges and Fonts feature. 

3 Move the cursor to the font you want to select as your base font, then choose 
Select ( I). 

The setting made with thi s feature inserts a code in your document. From that 
point on in the document (or until you make another change with this feature), 
the base font is changed to the selection you made . 

Base Font codes may be entered in sub-editing screens such as header, footer, 
footnote. endnote, and graphics caption screens. When a Base Font code is 
located in one of these screens. it affects only the information in that screen. 

You may also insert Base Font codes in Setup: Initial Codes and Document: 
Initial Codes (see Initial Codes in Reference ). A Base Font code in either one of 
these screens acts as if you had placed a Base Font code at the top of your 
document. so text in the document will be pnnted in that font. Footnotes. 
endnotes, equations. and graphics box captions, however. will use the Document 
Initial Base Font unless a Graphics Box Options. Footnote Options, or Endnote 
Options code is located in the document (see Document Initial Base Font above). 

If one of the options codes listed in the paragraph above is located in the 
document. subsequent graphics box captions. footnotes. and endnotes (depending 
on the options code ) are printed in the base font that is in effect at the options 
code. 

Attributes 
As mentioned at the beginning of this section. WordPerfect attributes are usually 
printed in variations of the base font depending on the fonts your printer has and 
what your printer can do with those fonts. When you tell WordPerfect about 
your fonts in the Cartridges/Fonts/Print Wheels feature and select a base font, 
WordPerfect determines which fonts will represent the different attributes. 

If you want to determine how attributes with a particular base font will be 
printed, retrieve the PRINTER.TST file , select your printer, change the Base 
Font code with the Initial Base Font option on the Format: Document menu 
( Shift-F8,3,3 ), then print the document from the screen. 

PRINTER.TST is installed separately with the WordPerfect Install/Learn/Utility 
files. Jt is initially installed in the directory where WP.EXE is located. 

You can change the font assignments WordPerfect has made for your attributes 
in two places. 
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The first is with the Size/Attribute Ratio feature (Shift-Fl ,4,8,6). This feature 
lets you enter sizes for some of the attributes as compared to the base font. It is 
discussed in Initial Settings in Reference.

The second is with the WordPerfect Printer Program. This program lets you 
change font assignments for all attributes. It is discussed in Printer Program, 
Modify Automatic Font Changes in Reference.

For more information on size and appearance attributes, see Attributes in 
Reference.

Landscape and Portrait Fonts
The fonts that are displayed on the various Base Font menus are fonts that come 
with your printer as well as fonts you mark on the Cartridges/Fonts/Print Wheels 
feature. Portrait fonts and landscape fonts, however, cannot be displayed on any 
of the Base Font menus at the same time. In fact, landscape fonts can only be 
displayed on the Base Font menu (Ctrl-F8,4) and even then, not all of the time.

Whether portrait fonts or landscape fonts are displayed on the Base Font menu 
depends on the Font Type of the current Paper Size/Type. If the Font Type is 
Portrait, portrait fonts are displayed. If the Font Type is Landscape, landscape 
fonts are displayed.

For example, if you want to display landscape fonts, you must first select a 
Paper Size/Type with a landscape font type (Shift-F8,2,7,l). As long as the 
cursor is positioned after the Paper Size/Type code, only landscape fonts will be 
displayed on the Base Font menu. If the cursor is positioned before the Paper 
Size/Type code, then portrait fonts will be displayed.
For more information on font types, see Paper Size/Type and Printing,
Landscape in Reference.

Name Search
In all of the menus where you select a base font, you can quickly move the 
cursor to the font you are looking for by selecting Name Search (n), then typing 
letters to move the cursor to the first font that begins with those letters. Press 
Enter or any of the arrow keys to exit Name Search.

If you are defining a macro that selects a font, we suggest you use Name Search 
to locate that font.

Printer Selection
Fonts are printer specific. This means that if you enter a base font in a 
document, then print the document on a printer that does not have the font, the 
font will not be printed. In this situation, WordPerfect makes a “best guess” 
from the available fonts and tries to print the document in a similar font.

If you create a document for one printer, then save it with another printer, you 
may notice that your Font codes which usually list the name of the font (e.g., 
[Font:Tms Rmn 1 Opt]) are replaced with Font codes that show an asterisk in
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The first is with the Size/Attribute Ratio feature (Shift-Fl .4.8.6). This feature 
lets you enter sizes for some of the attributes as compared to the base font. It is 
discussed in Initial Settings in Reference. 

The second is with the WordPerfect Printer Program. This program lets you 
change font assignments for all attributes. It is discussed in Printer Program, 
Modify Automatic Font Changes in Reference. 

For more information on size and appearance attributes, see Atlributes in 
Reference. 

Landscape and Portrait Fonts 
The fonts that are displayed on the various Base Font menus are fonts that come 
with your printer as well as fonts you mark on the Cartridges/Fonts/Print Wheels 
feature. Portrait fonts and landscape fonts, however, cannot be displayed on any 
of the Base Font menus at the same time. In fact. landscape fonts can only be 
displayed on the Base Font menu (Ctrl-F8.4J and even then, not all of the time. 

Whether portrait fonts or landscape fonts are displayed on the Base Font menu 
depends on the Font Type of the current Paper Size/Type. If the Font Type is 
Portrait, portrait fonts are displayed. If the Font Type is Landscape, landscape 
fonts are displayed. 

For example, if you want to display landscape fonts, you must first select a 
Paper Size/Type with a landscape font type (Shift-FS,2,7,1). As long as the 
cursor is positioned after the Paper Size/Type code, only landscape fonts will be 
displayed on the Base Font menu. If the cursor is positioned before the Paper 
Size/Type code, then portrait fonts will be displayed. 

For more information on font types, see Paper Siz.e/Type and Printing, 
Landscape in Reference. 

Name Search 
In all of the menus where you select a base font, you can quickly move the 
cursor to the font you are looking for by selecting Name Search (n), then typing 
letters to move the cursor to the first font that begins with those letters. Press 
Enter or any of the arrow keys to exit Name Search . 

If you are defining a macro that selects a font, we suggest you use Name Search 
to locate that font. 

Printer Selection 
Fonts are printer specific. This means that if you enter a base font in a 
document. then print the document on a printer that does not have the font, the 
font will not be printed . In this situation. WordPerfect makes a "'best guess" 
from the available fonts and tries to print the document in a similar font. 

If you create a document for one printer. then save it with another printer, you 
may notice that your Font codes which usually list the name of the font (e.g., 
[Font:Tms Rmn I Opt]) are replaced with Font codes that show an asterisk in 



front of the font name (e.g., [Font:*Tms Rmn 10pt]). The asterisk means that 
the printer you saved it under does not have the font that you initially entered. 
Again, when the document is printed, WordPerfect makes a “best guess” and 
tries to print the document in a similar font.

You must make font changes within WordPerfect. WordPerfect overrides any font settings 
you set on your printer.

See Also: Attributes; Printer Program, Modify Automatic Font Changes; 
Printing—General Information; Cartridges/Fonts/Print Wheels

Footnotes and Endnotes

Footnotes and endnotes are useful for listing sources or providing more detailed 
information on an item in your text. Footnotes are usually listed at the bottom 
of the page where they are referenced. Endnotes are usually listed at the end of 
the document.

A  FOOTNOTES 
A  ENDNOTES

When you create footnotes and endnotes, WordPerfect will number and format 
them for you. You can type in the text, then have WordPerfect number the notes 
and place them on each page, adjusting the text in your document to fit correctly. 
WordPerfect places footnotes at the bottom of the page and compiles endnotes at 
the end of the document or at a location of your choice.

Even after you have finished your document, you can edit, add, or delete a note, 
and WordPerfect will do all of the necessary renumbering and reformatting.
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front of the font name (e.g., [Font:*Tms Rmn lOpt]). The asterisk means that 
the printer you saved it under does not have the font that you initially entered. 
Again, when the document is printed, WordPerfect makes a "best guess" and 
tries to print the document in a similar font. 

You must make font changes within WordPerfect. WordPe,fect overrides any font settings 
you set on your printer. 

See Also: Attributes; Printer Program, Modify Automatic Font Changes; 
Printing-General Information; Cartridges/Fonts/Print Wheels 

Footnotes and Endnotes 

A FOOTNOTES 

.&. ENDNOTES 

Footnotes and endnotes are useful for listing sources or providing more detailed 
information on an item in your text. Footnotes are usually listed at the bottom 
of the page where they are referenced. Endnotes are usually listed at the end of 
the document. 
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When you create footnotes and endnotes, WordPerfect will number and format 
them for you. You can type in the text, then have WordPerfect number the notes 
and place them on each page, adjusting the text in your document to fit correctly. 
WordPerfect places footnotes at the bottom of the page and compiles endnotes at 
the end of the document or at a location of your choice. 

Even after you have finished your document, you can edit. add. or delete a note, 
and WordPerfect will do all of the necessary renumbering and reformatting. 
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In this section, the word "note” refers to both footnotes and endnotes.

To create a note,

1 Move to the place in your document where you want the number for the new 
note inserted.

2 Press Footnote (Ctrl-F7), then select Footnote (1) or Endnote (2).

CB Select Footnote or Endnote from the Layout menu.

3 Select Create (1).

4 Type the text of the note (see Editing a New Note below).

5 Press Exit (F7) to return to your document.

Notes Adding and Deleting Notes
You can add new notes anywhere in a document (except in columns and 
footnotes) by following the steps above.

Creating a note inserts a Note code into your document. The format for the code 
is [nore:#;[Note Number/] where note is Footnote or Endnote, # is the note 
number and text is the text of the note, up to 50 characters. You can view this 
code in Reveal Codes (Alt-F3) and delete the note by deleting the code.

In the normal editing screen, you can delete an existing note simply by deleting 
the number representing it and then typing y to confirm the deletion. If you 
accidentally delete a note, you can use Cancel (FI) to restore it, just as you 
would restore any other deletion (see Undelete in Reference).
When you add or delete a note, the remaining notes in your document are 
renumbered automatically. However, you must rewrite the screen (press 
Ctrl-F3,3 or move the cursor past the notes that follow the new number code) to 
display the renumbered notes.

Editing a New Note
Selecting Create (1) from the Footnote or Endnote menu places you in a special 
Note Editing screen. The number, letter, or character for the note you are
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In this section, the word .. note" refers to both footnotes and endnotes. 

To create a note, 

1 Move to the place in your document where you want the number for the new 
note inserted. 

2 Press Footnote (Ctrl-F7), then select Footnote (I) or Endnote (2). 

O:il Select Footnote or Endnote from the Layout menu. 

3 Select Create (I). 

4 Type the text of the note (see Editing a New Note below). 

5 Press Exit (F7) to return to your document. 

Adding and Deleting Notes 
You can add new notes anywhere in a document (except in columns and 
footnotes) by following the steps above. 

Creating a note inserts a Note code into your document. The forma t for the code 
is [note:#;[Note Numjtextl where note is Footnote or Endnote,# is the note 
number and text is the text of the note, up to 50 characters. You can view this 
code in Reveal Codes (Alt-F3) and delete the note by deleting the code. 

In the normal editing screen, you can delete an existing note simply by deleting 
the number representing it and then typing y to confirm the deletion. If you 
accidentally delete a note, you can use Cancel (Fl) to restore it, just as you 
would restore any other deletion (see Undelete in Reference). 

When you add or delete a note, the remaining notes in your document are 
renumbered automatically. However, you must rewrite the screen (press 
Ctrl-FJ,3 or move the cursor past the notes that follow the new number code) to 
display the renumbered notes . 

Editing a New Note 
Selecting Create ( 1) from the Footnote or Endnote menu places you in a special 
Note Editing screen. The number, letter, or character for the note you are 



A  NOTE NUMBER 
A  NOTE TYPE

creating appears in the upper left corner of the screen. The type of note you are 
creating (i.e., Footnote or Endnote) appears on the status line.

lThis has been associated \

A

2 Press Exit when done Doc 1 Pg 1 Ln 2.33" Pos 4.56'

Enter text as you normally would, using the WordPerfect editing features (e.g., 
Bold, Underline, Center, Tab, Flush Right). A single footnote or endnote can 
contain up to 65,000 bytes (approximately 65,000 characters). Use Move 
(Ctrl-F4), Block (Alt-F4), and Cancel (FI) to move, delete, and restore text 
within the note. Move can also be used to move text from your document into a 
footnote and back again (see Move in Reference). You can also use the Speller 
and Thesaurus while in this screen.

Unless a Base Font code exists in the note, a note is printed in the initial base 
font for that document as displayed in the Initial Base Font entry on the Format: 
Document screen (Shift-F8,3,3) (see Document Format in Reference).

However, if a note options code precedes a note, the notes from that point on are 
printed in the font that is in effect wherever the options code is found (see
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Enter text as you normally would. using the WordPerfect editing features (e.g .. 
Bold. Underline. Center, Tab. Flush Right) . A single footnote or endnote can 
contain up to 65.000 bytes (approximately 65.000 characters). Use Move 
(Ctrl-F4), Block (Alt-F4), and Cancel (Fl) to move. delete, and restore text 
within the note. Move can also he used to move text from your document into a 
footnote and back again (see Moi•e in Reference) . You can also use the Speller 
and Thesaurus while in this screen. 

Unless a Base Font code exists in the note. a note is printed in the initial base 
font for that document as displayed in the Initial Base Font entry on the Format: 
Document screen (Shift-F8.3.3) (see Doc11111e111 Format in Reference). 

However. if a note options code precedes a note. the notes from that point on are 
printed in the font that is in effect wherever the options code is found ( see 
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Footnotes and Endnotes, Options in Reference), as the following example 
demonstrates.

A  LOCATION OF 
OPTIONS CODE

A FOOTNOTE BEFORE CODE 
A  FOOTNOTE AFTER CODE

Remember to press Exit (F7) once you have finished typing the text of the note 
to save the note and return to your document. If you forget to exit the Note 
Editing screen, you may wind up typing part of your document in the Note 
Editing screen by mistake. If this happens, you can use Block (Alt-F4) and 
Move (Ctrl-F4) to block the unwanted text and move it back into your document 
(see Block and Move in Reference).

Editing an Existing Note
As long as you know the current number, letter, or character for a note, you can 
edit any of the notes you have created, at any time, from anywhere in the main 
body of the document.

To edit an existing note, press Footnote (Ctrl-F7), select Footnote (1) or 
Endnote (2), then select Edit (2). You are asked which note you want to edit. 
The number (or letter or character) displayed is one number greater than the 
number of the note which immediately precedes the cursor position. Enter the 
number of the note you want to edit, using your current numbering style (for a 
discussion of numbering styles, see Footnotes and Endnotes, Options in 
Reference).

After you enter a number, if that note exists, the note editing screen appears with 
the current text for that note displayed on the screen. Edit it (see Editing a New 
Note above), then press Exit (F7) to save your changes and return to the normal 
editing screen.

If the number you enter is not found, a *Not Found* message appears briefly at 
the left end of the status line and you are returned to the normal editing screen.
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Footnotes and Endnotes, Options in Reference), as the following example 
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Remember to press Exit (F7) once you have finished typing the text of the note 
to save the note and return to your document. If you forget to exit the Note 

Editing screen, you may wind up typing part of your document in the Note 
Editing screen by mistake. If this happens, you can use Block (Alt-F4) and 
Move (Ctrl-F4) to block the unwanted text and move it hack into your document 
(see Block and Move in Reference). 

Editing an Existing Note 
As long as you know the current number, letter, or character for a note, you can 

edit any of the notes you have created. at any time, from anywhere in the main 
body of the document. 

To edit an existing note, press Footnote (Ctrl-F7 ), select Footnote ( 1) or 
Endnote (2), then select Edit (2). You are asked which note you want to edit. 
The number (or letter or character) displayed is one number greater than the 

number of the note which immediately precedes the cursor position. Enter the 
number of the note you want to edit, using your current numbering style (for a 
discussion of numbering styles, see Footnotes and Endnotes, Options in 
Reference) . 

After you enter a number, if that note exists, the note editing screen appears with 
the current text for that note displayed on the screen. Edit it (see Editing a New 
Note above), then press Exit (F7 ) to save your changes and return to the normal 
editing screen. 

If the number you enter is not found , a *Not Found* message appears briefly at 
the left end of the status line and you are returned to the normal editing screen. 



A  ENDNOTE PLACEMENT 
CODE

A  HARD PAGE CODE

Endnote Placement
Normally, WordPerfect prints endnotes at the end of your document. Although 
there is no code indicating where the endnotes are to be printed, you can see the 
endnotes when the document is printed, or when you use View Document to 
preview the printed document (Shift-F7,6). If endnotes exceed one page, only 
one page of endnotes can be viewed.

Sometimes you may want endnotes at a different location. For example, if one 
document contains several chapters, you may want to compile each chapter’s 
endnotes at the end of that chapter.

To specify an endnote location, move the cursor to where you want to insert the 
Endnote Placement code, press Footnote (Ctrl-F7), then select Endnote 
Placement (3). You are asked if you also want endnote numbering to start over 
from that point. Type y to have endnotes renumbered from that point or type n 
to have numbering continued from the current number. An Endnote Placement 
code [Endnote Placement] is inserted at the cursor, followed by a Flard Page 
code [HPg], If you chose to have your endnotes numbered from that point, a 
New Endnote Number code [New End Num:#] is then inserted, where # is the 
first number in the current numbering method (e.g., 1 or a).

Whenever you print the document, the endnotes are printed at the location of the 
Endnote Placement code. All endnotes either from the beginning of the 
document or from the point of the last Endnote Placement code will be printed at 
this location.

When WordPerfect inserts an Endnote Placement code, it follows the code with a 
Flard Page code to separate the endnotes from the next page of text. If you want 
the endnotes to begin on a separate page, you should also insert a Hard Page 
code immediately before the Endnote Placement code.

In the normal editing screen, the Endnote Placement code is represented by a 
box which contains a message informing you that you must generate your 
endnotes. This box is followed by a hard page, as in the following example.

dayl3. His philosophy was that man is no better than his 

environment. He bought a group of textile mills in Scotland. In 

accordance with this new philosophy he tried to eliminate the 

typical social evils of the factory system and make his factories 

into the model workers' community- He raised wages and improved 

factory sanitation. He reduced the hours worked, and even helped 

rebuild the workers' homes and provided schools far their children.

> Endnote Placement
It is not known how much space endnotes will occupy here. 
Cenerate to determine.

►............................  ............................................
Doc 1 Pg 11 Ln 1“ Pos 1"
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Al HARD PAGE CODE 

Endnote Placement 
Normally. WordPerfect prints endnotes at the end of your document. Although 
there is no code indicating where the endnotes are to be printed, you can see the 
endnotes when the document is printed. or when you use View Document to 
preview the printed document (Shift-F7,6). If endnotes exceed one page, only 
one page of endnotes can be viewed. 

Sometimes you may want endnotes at a different location. For example, if one 
document contains several chapters, you may want to compile each chapter's 
endnotes at the end of that chapter. 

To specify an endnote location, move the cursor to where you want to insert the 
Endnote Placement code, press Footnote (Ctrl-F7), then select Endnote 
Placement Cl ). You are asked if you also want endnote numbering to start over 
from that point. Type y to have endnotes renumbered from that point or type n 
to have numbering continued from the current number. An Endnote Placement 
code [Endnote Placement] is inserted at the cursor, followed by a Hard Page 
code [HPg] . If you chose to have your endnotes numbered from that point, a 
New Endnote Number code [New End Num:#] is then inserted, where# is the 
first number in the current numbering method (e .g., I or a). 

Whenever you print the document. the endnotes are printed at the location of the 
Endnote Placement code. All endnotes either from the beginning of the 
document or from the point of the last Endnote Placement code will be printed at 
this location . 

When WordPerfect inserts an Endnote Placement code, it follows the code with a 
Hard Page code to separate the endnotes from the next page of text. If you want 
the endnotes to begin on a separate page, you should also insert a Hard Page 
code immediately before the Endnote Placement code. 

In the normal editing screen, the Endnote Placement code is represented by a 
box which contains a message informing you that you must generate your 
endnotes. This box is followed by a hard page, as in the following example. 
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If you use Endnote Placement, you then need to generate the endnotes in that 
document if you want to determine how much space they will occupy in the 
printed document. To do so, press Mark Text (Alt-FfS), select Generate (6), 
select Generate Tables, Indexes, Cross References, etc. (5), then type y. The 
message in the box then changes to “Endnote Placement,” indicating that the 
endnotes have been generated (see Generate in Reference).

You do not have to generate endnotes in order for them to be printed.

Footnote Placement
When you add a footnote to your text, WordPerfect places it at the bottom of 
that page. WordPerfect automatically reduces the text on the page to make room 
for any footnotes and inserts a blank line between the footnotes and the text.

If a footnote is too long to fit on one page, WordPerfect tries to keep at least one 
half inch of the note on the same page as the number that references that 
footnote. If it cannot do this, WordPerfect moves both the footnote and the line 
of text containing the footnote reference to the next page.

You can change both the spacing between footnotes and the amount of footnote 
text to be kept on a page (see Footnotes and Endnotes. Options in Reference).

Graphics
Only a graphics box with a character anchor type can be included in a note (see 
Graphics, Create in Reference).

Master Documents
If your document is extremely long, you may want to use the Master Document 
feature to divide it into smaller files. Footnotes and endnotes are numbered 
consecutively throughout a master document (see Master Documents in 
Reference).

Options
Several available options let you determine the numbering style of your notes 
and the way notes are formatted (see Footnotes and Endnotes. Options in 
Reference).

Renumbering Notes from a Given Point
When you have a document divided into several files, you may need to start note 
numbering at a certain number. To do so, press Footnote (Ctrl-F7), select 
Footnote ( I ) or Endnote (2), select New Number (3), then enter a number using 
the current note numbering method (see Note Numbering Method under 
Footnotes and Endnotes. Options in Reference).

This Inserts a New Number code into your document, i.e., [New note type 
Num:#] where note type is Footnote (Ftn) or Endnote (End), and # is the new 
number. All the notes of that type from that point forward in the document will 
be numbered consecutively, starting with the new number. However, you must
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If you use Endnote Placement. you then need to generate the endnotes in that 
document if you want to determine how much space they will occupy in the 
printed document. To do so. press Mark Text (Alt-F5J, select Generate (6), 
select Gcner,lle Tahles. Indexes. Cross References. etc. (5). then type y. The 
message in the box then changes to "Endnote Placement." indicating that the 
endnotes have been generated (see Generate in Reference). 

You do not have to generate endnotes in order for them to be printed. 

Footnote Placement 
When you add a footnote to your text. WordPerfect places it at the bottom of 
that page. WordPerfect automatically reduces the text on the page to make room 
for any footnotes and inserts a blank line between the footnotes and the text. 

If a footnote is too long to fit on one page, WordPerfect tries to keep at least one 
half inch of the note on the same page as the number that references that 
footnote. If it cannot do this, WordPerfect moves both the footnote and the line 
of text containing the footnote reference to the next page. 

You c<1n change both the spacing between footnotes and the amount of foo tnote 
text to be kept on a page (see Footnotes and E11d11mes, Options in Reference). 

Graphics 
Only a graphics box with a character anchor type can be included in a note (see 
Graphics, Create in Reference). 

Master Documents 
If your docume111 is extremely long, you muy wunt to use the Master Document 
feature to Jivide it into smaller files . Footnotes and endnotes <1re numbered 
consecutively throughout a master document ( see Master Documellls in 
Reference). 

Options 
Several available ortions let you determine the numbering style of your notes 
and the way notes are formatted (see Footnote.1 and Endnotes, Options in 
Reference). 

Renumbering Notes from a Given Point 
When you have a document divided into several files, you may need to start note 
numbering at a certain number. To do so. rress Footnote (Ctrl-F7), select 
F ootnote (I) or Endnote (2). select New Number (3), then enter a number using 
the current note numbering method (see Note Numhering Method under 
Footnotes and Endnotes. Options in Reference). 

This Inserts a New Number code into your docu ment. i.e., [New note rvpe 
Num:#J where note type is Footnote (Ftn) or Endnote (End), and # is the new 

number. All the notes of that type from that point forward in the document will 
be numbered consecutively. starting with the new number. However, you must 



rewrite the screen (press Ctrl-F3,3 or move the cursor past the notes that follow
the new number code) to display the renumbered notes.

See Also: Footnotes and Endnotes, Options

Footnotes and Endnotes, Options

WordPerfect offers you several options in determining the numbering style for 
your footnotes and endnotes and the way they are formatted on a page. You can 
change these options or let WordPerfect select them for you.

To change note options,

1 Press Footnote (Ctrl-F7), then select Footnote (1) or Endnote (2). 

j Select Footnote or Endnote from the Layout menu.

2 Select Options (4) to display the Options menu.

3 Select an option and enter the necessary information (see the option headings 
under Notes below).

4 Press Exit (F7) until you return to the normal editing screen.

Notes Amount of Note to Keep Together
If a note is too long to fit on a page, it is continued on the next page. This 
option sets the amount of space in a note (not necessarily the number of lines) 
that is to be kept on one page. The default is one-half inch.

Codes
Changing note options inserts an options code ([Ftn Opt] or [End Opt]) which 
can be seen in Reveal Codes (AU-F3). The options code affects only the notes 
from that point forward in the document. If you want the new format to affect 
all the footnotes in your document, the options code must be placed before any 
notes in the document.

An options code cannot be edited. The only way to change your option settings 
is to delete the options code or to create a new code by using the steps given at 
the beginning of this section.

Each time you display an Options menu, the settings it contains reflect any 
changes made by any previous options code.

You can include the options code in your Initial Settings to have the footnote 
and endnote options you want placed in every subsequent document you create 
(see Initial Settings in Reference).
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rewrite the screen (press Ctrl-F3,3 or move the cursor past the notes that follow 
the new number code) to display the renumbered notes. 

See Also: Footnotes and Endnotes, Options 

Footnotes and Endnotes, Options 

Notes 

WordPerfect offers you several options in determining the numbering style for 
your footnotes and endnotes and the way they are formatted on a page. You can 
change these options or let WordPerfect select them for you. 

To change note options, 

1 Press Footnote (Ctrl-F7 ), then select Footnote (I) or Endnote (2) . 

. , Select Foornote or Endnote f rom the Lu_1·our menu. 

2 Select Options (4) to display the Options menu . 

3 Select an option and enter the necessary information (see the option headings 
under Notes below). 

4 Press Exit (F7) until you return to the normal editing screen . 

Amount of Note to Keep Together 
If a note is too long to fit on a page, it is continued on the next page. This 
option sets the amount of space in a note (not necessarily the number of lines) 
that is to be kept on one page. The default is one-half inch. 

Codes 
Changing note options inserts an options code ([Ftn Opt] or [End Opt!) which 
can be seen in Reveal Codes (Alt-F3) . The options code affects only the notes 
from that point forward in the document. If you want the new format to affect 
all the footnotes in your document. the options code must be placed before any 
notes in the document. 

An options code cannot be edited. The only way to change your option settings 
is to delete the options code or to create a new code by using the steps given at 
the beginning of this section. 

Each time you display an Options menu. the settings it contains reflect any 
changes made by any previous options code. 

You can include the options code in your Initial Settings to have the footnote 
and endnote options you want placed in every subsequent document you create 
(see Initial Settings in Reference). 
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Footnote Options
Four options are available only for footnotes:

F o o t n o t e s  a t  B o t t o m  o f  P a g e
When text does not fill a page, this option determines whether footnotes will 
be printed at the bottom of the page or just below the last line of text. If 
this option is set to Yes, blank lines are inserted between text and footnotes, 
when necessary, to keep all footnotes at the bottom of each page.

Line Separating Text and Footnotes
This option determines whether WordPerfect prints a line to separate text 
from footnotes. You can select No Line (1), 2-Inch Line (2), or Margin to 
Margin (3), as in the following illustration.

NO LINE 
2-INCH LINE 
MARGIN

Print Continued Message
When a footnote must be split between two pages, setting this option to Yes 
prints “(continued...)” on the last footnote line of the first page and 
“(...continued)” on the first footnote line of the next page. You can change 
the language in which this message is printed by inserting a language code in 
the initial codes for a document (see Language in Reference). You can also 
change the text for these messages by editing the WP.LRS file (see 
Language Resource File in Reference).

S ta r t  F o o t n o t e  N u m b e r s  E a c h  P a g e
If this is set to Yes, footnote numbering starts at 1 on every page. If this is 
set to No, footnotes are numbered continuously throughout the document.

Note Numbering Method
Normally, WordPerfect uses numbers (e.g., 1, 2, 3, etc.) to number notes. The
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Footnote Options 
Four options are available only for footnotes: 

Footnotes at Bottom of Page 
When text does not fill a page, this option determines whether footnotes will 
be printed at the bottom of the page or just below the last line of text. If 
this option is set to Yes, blank lines are inserted between text and footnotes, 
when necessary, to keep all footnotes at the bottom of each page. 

Line Separating Text and Footnotes 
This option determines whether WordPerfect prints a line to separate text 
from footnotes. You can select No Line (I), 2-Inch Line (2), or Margin to 
Margin (3), as in the following illustration. 
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When a footnote must be split between two pages, setting this option to Yes 
prints "(continued ... )" on the last footnote line of the first page and 
"( ... continued)" on the first footnote line of the next page. You can change 
the language in which this message is printed by inserting a language code in 
the initial codes for a document (see Language in Reference). You can also 
change the text for these messages by editing the WP.LRS file (see 
Language Resource File in Reference). 

Start Footnote Numbers Each Page 
If this is set to Yes, footnote numbering starts at 1 on every page. If this is 
set to No, footnotes are numbered continuously throughout the document. 

Note Numbering Method 
Normally, WordPerfect uses numbers (e.g., I, 2, 3, etc.) to number notes. The 
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Note Numbering Method option lets you select either Numbers (1), Letters (2),
or Characters (3).

When you select Characters (3), you then need to enter the character(s) you want
to use.

The character used most often to number notes is an asterisk (*). However, you 
can enter any WordPerfect character using Compose (see Compose in Reference). 
A character is used once, then doubled, then tripled, etc. (e.g., *, **, ***, etc.).
If you want a different character for each note, you can enter up to five different 
characters (e.g., * t  + § •). WordPerfect uses the first character, then the second, 
etc., until it has used them all. It then doubles, then triples the characters. After 
each character has been repeated 15 times, they start over at one again.

Spacing Within and Between Notes
Normally, notes will be single spaced with .167" (the height of a 12-point font) 
blank space between each note. Within notes, you can enter 1 for single, 1 1/2 
for one-and-a-half line spacing, 2 for double, etc. If you want to vary the 
spacing for a particular note, you can use Line Spacing in Format (Shift-F8,l,6) 
to set line spacing within a note while in the Note Editing screen.

Style for Numbers
You can select how your note numbers appear both in the text of your document 
(Style for Number in Text) and in the note itself (Style for Number in Note).

WordPerfect normally displays the note number in superscript in a document 
(e.g., Footnote1). Within a footnote, WordPerfect displays a superscripted 
number which is indented, and within an endnote, WordPerfect displays a 
number which is followed by a period (1.).
W h en  y o u  se lec t  e ither N u m ber S ty le  op tion , a “R ep lace  W ith:’" prom pt appears. 
You may enter characters and use Font (Ctrl-F8) to select any of the 
WordPerfect size or appearance attributes (see Font in Reference). You can also 
add and delete spacing. Within a style, the Note Number code [Note Num] 
indicates where the note number will print. While creating a note numbering 
style, you can insert the Note Number code by pressing Footnote (Ctrl-F7), 
selecting Footnote (1) or Endnote (2), then selecting Number Code (2).

S e e  A ls o :  Compose; Font; Footnotes and Endnotes

Force Odd/Even Page

Sometimes you may want to make sure that certain pages in a document always 
have an odd, or even, page number. For example, it is customary to begin each 
chapter in a book on an odd-numbered page.

You can have WordPerfect insert blank pages where necessary to make sure that 
a certain page always has an odd or even number.
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Note Numbering Method option lets you select either Numbers (I). Letters (2), 
or Characters (3) . 

When you select Characters (3 ). you then need to enter the character(s) you want 
to use. 

The character used most often to number notes is an asterisk (*). However, you 
can enter an y WordPerfect character using Compose (see Compose in Reference). 
A character is used once, then doubled . then tripled, etc. (e.g., *, **, ***. etc .). 
If you want a different character for each note, you can enter up to five different 
characters (e.g., * t :j: § •). WordPerfect uses the first character. then the second, 
etc., until it has used them all. It then doubles. then triples the characters. After 
each character has been repeated 15 times, they stan over at one again. 

Spacing Within and Between Notes 
Normally, notes will be single spaced with . 167" (the height of a 12-point font) 
blank space between each note. Within notes. you can enter 1 for single, 1 1/2 
for one-and-a-half line spacing, 2 for double, etc . If you want to vary the 
spacing for a particular note. you can use Line Spacing in Format (Shift-F8, 1,6) 
to set line spacing within a note while in the Note Editing screen. 

Style for Numbers 
You can select how your note numbers appear both in the text of your document 
(Style for Number in Text) and in the note itself (Style for Number in Note). 

WordPerfect normally displays the note number in superscript in a document 
(e .g., Footnote1). Within a footnote , WordPerfect displays a superscripted 
number which is indented, and within an endnote, WordPerfect displays a 
number which is followed by a period ( !.). 

When you select d1her Number S1ylc option. ii " Repl11ce Wi1h :" prompt i!ppcms. 
You may enter characters and use Font (Ctrl-F8) to select any of the 
WordPerfect size or appearance attributes (see Font in Reference) . You can also 
add and delete spacing. Within a style, the Note Number code [Note Num] 
indicates where the note number will print. While creating a note numbering 
style. you can insen the Note Number code by pressing Footnote (Ctrl-F7), 
selecting Footnote ( 1) or Endnote (2). then selecting Number Code (2) . 

See Also: Compose; Font; Footnotes and Endnotes 

Force Odd/Even Page 

Sometimes you may want to make sure that cenain pages in a document always 
have an odd. or even. page number. For example, it is customary to begin each 
chapter in a book on an odd-numbered page. 

You can have WordPerfect insen blank pages where necessary to make sure that 
a cenain page always has an odd or even number. 
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1 Move the cursor to the top of the page for which you want to force the 
number (see Codes below).

2 Press Form at (Shift-F8), then select Page (2).

CS Select Page from the Layout menu.

3 Select Force Odd/Even Page (2).

4 Select Odd (1) to force the page to have an odd number.

or

Select Even (2) to force the page to have an even number.

5 Press Exit (F7) to return to your document.

The page number is forced to odd or even. It appears in the Pg # indication on 
the status line.

Notes Codes
Forcing a page number inserts a Force Page code ([Force:OddJ or [Force:Even]) 
into your text at the cursor position. This code can be seen in Reveal Codes 
(Alt-F3).

A Force Page code should always be placed at the top of the page it is forcing. 
When necessary, WordPerfect inserts an extra Soft Page code [SPg] directly 
before this code to create a blank page and make certain the forced page retains 
an odd or even number. If the Force Page code is not at the top of the page, the 
blank page will be inserted in the middle of the existing page and create 
unnecessary blank space, depending on If the page was already odd or even.

Force Odd/Even Page vs. New Page Number
Forcing a page inserts blank pages where necessary, but it continues to keep the 
pages in your document numbered consecutively. If you want a page in your 
document to begin with a certain number that is not necessarily in consecutive 
order, you can do this without inserting blank pages by using New Page Number 
(Shift-F8,2,6,l,#) (see Page Numbering in Reference).

See Also: Page Numbering

Form at

WordPerfect offers a wide variety of possible format settings.

Format lets you access any of the options used to format your text. You can 
then make changes which will affect the current document.

1 Press Format (Shift-F8) to display the main format menu.

2 1 8  FORMAT
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Format 
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1 Move the cursor to the top of the page for which you want to force the 
number (see Codes below). 

2 Press Format (Shift-F8), then select Page (2). 

Ll3l Seleu Paf?e from the Layout menu. 

3 Select Force Odd/Even Page (2). 

4 Select Odd (I) to force the page to have an odd number. 

or 

Select Even (2) to force the page to have an even number. 

5 Press Exit (F7) to return to your document. 

The page number is forced to odd or even. It appears in the Pg # indication on 
the status line. 

Codes 
Forcing a page number inserts a Force Page code ((Force:Oddj or I Fon;e:Even I l 
into your text at the cursor position. This code can be seen in Reveal Codes 
(Alt-F3). 

A Force Page code should always be placed at the top of the page it is forcing. 
When necessary, WordPerfect inserts an extra Soft Page code [SPg] direc tl y 
before this code to create a blank page and make certain the forced page retains 
an odd or even number. If the Force Page code is not at the top of the page, the 
blank page will be inserted in the middle of the existing page and create 
unnecessary blank space, depending on it" the page was already odd or even . 

Force Odd/Even Page vs. New Page Number 
Forcing a page inserts blank pages where necessary, but it continues to keep the 
pages in your document numbered consecutively. If you want a page in your 
document to begin with a certain number that is not necessarily in consec utive 
order, you can do this without inserting blank pages by using New Page Number 
(Shift-F8,2,6.l,#) (see Page Numbering in Reference). 

See Also: Page Numbering 

WordPerfect offers a wide variety of possible format settings. 

Format lets you access any of the options used to format your text. You can 
then make changes which will affect the current document. 

1 Press Format (Shift-F8) to display the main format menu. 



Notes

2 Select Line (1), Page (2), Document (3), or Other (4) to display a submenu 
which lists a certain group of Format options (see Line, Page, Document, and 
Other below).

CB Select Line. Page. Document, or Other from the Layout menu.

3 Select a format option and change it.

4 Press Exit (F7) to return to the document.

Codes
In WordPerfect, you type text on a clear screen. The default settings being used 
to format your text on the page are hidden from sight. They do not appear in 
the normal editing screen, and they cannot even be seen at the top of your 
document when you use Reveal Codes (Alt-F3).

WordPerfect comes with standard settings for several of the most commonly- 
used formatting features (e.g., left and right margins, tabs, top and bottom 
margins, etc.). These settings are in place whenever you type a document. For 
a list of all these settings, see Appendix G: Initial Settings.

When you want to know the current setting for any Format option, press Format 
(Shift-F8) and select the menu which displays that option. The menu displays 
any current setting if there is one, and you can then change the setting.

For the Line. Page, and Other Format menus, changing a setting inserts a code 
which changes that setting from that point forward in a document. As a rule of 
thumb. Line Format codes should come at the beginning of a line, and Page 
Format codes should come at the beginning of a page. These codes can be 
displayed in Reveal Codes (Alt-F3).

For the Format: D ocum ent menu (Shift-F8,3), changing a setting does not insert 
a code into your document but it does change that setting for the entire 
document.

If you want your own personalized format settings in place whenever you create 
a document, you can customize the standard WordPerfect initial format settings 
by using Initial Codes on the Setup: Initial Settings menu (Shift-F 1,4,5) (see 
Initial Codes in Reference).

Document
The Document submenu options let you make changes that affect the entire 
document you are working on. For example, you can use the Document options 
to create a Document Summary or change the initial base font for your 
document. The Document options are:

• Display Pitch • Redline Method
• Initial Base Font • Summary
• Initial Codes

For more information, see Document Format in Reference.
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2 Select Line (I), Page (2), Document (3), or Other (4) to display a submenu 
which lists a certain group of Format options (see Line. Puge, Documem. and 
Other below ). 

[~ Se leer Line. Page. fJo rn111e11 t. or Other .fi'0111 rhe Layout me1111. 

3 Select a format option and change it. 

4 Press Exit (F7) to return to the document. 

Codes 
In WordPerfect. you type text on a dear screen . The default settings being used 
to format your text on the page are hidden from sight. They do not appear in 
the normal editing screen. and they cannot even be seen at the top of your 
document when you use Reveal Codes (Alt-F3) . 

WordPerfect comes with standard settings for several of the most commonly­
used formatting features (e.g .. left and right margins. tabs, top and bottom 
margins. etc.). These settings are in place whenever you type a document. For 
a list of all these settings, see Appendix G: Initial Setrings. 

When you want to know the current setting for any Format option. press Format 
(Shift-F8) and select the menu which displays that option. The menu displays 
any current setting if there is one. and you can then change the setting. 

For the Line. Page. and Other Format menus. changing a setting inserts a code 
which changes that selling from that point forward in a document. As a rule of 
thumb. Line Format codes should come at the beginning of a line. and Page 
Format codes should come at the beginning of a page. These codes can be 
displayed in Reveal Codes (Alt-F3). 

For the Format: Document menu (Shift - f8 ,3) , chunging u selling Lloes not insert 
a code into your document but it does change that setting for the entire 
document. 

If you want your own personalized format settings in place whenever you create 
a document . you can customize the standard WordPerfect initial format settings 
by using Initial Codes on the Setup: Initial Settings menu (Shift-F 1,4,5) (see 
Initial Codes in Reference). 

Document 
The Document submenu options let you make changes that affect the entire 
document you are working on. For example, you can use the Document options 
to create a Document Summary or change the initial base font for your 
document. The Document options are: 

• Display Pitch • Redline Method 
• Initial Base Font • Summary 
• Initial Codes 

For more information. see Dorn111e111 Formal in Reference. 
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Line
The Line submenu options deal with the way text is formatted horizontally on a 
line, that is across a page. They are:

• Hyphenation
• Hyphenation Zone
• Justification
• Line Height
• Line Numbering

• Line Spacing
• Margins Left/Right
• Tab Set
• Widow/Orphan Protection

For more information, see Line Format in Reference.

Other
The Other submenu contains several advanced formatting options. They are:

• Advance
• Border Options
• Conditional End of Page
• Decimal Align Character/ 

Thousands’ Separator

• End Centering/Alignment
• Language
• Overstrike
• Printer Functions
• Underline Spaces/Tabs

For more information, see Other Format in Reference.

Page
The Page submenu options deal with the way text is arranged on a page, and 
from page to page throughout a document. For example, you can use Page 
options to center the text vertically on the page. The Page options also let you 
have WordPerfect add page numbers and special headings to pages. Page 
submenu options are:

• Center Page • Page Numbering
• Force Odd/Even Page • Paper Size/Type/Labels
• Headers and Footers • Suppress
• Margins Top/Bottom

Generally, these codes should be placed at the top of the page. For more 
information, see Page Format in Reference.

See Also: Document Format; Line Format; Other Format; Page Format; 
Appendix G
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Line 
The Line submenu options deal with the way text is formatted horizontally on a 
line. that is across a page. They are: 

• Hyphena1iun • Linc Spacing 
• Hyphenation Zone • Margins Left/Right 
• Justification • Tab Set 
• Line Height • Widow/Orphan Protection 
• Line Numbering 

For more information. see Line Formm in Reference. 

Other 
The Other submenu contains several advanced formatting options. They are: 

• Advance 
• Border Options 
• Conditional End of Page 
• Decimal Align Character/ 

Thousands· Separator 

• End Centering/Alignment 
• Language 
• Overstrike 
• Printer Functions 
• Underline Spaces/Tahs 

For more information, see Other Format in Reference. 

Page 
The Page submenu options deal with the way text is arranged on a page. and 
from page to page throughout a document. For example, you can use Page 
options to center the text vertically on the page. The Page options also let you 
have WordPerfect add page numbers and special headings to pages. Page 
submenu options are: 

• Center Page • Page Numbering 
• Force Odd/Even Page • Paper Size/Type/Labels 
• Headers and Footers • Suppress 
• Margins Top/Bottom 

Generally. these codes should be placed at the top of the page. For more 
inf'ormation, see Page Format in Reference. 

See Also: Document Format; Line Format; Other Format; Page Format; 
Appendix G 



G Generate

Generating is the final step in creating a table of contents, table of authorities, 
list(s), and index(es). Generating also updates cross-references and the space 
being used for endnotes (if you are using Endnote Placement), Before 
generating, you should have marked the text you want, inserted any Endnote 
Placement codes, and defined your table, list, or index. For more information, 
see the appropriate Define heading for each in Reference (e.g., Index, Define). 
Also see Cross-Reference, Mark Text, or Footnotes and Endnotes.

To generate,

1 Press Mark Text (Alt-F5), and select Generate (6).

US Select Generate from the Mark menu.

2 Select Generate Tables, Indexes, Cross-References, etc. (5).

A message appears asking if you want to replace any existing tables, lists, and 
indexes.

3 Type y to generate cross-references, endnotes, tables, lists, or indexes, 
replacing any previously existing ones.

or

Type n if you want to return to your document without generating.

Generating begins, and a counter at the bottom of the screen indicates the 
progress of generation. All tables, lists, and indexes in the document are 
generated, and cross-references and endnote placement are updated—all in one 
generating process.

Depending on the number and length of the items you are generating, generating 
may be time consuming. Also, don’t be concerned if the counter on the status 
line indicates WordPerfect is passing through the document multiple times. That 
is a necessary part of the generating process.

You can use generate as many times as you want. Each time, cross-references 
and endnote placement are updated, and the previous versions of tables, lists, and 
indexes are deleted before the new ones are created—provided you have not 
deleted any [Def Mark:] codes (see [Def Mark:] and [End Def ]  below). This 
allows you to generate, mark new entries, create new endnotes, add cross­
references, and generate again, updating the entries in the tables, lists, or indexes.

Be aware that if you make any changes to text you have marked, cross­
references, endnotes or endnote placement, or the definition of tables, lists, or 
indexes, your changes will not be included unless you generate again.

Notes Cross-Referencing
When you generate cross-references, question marks are replaced with numbers, 
and existing numbers are updated.
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G Generate 

Notes 

Generating is the final step in creating a table of contents, table of authorities, 
list(s), and index(es). Generating also updates cross-references and the space 
being used for endnotes (if you are using Endnote Placement). Before 
generating, you should have marked the text you want, inserted any Endnote 
Placement codes. and defined your table, list, or index. For more information, 
see the appropriate Define heading for each in Reference (e.g., Index. Define). 
Also see Cross-Reference, Mark Text, or Footnotes und Endnotes. 

To generate, 

1 Press Mark Text (Alt-FS ), and select Generate (6). 

CB Select Generate from the Mark menu. 

2 Select Generate Tables, Indexes, Cross-References, etc. (5). 

A message appears asking if you want to replace any existing tables, lists, and 
indexes. 

3 Type y to generate cross-references, endnotes, tables, lists, or indexes, 
replacing any previously existing ones. 

or 

Type n if you want to return to your document without generating. 

Generating begins, and a counter at the bottom of the screen indicates the 
progress of generation. All tables, lists, and indexes in the document are 
generated, and cross-references and endnote placement are updated-all in one 
generating process. 

Depending on the number and length of the items you are generating, generating 
may be time consuming. Also, don't be concerned if the counter on the status 
line indicates WordPerfect is passing through the document multiple times. That 
is a necessary part of the generating process. 

You can use generate as many times as you want. Each time, cross-references 
and endnote placement are updated, and the previous versions of tables, lists, and 
indexes are deleted before the new ones are created-provided you have not 
deleted any [Def Mark:] codes (see [Def Mark:] and [End Def"] below). This 
allows you to generate, mark new entries, create new endnotes, add cross­
references. and generate again, updating the entries in the tables, lists, or indexes. 

Be aware that if you make any changes to text you have marked, cross­
references, endnotes or endnote placement, or the definition of tables, lists, or 
indexes, your changes will not be included unless you generate again. 

Cross-Referencing 
When you generate cross-references, question marks are replaced with numbers, 
and existing numbers are updated. 
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[Def Mark:] and [End Def:]
When you defined your table, list, or index, [Def MarkTv/rc,#] (where type 
represents the type of reference — ToC, List, or Index — and #  represents the 
numbering style) was inserted into your document at the cursor position. Each 
table, list, or index is generated at its [Def Mark:]. When generating is 
complete, [End Def:] is inserted at the end of each table, list, or index. These 
codes can be seen in Reveal Codes (Alt-F3).

When you generate again, WordPerfect deletes everything between [Def Mark:] 
and [End Def:] before creating a new table, list, or index. You should be careful 
when editing your document that you are not adding text between the two codes 
(unless you really do want to edit a generated table, list, or index).

If you delete [Def Mark:] and leave [End Def:], WordPerfect briefly displays a 
message (the next time you generate) stating that a needed [Def Mark:] is 
missing.

WordPerfect needs to have both [Def Mark:] and [End Def:] in order to replace 
an old table, list, or index with a new one. If you delete [End Def:J,
WordPerfect leaves your old table, list, or index and generates a new one as 
well. Also, if you define a new table, list, or index, you should delete the old 
[Def Mark:] or the item will be generated twice. If you find you have duplicate 
tables, lists, or indexes, these may be the reasons.

Remember, each time you change the definition for tables, lists, and indexes, you 
are also creating a new [Def Mark:] code. Be sure to delete the old [Def Mark:] 
when you create a new [Def Mark:].

When generating  tahles, lists, and indexes, WordPerfect sorts according to the 
language at the point of the [Def Mark:].

Editing Tables, Lists, and Indexes
WordPerfect uses standard formatting features to format tables (contents and 
authorities), lists, and indexes. Once they have been generated, you can edit 
them like you would any other WordPerfect text. For example, a table of 
contents is formatted using indents [^Indent] and margin releases [^M ar Rel], 
These codes align on tab stops. If the table is not aligned properly, you may 
need to change the tab stops (see Tab Set in Reference). Be aware that if you do 
edit the text in a table, list, or index, and then regenerate it, the old table, list, or 
index will be replaced with a new one, and you will lose any editing you did to 
the old one. It may be better to edit the marked text in the document and then 
regenerate.

You should be careful that as you edit you do not delete [Def Mark:] or 
[End Def:] before and after the table, list, or index. This will cause problems if 
you ever generate again.
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[Def Mark:] and [End Def:] 
When you defined your table. list, or index, [Def Mark:r,,pe.#] (where type 
represents the type of reference - ToC. List, or Index - and # represents the 
numbering style) was inserted into your document at the cursor position. Each 
tahle. list. or index is generated <11 its [Def Mark:]. When generating is 
complete, [End Def:] is inserted at the end of each table, list, or index. These 
codes can he seen in Reveal Codes (Alt-F3). 

When you generate again, WordPerfect deletes everything between [Def Mark:] 
and [End Def:] before creating a new table. list. or index. You should be careful 
when editing your document that you are not adding text between the two codes 
(unless you really do want to edit a generated table. list, or index.J. 

If you delete [Def Mark:] and leave [End Def:], WordPerfect briefly displays a 
message (the next time you generate) stating that a needed [Def Mark:] is 
missing. 

WordPerfect needs to have both [Def Mark:] and [End Def:] in order 10 replace 
an old table, list, or index with a new one. If you delete [End Def:], 
WordPerfect leaves your old table. list, or index and generates a new one as 
well. Also. if you define a new table. list, or index, you should delete the old 
[Def Mark:] or the item will be generated twice. If you find you have duplicate 
tables, lists, or index.es. these may be the reasons. 

Remember, each time you change the definition for tables. lists, and index.es. you 
are also creating a new [Def Mark:] code. Be sure 10 delete the old [Def Mark:] 
when you create a new [Def Mark:]. 

When generating tahle~ . lists . and index.es. WordPerfect sons according to the 
language at the point of the [ Def Mark: I. 

Editing Tables, Lists, and Indexes 
WordPerfect uses standard formatting features 10 format tables (contents and 
authorities). lists. and index.es. Once they have been generated, you can edit 
them like you would any other WordPerfect text. For example, a table of 
contents is formatted using indents (-;Indent[ and margin releases [ ,_Mar Rel]. 
These codes align on tab stops. If the table is not aligned properly. you may 
need to change the tab stops (see Tab Set in Reference). Be aware that if you do 
edit the text in a table. list, or index. and then regenerate it, the old table, list, or 
index will be replaced with a new one. and you ¼ill lose any editing you did to 
the old one. It may be better to edit the marked text in the document and then 
regenerate. 

You should be careful that as you edit you do not delete I Def Mark:] or 
[End Def:] before and after the table, list. or index.. This will cause problems if 
you ever generate again. 



Endnote Placement
You can tell WordPerfect to print endnotes someplace other than the end of the 
document by using the Endnote Placement feature (see Footnotes and Endnotes 
in Reference). When you insert an Endnote Placement code into a document, the 
following message appears at the insertion point:

"Endnote Placement. It is not known how much space endnotes will occupy 
here. Generate to determine.”

In order to have WordPerfect determine how many pages the endnotes occupy, 
you need to use the Generate feature.

After you have generated the document, an “Endnote Placement” message 
replaces the original message. This new message takes up as many pages of the 
document as the endnotes will require. You can identify the number of pages by 
moving the cursor past the message and past the page break under the message. 
The status line will reflect which page the rest of the document starts on.

If, after adding or deleting endnotes, you decide you need to know if the 
endnotes will take up any more or less pages, regenerate to update the Endnote 
Placement code.

Not Enough Memory-Marked Text Block Too Large
When generating a table, list, or index, a message may appear indicating that 
your computer does not have enough memory available to complete generation. 
You can free up additional memory by making sure Document 2 is empty (press 
Switch (Shift-F3) to check and Exit (F7) to close Document 2), or by unloading 
any memory resident programs that may be installed. Be sure to save your 
document before unloading any memory resident programs.

WordPerfect has a startup option, /n2, that disables the Document 2 screen to 
save memory (see Appendix N: Startup Options).

A message also appears if you are using a concordance file and run out of 
memory. You can type y for Yes and only the concordance entries scanned up 
to that point will be included in the index. Type n for No to stop index 
generation (see Index, Concordance and Mark Text in Reference).

Sorting Order
WordPerfect sorts index entries and authorities alphabetically when generating an 
index or table of authorities. Entries in lists or a table of contents are sorted 
according to the order in which they appear in the document.

Table of Authorities
When you define a table of authorities, you should set a new page number 
between the table of authorities definition and the next page of the document 
(see Page Numbering in Reference). If you do not, page number references may 
not be accurate after the table is generated (since the table itself will likely 
introduce new pages into the document). A warning message appears when the 
table of authorities is generated if a New Page Number code is not found.
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Endnote Placement 
You can tell WordPerfect to print endnotes someplace other than the end of the 
document by using the Endnote Placement feature (see Footnotes and Endnotes 
in Reference). When you insert an Endnote Placement code into a document. the 
following message appears at the insertion point: 

"Endnote Placement. It is not known how much space endnotes will occupy 
here . Generate to determine." 

In order to have WordPerfect determine how many pages the endnotes occupy, 
you need to use the Generate feature. 

After you have generated the document, an "Endnote Placement" message 
replaces the original message. This new message takes up as many pages of the 
document as the endnotes will require. You can identify the number of pages by 
moving the cursor past the message and past the page break under the message. 
The status line will reflect which page the rest of the document starts on. 

If, after adding or deleting endnotes, you decide you need to know if the 
endnotes will take up any more or less pages, regenerate to update the Endnote 
Placement code. 

Not Enough Memory-Marked Text Block Too Large 
When generating a table, list, or index, a message may appear indicating that 
your computer does not have enough memory available to complete generation. 
You can free up additional memory by making sure Document 2 is empty (press 
Switch (Shift-F3) to check and Exit (F7) to close Document 2), or by unloading 
any memory resident programs that may be installed. Be sure to save your 
document before unloading any memory resident programs. 

WordPerfect has a startup option, /n2, that disables the Document 2 screen to 
save memory (see Appendix N: Startup Options). 

A message also appears if you are using a concordance file and run out of 
memory. You can type y for Yes and only the concordance entries scanned up 
to that point will be included in the index. Type n for No to stop index 
generation (see Index, Concordance and Mark Text in Reference). 

Sorting Order 
WordPerfect sorts index entries and authorities alphabetically when generating an 
index or table of authorities. Entries in lists or a table of contents are sorted 
according to the order in which they appear in the document. 

Table of Authorities 
When you define a table of authorities, you should set a new page number 
between the table of authorities definition and the next page of the document 
(see Page Numbering in Reference). If you do not, page number references may 
not be accurate after the table is generated (since the table itself will likely 
introduce new pages into the document). A warning message appears when the 
table of authorities is generated if a New Page Number code is not found. 
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See Also: Lesson 22; Index; Lists; Table of Authorities; Table of Contents

Go To

Notes

As you move the cursor through your document, use Go To to move quickly to a 
certain location.

To move through text using Go To,

1 Press Go To (Ctrl-Home), then press an appropriate keystroke (see Go To 
Keystrokes below).

(13 Select Go to from the Search menu.

Go To Keystrokes
The following table lists the keystrokes 
cursor through text:

Location

To the immediate right of the next 
occurrence of any character.

To the next Hard Return code [HRt]

To the top of the current page
or column

To the bottom of the current page

To the top of any page in your 
document

To the beginning of a block (when 
Block is on)

that can be used with Go To to move the

Keystrokes

Go To, character

Go To, Enter 

Go To, Up Arrow (T)

Go To, Down Arrow (F)

Go To, page number, Enter

Go To, Block (Alt-F4)

In Columns
When you are using the Columns features (Newspaper and Parallel), you can use 
Go To with the Left and Right Arrow keys to move the cursor from column to 
column as you edit existing text (see Columns, Newspaper and Columns, Parallel 
in Reference).

Not Found
When Go To searches for a character or a Hard Return code [HRt], if that 
character is not found within approximately the next 2000 characters, a beep 
sounds and the cursor remains in place.
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See Also: Lesson 22; Index; Lists; Table of Authorities; Table of Contents 

As you move the cursor through your document, use Go To to move quickly to a 
certain location. 

To move through text using Go To, 

1 Press Go To (Ctrl-Home), then press an appropriate keystroke (see Go To 
Keys1rokes below). 

I 81 Select Go to from the Search menu. 

Go To Keystrokes 
The following table lists the keystrokes that can be used with Go To to move the 
cursor through text : 

Location 

To the immediate right of the next 
occurrence of any character. 

To the next Hard Return code [HRt] 

To the top of the current page 
or column 

To the bottom of the current page 

To the top of any page in your 
document 

To the beginning of a block (when 
Block is on) 

In Columns 

Keystrokes 

Go To, character 

Go To, Enter 

Go To, Up Arrow (i) 

Go To, Down Arrow ( .J,) 

Go To, page number, Enter 

Go To, Block (Alt-F4) 

When you are using the Columns features (Newspaper and Parallel), you can use 
Go To with the Left and Right Arrow keys to move the cursor from column to 
column as you edit existing text (see Columns, Newspaper and Columns, Parallel 
in Reference). 

Not Found 
When Go To searches for a character or a Hard Return code [HRt], if that 
character is not found within approximately the next 2000 characters, a beep 
sounds and the cursor remains in place. 



Go to DOS

Notes

Previous Position
You can press Go To (Ctrl-Home) twice to return the cursor to its estimated 
previous location, after using the following keys:

• Block (AU-F4)
• Escape (Esc)
• Go To (Ctrl-Home)
• Home.arrow keys
• Page Up (PgUp)
• Page Down (PgDn)

• Replace (Alt-F2)
• Screen Up (- on the number pad)
• Screen Down (+ on the number pad)
• ♦Search (F2)
• ♦Search (Shift-F2)

See Also: Columns, Newspaper; Columns, Parallel

When you start WordPerfect from the DOS prompt, if you have enough memory 
in your computer, you can return to DOS without exiting WordPerfect.

1 Press Shell (Ctrl-Fl), then select Go to DOS (1).

S  Select Go to DOS from the File menu.

2 Perform any DOS commands.

3 Type exit and press Enter to return to WordPerfect. You cannot return to 
WordPerfect by pressing Exit (F7) (see Caution below).

Your cursor is returned to the same place it was when you left WordPerfect.

Caution
If WordPerfect is still active while you are at DOS, an “Enter ‘EXIT’ to return 
to WordPerfect” message is displayed above the DOS prompt. You must type 
exit and press Enter to return to the active copy of WordPerfect. Do not try to 
return to your currently active copy of WordPerfect by entering wp. This only 
loads another copy of WordPerfect into memory.

If you have enough memory, you can run other programs from DOS before 
returning to WordPerfect.

While WordPerfect is active, do not use the CHKDSK/F or DELETE commands 
on the WordPerfect program files. Also, any DOS command which might affect 
WordPerfect should be avoided (e.g., REN).

DOS Command
While running WordPerfect from DOS, you can also perform a DOS command 
without leaving WordPerfect. Press Shell (Ctrl-Fl), then select DOS Command 
(2). You are prompted for the command at the status line. After the command 
has been performed, press any key to return to WordPerfect.
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Go to DOS 

Notes 

Previous Position 
You can press Go To (Ctrl-Home) twice to return the cursor to its estimated 
previous location, after using the following keys: 

• Block (Alt-F4) • Replace (Alt-F2 ) 
• Escape (Esc) • Screen Up (- on the number pad) 
• Go To (Ctrl-Home) • Screen Down(+ on the number pad) 
• Home.arrow keys • •Search (F2) 
• Page Up (PgUpJ • ♦Search (Shift-F2) 
• Page Down (PgDn) 

See Also: Columns. Newspaper; Columns, Parallel 

When you start WordPerfect from the DOS prompt, if you have enough memory 
in your computer, you can return to DOS without exiting WordPerfect. 

1 Press Shell (Ctrl-Fl), then select Go to DOS ( !). 

CB Select Go to DOS from the File menu. 

2 Perform any DOS commands. 

3 Type exit and press Enter to return to WordPerfect. You cannot return to 
WordPerfect by pressing Exit (F7) (see Caution below). 

Your cursor is returned to the same place it was when you left WordPerfect. 

Caution 
If WordPerfect is still active while you are at DOS, an "Enter 'EXIT' to return 
to WordPerfect" message is displayed above the DOS prompt. You must type 
exit and press Enter to return to the active copy of WordPerfect. Do not try to 
return to your currently active copy of WordPerfect by entering wp. This only 
loads another copy of WordPerfect into memory. 

If you have enough memory, you can run other programs from DOS before 
returning to WordPerfect. 

While WordPerfect is active, do not use the CHKDSK/F or DELETE commands 
on the WordPerfect program files. Also, any DOS command which might affect 
WordPerfect should be avoided (e.g., REN). 

DOS Command 
While running WordPerfect from DOS, you can also perform a DOS command 
without leaving WordPerfect. Press Shell (Ctrl-Fl ), then select DOS Command 
(2) . You are prompted for the command at the status line . After the command 
has been performed, press any key to return to WordPerfect. 

GO TO 00S 225 



Memory
When you select Go to DOS (1) or DOS Command (2), a new copy of 
COMMAND.COM (a DOS file) is loaded into memory. If there is not enough 
memory to load the new copy, an error message appears, and you are returned to 
your document.

Under Shell
Different Shell menu options appear when you press Shell (Ctrl-Fl) if you are 
running WordPerfect under the WordPerfect Shell (see Go to Shell in Reference).

See Also: Go to Shell

Go to Shell

When running WordPerfect under the WordPerfect Shell, you can leave 
WordPerfect and return to the Shell without exiting WordPerfect.

1 Press Alt-Shift-Space Bar to go directly to the Shell, then go to step 3. 

or

Press Shell (Ctrl-Fl) to display the Shell options.

CB Select Go to Shell from the File menu, then go to step 3.

2 Select Go to Shell (1).
The Shell menu is displayed.

3 You can start another program from the Shell menu, select a Shell feature, or 
go to DOS to perform one or several commands, depending upon the current 
available memory (see Caution below).

4 Select the WordPerfect program letter from the Shell menu to return to 
WordPerfect.

Your cursor is returned to the same place as it was when you left WordPerfect.

Notes Caution
If the Shell is still active while you are at DOS, a “(Shell)” message precedes the 
DOS prompt at the command line. If WordPerfect is active, do not try to return 
to WordPerfect by entering wp from the DOS prompt. This will only load 
another copy of WordPerfect. To return to your active copy of WordPerfect, 
you need to first enter exit to return to the Shell, and then go to WordPerfect.

While WordPerfect is active, do not use the CHKDSK/F or DELETE commands 
on the WordPerfect program files. Also, any DOS command which might affect 
WordPerfect should be avoided (e.g., REN).
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Memory 
When you select Go to DOS (I) or DOS Command (2), a new copy of 
COMMAND.COM (a DOS file) is loaded into memory. If there is not enough 
memory to load the new copy, an error message appears, and you are returned to 
your document. 

Under Shell 
Different Shell menu options appear when you press Shell (Ctrl-Fl) if you are 
running WordPerfect under the WordPerfect Shell (see Go to Shell in Reference). 

See Also: Go to Shell 

When running WordPerfect under the WordPerfect Shell, you can leave 
WordPerfect and return to the Shell without exiting WordPerfect. 

1 Press Alt-Shift-Space Bar to go directly to the Shell, then go to step 3. 

or 

Press Shell (Ctrl-F I) to display the Shell options. 

[8 Select Go to Shell from !he File menu, 1hen go to step 3. 

2 Select Go to Shell ( I ). 

The Shell menu is displayed. 

3 You can start another program from the Shell menu. select a Shell feature, or 
go to DOS to perform one or several commands, depending upon the current 
available memory (see Caution below). 

4 Select the WordPerfect program letter from the Shell menu to return to 
WordPerfect. 

Your cursor is returned to the same place as it was when you left WordPerfect. 

Caution 
If the Shell is still active while you are at DOS, a "(Shell)" message precedes the 
DOS prompt at the command line. If WordPerfect is active, do not try to return 
to WordPerfect by entering wp from the DOS prompt. This will only load 
another copy of WordPerfect. To return to your active copy of WordPerfect, 
you need to first enter exit to return to the Shell, and then go to WordPerfect. 

While WordPerfect is active. do not use the CHKDSK/F or DELETE commands 
on the WordPerfect program files. Also, any DOS command which might affect 
WordPerfect should be avoided (e.g., REN). 



DOS Command
While running WordPerfect from the Shell, you can also perform a DOS 
command without leaving WordPerfect. Press Shell (Ctrl-Fl), then select DOS 
Command (5). You are prompted for the command at the status line. After the 
command has been performed, press any key to return to WordPerfect.

Library 1.1
We strongly recommend that you use WordPerfect Library 2.0 or WordPerfect 
Office 2.0 dated 6/30/88 or later when using WordPerfect 5.1. If this is not 
possible, be aware of the following:

• The Save and Append options on the 5.1 Shell menu will not work. Use the 
Library Screen Copy feature to save text to the Clipboard (see Screen Copy 
in Shell Reference in the WordPerfect Library or WordPerfect Office 
Manual).

• If you are using a version of the Shell program dated earlier than 6/30/88 
and are receiving the "Error 258” prompt, you need to order an upgrade from 
Library 1.1 to Library 2.0 in order to run WordPerfect from the Shell.

• WordPerfect Merge files need to be exported in 4.2 format in order to be 
compatible with the Library 1.1 Notebook (see Text In/Out in Notebook 
Reference in the WordPerfect Library or WordPerfect Office Manual).

• With any version of File Manager prior to 6/30/88, you can only lock 
WordPerfect files in 4.2 format. This means that any 5.1 files locked with 
File Manager must be unlocked with File Manager before they can be used 
in WordPerfect 5.1.

Memory
The number of other p r o g r a m s  y o u  c a n  r u n  while y o u  have WordPerfect resident 
in memory depends on the available memory in your computer (see Memory 
Map in Shell Reference in your WordPerfect Library or WordPerfect Office 
Manual).

Shell Clipboard
The Clipboard is a special file the Shell uses to hold the text you transfer from 
program to program.

While running WordPerfect under the Shell, pressing Shell (Ctrl-Fl) from the 
normal editing screen displays the Shell Clipboard options. You can then select 
Save (2) to save the current document to the Clipboard, Append (3) to add the 
current document at the end of any existing text in the Clipboard, or Retrieve (4) 
to retrieve the contents of the Clipboard at the cursor.

If block is on when you press Shell and select Save (2) or Append (3), only the 
blocked text is saved or appended to the Clipboard (see also Clipboard in Shell 
Reference in your WordPerfect Library or WordPerfect Office Manual).

See Also: Go to DOS
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DOS Command 
While running WordPerfect from the Shell, you can also perform a DOS 
command without leaving WordPerfect. Press Shell (Ctrl-FI ), then select DOS 
Command (5). You are prompted for the command at the status line. After the 
command has been performed. press any key to return to WordPerfect. 

Library 1.1 
We strongly recommend that you use WordPerfect Library 2.0 or WordPerfect 
Office 2.0 dated 6/30/88 or later when using WordPerfect 5.1. If this is not 
possible, be aware of the following: 

• The Save and Append options on the 5.1 Shell menu will not work. Use the 
Library Screen Copy feature to save text to the Clipboard (see Screen Copy 
in Shell Reference in the WordPerfect Library or WordPe,fect Office 
Ma1111al). 

• If you are using a version of the Shell program dated earlier than 6/30/88 
and are receiving the "Error 258" prompt, you need to order an upgrade from 
Library I. I to Library 2.0 in order to run WordPerfect from the Shell. 

• WordPerfect Merge files need to be exported in 4.2 format in order to be 
compatible with the Library 1.1 Notebook (see Text In/Out in Notebook 
Reference in the WordPe,fect Lihrary or WordPe,fect Office Manual). 

• With any version of File Manager prior to 6/30/88, you can only lock 
WordPerfect files in 4.2 format. This means that any 5.1 files locked with 
File Manager must be unlocked with File Manager before they can be used 
in WordPerfect 5.1. 

Memory 
The numher of other programs you can run while you have WordPerfect resident 
in memory depends on the available memory in your computer (see Memory 
Map in Shell Reference in your WordPerfect Library or WordPe,fect Office 
Manual). 

Shell Clipboard 
The Clipboard is a special file the Shell uses to hold the text you transfer from 
program to program. 

While running WordPerfect under the Shell, pressing Shell (Ctrl-F I) from the 
normal editing screen displays the Shell Clipboard options. You can then select 
Save (2) to save the current document to the Clipboard. Append (3) to add the 
current document at the end of any existing text in the Clipboard, or Retrieve (4) 
to retrieve the contents of the Clipboard at the cursor. 

If block is on when you press Shell and select Save (2) or Append (3), only the 
blocked text is saved or appended to the Clipboard (see also Clipboard in Shell 
Reference in your WordPerfect Lihrary or WordPe,fect Office Manual). 

See Also: Go to DOS 
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Graphics, Conversion Program

The Graphics Conversion Program converts files in a number of graphics formats 
to WordPerfect (.WPG) format. Many files can be converted directly through 
the Graphics feature in WordPerfect. Some formats, such as AutoCAD DXF, 
must be converted with the Graphics Conversion Program. See Graphics, 
Formats and Programs in Reference for more information before using the 
Graphics Conversion Program.

You might want to use the Graphics Conversion Program to convert files in 
supported formats if:

• The file is in DXF format. (All DXF files must be converted through the 
Conversion Program.)

• You want to use some of the startup options available with the Conversion 
Program that affect the way the file is converted (see Startup Options 
below).

• You want to convert multiple files (see Multiple Files below).

• You are using the Graphic on Disk feature and want to save time in printing, 
viewing, and editing the display parameters of the graphic (see Graphic on 
Disk below).

Important: The Graphics Conversion Program file (GRAPHCNV.EXE) needs to be 
installed properly before using the program. If you chose not to install the utility 
programs when you installed WordPerfect (or have not subsequently installed them), you 
must do so now to use the Graphics Conversion Program. See the Installation 
Instructions card for installation instructions.

To run the program,

1 Go to DOS.

2 Change to the directory where GRAPHCNV.EXE is located.

The Installation Program copies this file to the directory where WordPerfect (WP.EXE) is 
located (usually C:\WP51) if you are using a hard disk, or to the diskette you labeled 
“Utilities” if you are using a two disk drive system.

3 Enter graphcnv to start the program.

4 Enter the full pathname of the file to be converted (input file).

5 Enter the full pathname of the converted file (output file).

When you see the “->ok” message, the conversion is complete.

6 Press any key to exit the program.
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The Graphics Conversion Program converts files in a number of graphics formats 
to WordPerfect (.WPG) format. Many files can be converted directly through 
the Graphics feature in WordPerfect. Some fonnats, such as AutoCAD DXF, 
must be converted with the Graphics Conversion Program. See Graphics, 
Formats and Programs in Reference for more information before using the 
Graphics Conversion Program. 

You might want to use the Graphics Conversion Program to convert files in 
supported formats if: 

• The file is in DXF format. (All DXF files must be converted through the 
Conversion Program.) 

• You want to use some of the startup options available with the Conversion 
Program that affect the way the file is converted (see Startup Options 
below). 

• You want to convert multiple files (see Multiple Files below). 

• You are using the Graphic on Disk feature and want to save time in printing, 
viewing, and editing the display parameters of the graphic (see Graphic on 
Disk below). 

Important: The Graphics Conversion Program file (GRAPHCNV.EXE) needs to be 
installed properly before using the program. If you chose not to install the utility 
programs when you installed WordPerfect (or have not subsequently installed them), you 
must do so now to use the Graphics Conversion Program. See the Installation 
Instructions card for installation instructions. 

To run the program, 

1 Go to DOS. 

2 Change to the directory where GRAPHCNV.EXE is located. 

The Installation Program copies this file to the directory where WordPerfect (WP.EXE) is 
located (usually C:\WP51) if you are using a hard disk, or to the diskette you labeled 
"Utilities" if you are using a two disk drive system. 

3 Enter graphcnv to start the program. 

4 Enter the full pathname of the file to be converted (input file). 

5 Enter the full pathname of the converted file (output file). 

When you see the "->ok" message, the conversion is complete. 

6 Press any key to exit the program. 
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Notes Error Messages
As the Graphics Conversion Program tries to convert your files, the following 
error messages may appear.

Bad Format
The input file is in a format not converted by the Graphics Conversion 
Program. Try exporting the file to another supported format (use your 
graphics program). For a list of supported formats, see Graphics, Formats 
and Programs in Reference.

Bad Input File
The input file cannot be accessed. This error occurs when the specified path 
to the input file cannot be found or does not exist, or when the graphics file 
you want to convert is marked “Read Only.” This message may also 
indicate that an error occurred while converting a file. For example, the 
input file may be corrupt, or it may contain information not expected given 
the type of the input file.

First check whether you entered the path correctly. If not, run the Graphics 
Conversion Program again and enter the correct path. If the original path 
was correct, try re-exporting the file with your graphics program, then run 
the Graphics Conversion Program again.

Disk Full
This error occurs when there is not enough room on disk to convert the file. 
If you can, make room by deleting files, then try again.

End of File
An unexpected end of file was encountered while trying to convert the file. 
Try exporting the file in another supported format (use your graphics 
program). See Graphics, Formats and Programs in Reference for a list of 
supported formats.

File Not Found
The specified file could not be found. Check to be sure you entered the 
correct path and name of the file.

Graphic on Disk
When WordPerfect needs to use an image located in a graphic file on disk, it 
must find the file and convert it. The converted file is placed in a temporary file 
which is then deleted when WordPerfect no longer needs it. This conversion 
takes time, and occurs every time you print or view a document using a graphic 
on disk, or when you edit the display parameters of a graphic on disk (see 
Graphics, Edit in Reference for more information).

If you pre-convert the file by using the Graphics Conversion Program, you will 
reduce the time required for these tasks. Note, however, that if you convert the 
graphic on disk, the graphics program you used to create the file may not be able 
to edit the converted file.
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File Not Found 
The specified file could not be found. Check to be sure you entered the 
correct path and name of the file. 

Graphic on Disk 
When WordPerfect needs to use an image located in a graphic file on disk, it 
must find the file and convert it. The converted file is placed in a temporary file 
which is then deleted when WordPerfect no longer needs it. This conversion 
takes time. and occurs every time you print or view a document using a graphic 
on disk, or when you edit the display parameters of a graphic on disk (see 
Graphics, Edit in Reference for more information). 

If you pre-convert the file by using the Graphics Conversion Program, you will 
reduce the time required for these tasks. Note, however, that if you convert the 
graphic on disk, the graphics program you used to create the file may not be able 
to edit the converted file. 
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Multiple Files
You can use wildcard characters when specifying the input filename to convert 
multiple files. Use “?” to represent a single character, and to represent zero 
or more characters in succession. The output filenames will match the input 
filenames except that they will have a .WPG extension.

For example, if you have a series of graphics named GRAPHICl.DXF, 
GRAPHIC2.DXF, GRAPHIC3.DXF, etc., you could convert them all at once to 
WordPerfect format by entering graphic?.dxf as the input filename. The output 
files would be named GRAPHIC1.WPG, GRAPHIC2.WPG, GRAPHIC3.WPG, 
etc. To convert any file with a DXF extension to WordPerfect format you would 
enter *.dxf as the input filename.

Startup Options
The following startup options can be used with the Graphics Conversion 
Program:

inputfilename outputfilename
You can designate both the input filename and output filename when you 
start the Graphics Conversion Program by entering graphcnv inputfilename 
outputfilename, where inputfilename is the name of the file to be converted, 
and outputfilename is the name of the output file.

You can also use wildcard characters in the input filename without using an 
output filename to convert multiple files. See Multiple Files above for more 
information.

Ib=#
Sets the background color for the .WPG output file, where # represents one 
of the following colors:

l=Black, 2=Blue, 3=Green. 4=Cyan, 5=Red, 6=Magenta, 7=Brown, 8=White 

If no number is specified, the background color defaults to intense white. 

/c=2
Converts color values in the input file to monochrome (black and white) 
values.

/c=16
Converts color values in the input file to the WordPerfect standard 16-color 
palette.

/c=256
Converts color values in the input file to the WordPerfect standard 256-color 
palette. (Use this option when you have a graphics adapter capable of 
displaying 256 simultaneous colors.)

/c=b
Converts all color values in the input file to black.
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Multiple Files 
You can use wildcard characters when specifying the input filename to convert 
multiple files. Use "?" to represent a single character. and to represent zero 
or more characters in succession. The output filenames will match the input 
filenames except that they will have a .WPG extension. 

For example, if you have a series of graphics named GRAPHIC l .DXF. 
GRAPHIC2.DXF. GRAPHJC3 .DXF. etc., you could convert them all at once to 
WordPerfect format by entering graphic?.dxf as the input filename. The output 
files would be named GRAPHICI.WPG, GRAPHIC2.WPG. GRAPHIC3.WPG. 
etc. To convert any file with a DXF extension to WordPerfect format you would 
enter *.dxf as the input filename. 

Startup Options 
The following startup options can be used with the Graphics Conversion 
Program: 
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i11putfile11ame output.filename 
You can designate both the input filename and output filename when you 
start the Graphics Conversion Program by entering graphcnv i11putfile11ame 
outputfilename. where i11p11rjile11w11e is the name of the file to be converted. 
and 0111p11tfile11a111e is the name of the output tile. 

You can also use wildcard characters in the input filename without using an 
output filename to convert multiple files. See Multiple Files above for more 
information. 

lb=# 
Sets the background color for the .WPG output file, where # represents one 
of the following colors: 

1 =Black. 2=Blue. 3=Green. 4=Cyan, 5=Red. 6=Magenta. 7=Brown. 8=White 

If no number is specified. the background color defaults to intense white. 

/c=2 
Converts color values in the input file to monochrome (black and white) 
values. 

/c=l6 
Converts color values in the input file to the WordPerfect standard 16-color 
palette . 

/c=256 
Converts color values in the input file to the WordPerfect standard 256-color 
palette . ( Use this option when you have u graphics udapter capable of 
displaying 256 simultaneous colors .) 

/c=b 
Converts ull color values in the input tile to black. 



/c=w
Converts all color values in the input file to white.

/f=#
After a color or gray scale conversion (with /c or /g), you can use this option 
to change the fill color. # represents the following colors:

l=Black, 2=Blue, 3=Green, 4=Cyan, 5=Red, 6=Magenta, 7=Brown. 8-Gray, 
9=Dark Gray

/g=16
Converts color values in the input file to the WordPerfect standard 16 shades 
of gray palette.

/g=256
Converts color values in the input file to the 16 shades of gray present in the 
WordPerfect standard 256-color palette. (Use this option when you have a 
graphics adapter capable of displaying 256 simultaneous colors.)

/h
Displays helpful information about the Graphics Conversion Program.

n
Lets you send conversion status messages for each converted file to the 
standard printer device. See also /l=filename below.

H=filename
Lets you send conversion status messages for each converted file to the 
specified file. See also // above.

/m
Inverts monochrome bitmapped images.
/n=#
After a color or gray scale conversion (with /c or /g), you can use this option 
to change the line color. See /f=# above for a list of colors.

/o
Lets you override the “Replace files?" user prompts. This is known as 
unattended mode. When the Graphics Conversion Program writes an output 
file with a filename that already exists, it will replace the existing file 
without issuing a prompt.

/w
As WordPerfect 5.1 converts HPGL plotter files, all measurements are 
scaled. WordPerfect 5.0 translated pen widths as “hairline” with no width 
conversion. If you still want WordPerfect to translate pen widths as hairline, 
start the 5.1 Graphics Conversion Program with the /w startup option.

See Also: Graphics, Create; Graphics, Edit; Graphics, Formats and Programs; 
Screen Capture Program
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/c=w 
Converts all color values in the input file to white . 

/f=# 
After a color or gray scale conversion (with le or lg), you can use thi s option 
to change the fill color. # represents the following colors: 

)=Black. 2=Blue. 3=Green. 4=Cyan. 5=Red, 6=Magenta, 7=Brown. 8-Grav, 
9=Dark Gray 

/g=16 
Converts color values in the input file to the WordPerfect standard 16 shades 
of gray palette. 

lg=256 
Converts color values in the input file to the 16 shades of gray present in the 
WordPerfect standard 256-color palette. (Use this option when you have a 
graphics adapter capable of displaying 256 simultaneous colors.) 

/h 
Displays helpful information about the Graphics Conversion Program. 

/I 
Lets you send conversion status messages for each converted file to the 
standard printer device. See also //=filename below. 

ll=.filename 
Lets you send conversion status messages for each converted file to the 
specified file . See also IL above. 

Im 
Inverts monochrome bitmapped images. 

In=# 
After a color or gray scale conversion (with le or lg). you can use this option 
to change the line color. See If=# above for a list of colors . 

lo 
Lets you override the "Replace files?" user prompts. This is known as 
unattended mode. When the Graphics Conversion Program writes an output 
file with a filename that already exists, it will replace the existing file 
without issuing a prompt. 

/w 
As WordPerfect 5.1 converts HPGL plotter files. all measurements are 
scaled. WordPerfect 5.0 translated pen widths as "hairline" with no width 
conversion. If you still want WordPerfect to translate pen widths as hairline. 
start the 5.1 Graphics Conversion Program with the /w startup option . 

See Also: Graphics, Create; Graphics, Edit; Graphics. Formats and Programs; 
Screen Capture Program 

GRAPHICS. CONVERSION PROGRAM 231 



Graphics, Create

The Graphics feature lets you incorporate pictures or images from many sources 
into your document. The capability to mix text and graphics in the same 
document makes it easy to produce newsletters, instructional materials, and other 
documents where figures, diagrams, logos, and/or pictures are needed.

To see a list o f the graphics formats that WordPerfect supports (and the programs that 
produce those formats), see Graphics, Formats and Programs in Reference.

Using the Graphics feature, you can create a box around which you can wrap 
text. The location, appearance, and size of the box can be adjusted as needed, 
and a graphics image, an equation, or even another document (less than a page 
long) can be retrieved into the box. You can even define columns, create tables, 
enter merge codes, and import a spreadsheet into a graphics box.

On the normal editing screen, an outline of the graphics box is displayed in your 
document if you are wrapping text around the box (see Wrap Text Around Box 
under Graphics, Define a Box in Reference). To see the contents of the box, you 
must use View Document (Shift-F7,6) or select Edit (9) on the box definition 
menu (see Graphics, Edit in Reference).

You can also place horizontal or vertical lines on a page with the Graphics 
feature.
You can include graphics in a document even if you do not have a graphics 
display card installed in your computer; however, WordPerfect will only be able 
to display a rough image of graphics figures. We suggest investing in a graphics 
display card if you want to take full advantage of the graphics capabilities in 
WordPerfect (see Graphics Screen Type in Reference).
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The Graphics feature lets you incorporate pictures or images from many sources 
into your document. The capability to mix text and graphics in the same 
document makes it easy to produce newsletters, instructional materials, and other 
documents where figures, diagrams, logos, and/or pictures are needed. 

To see a list of the graphics formats that WordPerfect supports (and the programs that 
produce those formats) , see Graphics, Formats and Programs in Reference. 
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Using the Graphics feature, you can create a box around which you can wrap 
text. The location, appearance, and size of the box can be adjusted as needed, 
and a graphics image, an equation, or even another document (less than a page 
long) can be retrieved into the box. You can even define columns, create tables, 
enter merge codes, and import a spreadsheet into a graphics box. 

On the normal editing screen, an outline of the graphics box is displayed in your 
document if you are wrapping text around the box (see Wrap Text Around Box 
under Graphics, Define a Box in Reference) . To see the contents of the box, you 
must use View Document (Shift-F7,6) or select Edit (9) on the box definition 
menu (see Graphics, Edit in Reference). 

You can also place horizontal or vertical lines on a page with the Graphics 
feature. 

You can include graphics in a document even if you do not have a graphics 
display card installed in your computer; however, WordPerfect will only be able 
to display a rough image of graphics figures. We suggest investing in a graphics 
display card if you want to take full advantage of the graphics capabilities in 
WordPerfect (see Graphics Screen Type in Reference ). 



Notes

As long as your printer supports graphics, you can print both text and graphics in 
a document even if you do not have a graphics display card installed (see Print, 
Document on Disk and Print, Document on Screen in Reference).

To create a graphics box,

1 Press Graphics (Alt-F9), then select a box type (see Box Types below).

O  Select a box type (Figure, Table Box, Text Box, User Box, or Equation) from the 
Graphics menu.

2 Select Create (1), then define the box (see Defining a Box below).

3 Press Exit (F7) to return to the document.

Box Types
There are five box types from which you may choose (all are considered 
graphics boxes): Figure, Table, Text, User, and Equation. The Line option on 
the Graphics menu is not a box but rather an option that lets you place horizontal 
and vertical lines on the page (see Graphics Lines in Reference).

There are only three differences among the five types of graphics boxes: 1) they 
each belong to a separately numbered list (see Lists, Define in Reference)', 2) 
they have different default options on the Graphics Options menu (e.g., border 
style, numbering method); and 3) Equation boxes have different Caption Position 
choices (see Graphics Options in Reference).

You can retrieve graphic images, text, or equations into any of the box types, or 
you can leave a box empty. The box type does not necessarily refer to the 
contents of the box, but rather to which of the independent lists of graphics 
boxes it belongs.

Each box type is numbered on a separate list and has its own set of options. For 
example, the default numbering mode for Table boxes is Roman numerals (Table 
I, Table II, etc.), while the default numbering mode for Figure boxes is numbers 
(Figure 1, Figure 2, etc.). The numbering mode, border styles, and other options 
can be changed with the Graphics Options menu (see Graphics Options in 
Reference).

A separate list for each box type can be generated with the List feature (see Lists 
in Reference).

You may want to use Figure boxes for graphic images, diagrams, and charts; 
Table boxes for WordPerfect tables, tables of numbers, maps, and statistical data; 
Text boxes for quotes, sidebars, or other special text that is set off from the rest 
of the document; and Equation boxes for mathematical and scientific equations 
(see Equations in Reference). User boxes could be used for any images in the 
document that do not fall into any of the other categories.

If you are editing or creating a graphics box and need to change the box type 
(e.g., change a Table box into a Figure box), press Graphics (Alt-F9) while in 
the box definition menu and select the desired box type.
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As long as your printer supports graphics, you can print both text and graphics in 
a document even if you do not have a graphics display card installed (see Print, 
Document on Disk and Print, Document on Screen in Reference). 

To create a graphics box, 

1 Press Graphics (Alt-F9), then select a box type (see Box Types below). 

03! Select a box type (Figure, Table Box, Text Box, User Box, or Equation) from the 
Graphics menu. 

2 Select Create (l), then define the box (see Defining a Box below). 

3 Press Exit (F7) to return to the document. 

Box Types 
There are five box types from which you may choose (all are considered 
graphics boxes): Figure, Table, Text, User, and Equation. The Line option on 
the Graphics menu is not a box but rather an option that lets you place horizontal 
and vertical lines on the page (see Graphics Lines in Reference). 

There are only three differences among the five types of graphics boxes: 1) they 
each belong to a separately numbered list (see Lists, Define in Reference); 2) 
they have different default options on the Graphics Options menu (e.g., border 
style, numbering method); and 3) Equation boxes have different Caption Position 
choices (see Graphics Options in Reference). 

You can retrieve graphic images, text, or equations into any of the box types, or 
you can leave a box empty. The box type does not necessarily refer to the 
contents of the box, but rather to which of the independent lists of graphics 
boxes it belongs. 

Each box type is numbered on a separate list and has its own set of options. For 
example, the default numbering mode for Table boxes is Roman numerals (Table 
I, Table II, etc.), while the default numbering mode for Figure boxes is numbers 
(Figure 1, Figure 2, etc.). The numbering mode, border styles, and other options 
can be changed with the Graphics Options menu (see Graphics Options in 
Reference). 

A separate list for each box type can be generated with the List feature (see Lists 
in Reference). 

You may want to use Figure boxes for graphic images, diagrams, and charts; 
Table boxes for WordPerfect tables, tables of numbers, maps, and statistical data; 
Text boxes for quotes, sidebars, or other special text that is set off from the rest 
of the document; and Equation boxes for mathematical and scientific equations 
(see Equations in Reference). User boxes could be used for any images in the 
document that do not fall into any of the other categories. 

If you are editing or creating a graphics box and need to change the box type 
(e.g., change a Table box into a Figure box), press Graphics (Alt-F9) while in 
the box definition menu and select the desired box type. 
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Defining a Box
After you select a box type and select Create (1) to create a graphics box, you 
need to define the box. You can simply retrieve a graphics image into a box by 
selecting Filename (1) at this point, then entering the name of a file created in 
one of the many graphics formats that WordPerfect supports (for a list of 
supported graphics formats and the programs producing those formats, see 
Graphics, Formats and Programs in Reference). You can also retrieve a table or 
text by entering the name of a WordPerfect file containing one of these (see 
Table, Create in Reference). If you want to retrieve an equation into a box, you 
must first select Equation (4) as the contents (see Contents under Graphics, 
Define a Box in Reference).

If you want to include the graphics image, table, text, or equation in your 
document with all the default settings, you can press Exit (F7) to exit the 
definition menu at this point. If you would like to change any of the settings 
(e.g., size and position of the graphics box on the page), refer to Graphics,
Define a Box in Reference.

New Number
Graphics boxes are numbered consecutively according to the box type. You can 
start numbering with a new number at any point in the document.

1 Move the cursor to where you want to enter the new number.

Use Reveal Codes (AIt-F3) to find the box code (e.g., [Fig Box:3;filename; caption]), 
then make sure your cursor is before the box code you want renumbered (see Reveal 
Codes in Reference).

2 Press Graphics (Alt-F9), then select the type of box you want to renumber.

TB Select the type o f box you want to renumber (Figure. Table Box. Text Box, User Box, 
or Equation) from the Graphics menu.

3 Select New Number (3), then enter a number.

From that point forward in the document, graphics boxes of the type you 
selected in step 2 are renumbered starting with the new number.

The maximum number for any type o f graphics box is 2047. After that, numbering starts 
over with 1.

See Also: Equations; Graphics, Define a Box; Graphics, Edit; Graphics Lines; 
Graphics Options

Defining a Box 
After you select a box type and select Create (I) to create a graphics box, you 
need to define the box. You can simply retrieve a graphics image into a box by 

selecting Filename (l) at this point. then entering the name of a file created in 
one of the many graphics formats that WordPerfect supports (for a list of 
supported graphics formats and the programs producing those formats, see 
Graphics, Formats and Programs in Reference). You can also retrieve a table or 

text by entering the name of a WordPerfect file containing one of these (see 
Table, Create in Reference) . If you want to retrieve an equation into a box, you 
must first select Equation (4) as the contents (see Contents under Graphics, 
Define a Box in Reference) . 

If you want to include the graphics image, table, text, or equation in your 
document with all the default settings, you can press Exit (F7) to exit the 
definition menu at this point. If you would like to change any of the settings 
(e.g., size and position of the graphics box on the page ), refer to Graphics, 

Define a Box in Reference. 

New Number 
Graphics boxes are numbered consecutively according to the box type. You can 
start numbering with a new number at any point in the document. 

1 Move the cursor to where you want to enter the new number. 

Use Reveal Codes (Alt-F3) to find the box code (e. g., [Fig Box:3;filename; caption/). 
then make sure your cursor is before the box code you want renumbered ( see Reveal 
Codes in Reference). 

2 Press Graphics (Alt-F9), 1hcn sck:ct the type of box you want to renumher. 

n'il Select the type of box you want to renumber I Figure. Table Box. Text Box, User Box, 
or Equation) from the Graphics menu. 

3 Select New Number (3), then enter a number. 

From that point forward in the document, graphics boxes of the type you 
selected in step 2 are renumbered starting with the new number. 

The maximum number for any type of graphics box is 2047. After that. numbering starts 
over with I. 

See Also: Equations; Graphics, Define a Box; Graphics, Edit; Graphics Lines; 
Graphics Options 



Graphics, Define a Box

Notes

When you want to place a graphics box in your document, an essential part of 
the process is defining the box. You can use the default settings for any box 
type. However, if you want to change any of these settings, WordPerfect 
provides a way of editing them.

1 Press Graphics (Alt-F9), then select the type of box you want to define.

LB Select a box type (Figure, Table Box, Text Box, User Box, or Equation) from the 
Graphics menu.

2 Select Create ( l ), then select an option and enter any necessary information 
(see the information for each option under Notes below).

3 Press Exit (F7) to return to the document.

Anchor Type
This option (4) determines whether the graphics box moves with the text that 
wraps around it (paragraph type), remains placed at a fixed position on a page 
(page type), or is treated as part of the text on a line (character type).

Bumping Graphics Boxes
If you edit a graphics box (or the text surrounding the box) after it has been 
created so that it no longer fits on the current page (e.g., it is contained in a 
paragraph too near the bottom of the page), it is bumped to the next page.
If. then, you edit another box so that it cannot fit on the first page, it is 
bumped, too. However, if the two boxes cannot fit together on the next 
page, the second box is bumped again. A box can be bumped up to 255 
pages. (After that, the graphics boxes will overlap.)

Character
Boxes with a character anchor type are treated as a single character, 
regardless of the box size. When the line containing the box is wrapped, the
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When you want to place a graphics box in your document. an essential part of 
the process is defining the box. You can use the default settings for any box 
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2 Select Create (I), then select an option and enter any necessary information 
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(page type). or is treated as part of the text on a line (character type). 

Bumping Graphics Boxes 
If you edit a graphics box (or the text surrounding the box ) after it has been 
created so that it no longer fits on the current page (e.g., it is contained in a 
paragraph too near the bottom of the page). it is bumped to the next page. 
If. then. you edit another box so that it cannot fit on the first page, it is 
bumped. too. However. if the two boxes cannot fit together on the next 
page, the second box is bumped again. A box can be bumped up to 255 
pages. (After that, the graphics boxes will overlup.) 

Character 
Boxes with a character anchor type are treated as a single character, 
regardless of the box size. When the line containing the box is wrapped, the 
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next line starts below the box. Use this anchor type to position images or 
equations in a line of text.

The code for a character box (see Codes below) is placed at the cursor 
position.

The outside border space (see Outside Border Space under Graphics Options in 
Reference) is not used with character type boxes.

Page
If you want the graphics box to stay at a fixed position on a specified page, 
make sure the cursor is at the top of the current page when you create the 
box, select Page (2) as the anchor type, then enter the number of pages you 
want skipped. For example, if you want a page type box to appear on the 
current page, enter 0 as the number of pages to skip. If you want the box to 
appear on page 3 and the cursor is on page 1, enter 2 as the number of pages 
to skip. Make sure the cursor is at the top of page 1, and the graphics box 
will appear on page 3. If you edit the text after creating the box, make sure 
the graphics box code (see Codes below) remains at the top of the page.

Be aware that if your document does not contain as many pages as the 
“pages to skip” number you enter, the box will appear on the page following 
the last page of the document. For example, if your document has only one 
page and you enter 4 as the number of pages to skip, the box will appear on 
page 2.

The code for a page box (see Codes below) is inserted at the cursor position.

next line starts below the box . Use this anchor type to position images or 
equations in a line of text. 
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The code for a character box (see Codes below) is placed at the cursor 
position. 

The outside border space (see Outside Border Space under Graphics Options in 
Reference) is not used with character type boxes. 

Page 
If you want the graphics box to stay at a fixed position on a specified page, 
make sure the cursor is at the top of the current page when you create the 
box, select Page (2) as the anchor type, then enter the number of pages you 
want skipped. For example, if you want a page type box to appear on the 
current page, enter O as the number of pages to skip. If you want the box to 
appear on page 3 and the cursor is on page I, enter 2 as the number of pages 
to skip. Make sure the cursor is at the top of page I, and the graphics box 
will appear on page 3. If you edit the text after creating the box, make sure 
the graphics box code (see Codes below) remains at the top of the page. 

Be aware that if your document does not contain as many pages as the 
"pages to skip" number you enter, the box will appear on the page following 
the last page of the document. For example, if your document has only one 
page and you enter 4 as the number of pages to skip. the box will appear on 
page 2. 

The code for a page box (see Codes below) is inserted at the cursor position. 



Paragraph
If you want the graphics box to stay with its surrounding text, select 
Paragraph (1). The code for a paragraph box (see Codes below) is placed at 
the beginning of the paragraph the cursor is in (after the last hard return or 
hard page code).

If the paragraph is too close to the bottom of the page for the graphics box 
to fit on the page, the box is bumped to the top of the next page or column. 
However, the text of the paragraph containing the box does not move with it.

When the box is bumped, text that normally follows the box is moved in 
front of the box to fill the empty space.

You can use Block Protect (see Block Protect in Reference) to keep the text o f the 
paragraph with the graphics box.

When editing the paragraph, be sure you do not add text in front of the 
graphics box code; the code should be the first thing in the paragraph.

Caption
When you select this option (3), you are placed in a special editing screen where 
you can create a caption for the box with WordPerfect text and codes. The 
current box number is a numbering code that is displayed when you enter this 
screen. This number automatically updates as you create other boxes of the 
same type (all Figure boxes are numbered consecutively, as are all Table boxes, 
Text boxes, etc.).

A  CURRENT BOX NUMBER

A

Bon Caption: Press Exit when done Ln l* Poa 1.5“

You can choose to use the number or you may delete it in the caption editing 
screen with Backspace. Press Graphics (Alt-F9) in this same screen to reinsert 
the number.

Any changes you make to the numbering code in the caption editing screen will override 
the Caption Number Style on the Graphics Options menu (see Caption Number Style 
under Graphics Options in Reference).
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Paragraph 
If you want the graphics box to stay with its surrounding text, select 
Paragraph (I). The code for a paragraph box (see Codes below) is placed at 
the beginning of the paragraph the cursor is in (after the last hard return or 
hard page code) . 

If the paragraph is too close to the bottom of the page for the graphics box 
to fit on the page, the box is bumped to the top of the next page or column. 
However. the text of the paragraph containing the box does not move with it. 

When the box is bumped, text that normally follows the box is moved in 
front of the box to fill the empty space. 

You can use Block Protect (see Block Protect in Reference) to keep the text of the 
paragraph with the graphics box. 

When editing the paragraph, be sure you do not add text in front of the 
graphics box code; the code should be the first thing in the paragraph. 

Caption 
When you select this option (3), you are placed in a special editing screen where 
you can create a caption for the box with WordPerfect text and codes. The 
current box number is a numbering code that is displayed when you enter this 
screen. This number automatically updates as you create other boxes of the 
same type (all Figure boxes are numbered consecutively, as are all Table boxes, 
Text boxes, etc.). 

llo• Caption: Press 11: •it wl'len don~ 

You can choose to use the number or you may delete it in the caption editing 
screen with Backspace. Press Graphics (Alt-F9) in this same screen to reinsert 
the number. 

Any changes you make to the numbering code in the caption editing screen will override 
the Caption Number Style on the Graphics Options menu (see Caption Number Style 
under Graphics Options in Reference). 
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The text for the caption wraps according to the width of the graphics box you 
are defining. You may use as many as 256 bytes in the caption.

If you want to change the position of the caption relative to the box or the 
caption numbering style, use Graphics Options (see Graphics Options in 
Reference).

Important: If you do not select Caption (3) from the box definition menu, a caption will 
not display or print with your graphics box.

If, after you have created a caption, you decide you do not want it to print or 
display, select Caption (3) from the box definition menu and delete all text and 
codes from the caption editing screen.

Press Exit (F7) when you finish creating the caption to return to the box 
definition menu.

Changing a Box Definition
If you have already created a graphics box following the steps above and want to 
edit the box definition, select Edit (2) rather than Create in step 2, then enter the 
number of the box you want to edit. (The number displayed is one higher than 
the box number preceding the cursor position.) The same box definition menu is 
displayed and the options work identically whether you are creating or editing 
the box.

Codes
A code is inserted into your document when you create a graphics box. Its 
placement depends on the anchor type (see Anchor Type above for details). The 
code contains the name of the type of graphics box (Figure, Text box, etc.), plus 
the box number, filename, and caption (e.g., [Figure:! \filename:caption\ where 
caption includes the first part of the text you enter for the caption). To delete 
the box, delete the code.

Contents
This option (2) displays a menu that lets you choose the kind of information you 
want to put in the graphics box. The Contents option you select determines 
which Editor (i.e.. Equation, Graphics, or Text) will be displayed when you 
select Edit (9) from the box definition menu (see Graphics, Edit in Reference).
It also lets you decide whether or not graphics information is kept on disk in a 
separate file or as part of the document.

If you specify a filename before selecting this option (see Filename below), the 
Contents option will display a default depending on the type of file you 
specified. For example, if you retrieve a graphics file, the Contents option will 
default to Graphic.

If there is information inside the box and you select a Contents option that 
differs from the option already displayed, you will be asked if you want to delete 
the current contents of the box. For example, if you retrieve a text file into a 
box, the Contents option will display “Text.” If you then change the Contents
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The text for the caption wraps according to the width of the graphics box you 
are defining. You may use as many as 256 bytes in the caption. 

If you want to change the position of the caption relative to the box or the 
caption numbering style, use Graphics Options (see Graphics Options in 
Reference). 

lmporta11/: I( you do ,wt select Caption ( 3) from the hox definition menu. a caption will 
not display or print irith your graphics box. 

If. after you have created a caption, you decide you do not want it to print or 
display, select Caption (3) from the box definition menu and delete all text and 
codes from the caption editing screen. 

Press Exit (F7) when you finish creating the caption to return to the box 
definition menu. 

Changing a Box Definition 
If you have already created a graphics box following the steps above and want to 
edit the box definition. select Edit ( 2) rather than Create in step 2, then enter the 
number of the box you want to edit. (The number displayed is one higher than 
the box number preceding the cursor position.) The same box definition menu is 
displayed and the options work identically whether you are creating or editing 
the box. 

Codes 
A code is inserted into your document when you create a graphics box. Its 
placement depends on the anchor type (see Anchor Type above for details). The 
code contains the name of the type of grnphics box (Figure, Text box, etc.), plus 
the box number. filename, and caption (e.g., !Figure: I ;file11ame;captio11J where 

caption includes the first part of the text you enter for the caption). To delete 
the box, delete the code. 

Contents 
This option (2) displays a menu that lets you choose the kind of information you 
want to put in the graphics box. The Contents option you select determines 
which Editor (i.e .. Equation, Graphics, or Text) will be displayed when you 
select Edit (9) from the box definition menu (see Graphics. Edit in Reference). 
It also lets you decide whether or not graphics information is kept on disk in a 
separate tile or as part of the document. 

If you specify a filename before selecting this option (see Filename below), the 
Contents option will display a default depending on the type of file you 
specified. For example, if you retrieve a graphics file. the Contents option will 
default to Graphic. 

If there is information inside the box and you select a Contents option that 
differs from the option already displayed. you will be asked if you want to delete 
the current contents of the box. For example, if you retrieve a text file into a 
box. the Contents option will display "Text." If you then change the Contents 



option to Graphic, WordPerfect asks if you want to delete the current contents. 
Type y if you want to replace the text file in the box with a graphic image.
Type n if you want to leave the text in the box.

The Contents menu options are:

Equation
Select this option (4) before creating or editing an equation. Selecting Edit 
(9) will then display the Equation Editor (see Equations in Reference).

Graphic
This option (1) is the Contents default if you have specified a graphics image 
with the Filename option (see Filename below). (If you select this option 
with “Graphic on Disk” already displayed, the graphics image will be 
retrieved from disk into the document.)

If you select this option and then select Edit (9), the image will be displayed 
in the Graphics Editor (if an image has been retrieved into the box and if 
you have a graphics display card installed). If you have not yet retrieved a 
graphics image into the box, the Contents option will display “Empty” and 
selecting Edit will display the Text Editor. See Graphics Editor and Text 
Editor under Graphics. Edit in Reference for details on the Graphics and 
Text Editors.

Graphic on Disk
Select this option (2) to have your graphics information kept in a separate 
file on disk, rather than being saved with the document. This option is the 
only method for placing a graphics box containing a graphics image into a 
style (see Style in Reference). It also lets you reference the graphics image 
multiple times in a document without saving the information in the document 
each time. This conserves space in the document file.

WordPerfect prompts you to save your graphic image to disk whenever you 
change Contents from Graphic to Graphic on Disk. This prevents you from 
losing the image if the file is not already in the Graphics or default directory. 
You can press Cancel to bypass this saving process (if the file already exists 
in one of the directories); however, if the file is not in the right directory, it 
will be lost.

Selecting Edit (9) after selecting this option retrieves the image from disk 
and displays it in the Graphics Editor if you have already specified a 
filename. If you have not yet specified a filename, selecting Edit does 
nothing.

When you want to view the graphics image in the View Document screen 
(Shift-F7,6) (see View Document in Reference) or from the Graphics Editor 
(by selecting Edit from the box definition menu), or when you want to print 
the document, WordPerfect looks for the graphics file first in your graphics 
directory (set using Location of Files in Setup (Shift-Fl,6,6)), then in the 
default directory. It then places the graphics image in a temporary file.
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option to Graphic, WordPerfect asks if you want to delete the current contents. 
Type y if you want to replace the text file in the box with a graphic image. 
Type n if you want to leave the text in the box. 

The Contents menu options are: 

Equation 
Select this option (4) before creating or editing an equation. Selecting Edit 
(9) will then display the Equation Editor (see Equations in Reference). 

Graphic 
This option ( 1) is the Contents default if you have specified a graphics image 
with the Filename option (see Filename below). (If you select this option 
with "Graphic on Disk" already displayed, the graphics image will be 
retrieved from disk into the document.) 

If you select this option and then select Edit (9), the image will be displayed 
in the Graphics Editor (if an image has been retrieved into the box and if 
you have a graphics display card installed). If you have not yet retrieved a 
graphics image into the box. the Contents option will display "Empty" and 
selecting Edit will display the Text Editor. See Graphics Editor and Text 
Editor under Graphics. Edit in Reference for details on the Graphics and 
Text Editors. 

Graphic on Disk 
Select this option (2) to have your graphics information kept in a separate 
file on disk, rather than being saved with the document. This option is the 
only method for placing a graphics box containing a graphics image into a 
style (see Style in Reference). It also lets you reference the graphics image 
multiple times in a document without saving the information in the document 
each time. This conserves space in the document file. 

WordPerfect prompts you to save your graphic image to disk whenever you 
change Contents from Graphic to Graphic on Disk. This prevents you from 
losing the image if the file is not already in the Graphics or default directory. 
You can press Cancel to bypass this saving process (if the file already exists 
in one of the directories); however, if the file is not in the right directory, it 
will be lost. 

Selecting Edit (9) after selecting this option retrieves the image from disk 
and displays it in the Graphics Editor if you have already specified a 
filename. If you have not yet specified a filename, selecting Edit does 
nothing. 

When you want to view the graphics image in the View Document screen 
(Shift-F7,6) (see View Document in Reference) or from the Graphics Editor 
(by selecting Edit from the box definition menu), or when you want to print 
the document, WordPerfect looks for the graphics file first in your graphics 
directory (set using Location of Files in Setup (Shift-Fl.6,6)). then in the 
default directory. It then places the graphics image in a temporary file. 
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When you finish viewing or printing, the image is deleted from the 
temporary file.

If WordPerfect cannot find the graphics file and you are trying to view the 
graphics image in the View Document screen, a blank box is displayed. If 
you are trying to view it in the Graphics Editor, an error message appears 
stating that the graphics file cannot be found. Copy the file into your 
graphics or default directory, then select Edit (9) from the box definition 
menu to display the image.

If you are trying to print the graphics image and WordPerfect cannot find the 
file, an error message stating that the graphics file cannot be found appears 
in the Printer Control screen (Shift-F7,4). Type c to cancel the print job or 
you can copy the file into your graphics or default directory, then type g 
from the Printer Control screen to continue printing.

If you type g to continue without copying the graphics file into your graphics 
or default directory, a blank box is printed.

I f  you save your document to a floppy disk and print it from another computer, you 
will have to copy the graphics file into that computer's graphics or default directory 
before printing.

Text
This option (3) identifies the contents of a graphics box as text. Selecting 
Edit (9) will display the Text Editor where you can type or enter text and/or 
WordPerfect codes (see Text Editor under Graphics, Edit in Reference for 
details on the Text Editor).

Edit
This option (9) lets you rotate, scale, and move a graphics image in the box (see 
Graphics, Edit in Reference) if a filename has been specified and the Contents 
option is set to Graphic or Graphic on Disk. If the Contents option is set to Text 
or Empty, this option displays the Text Editor where you can type or edit text in 
the box. If the Contents option is set to Equation, this option displays the 
Equation Editor (see Equations in Reference).

Filename
Select this option (1) to specify a file you want put into a graphics box. If you 
want to retrieve text into the box, specify the name of a WordPerfect document. 
If you want to retrieve a graphics image, enter the name of a file created in one 
of the many graphics formats that WordPerfect supports (for a list of supported 
graphics formats and programs producing those formats, see Graphics, Formats 
and Programs in Reference). If you want to retrieve an equation, select 
Equation (4) from the Contents menu (see Contents above), then specify the 
filename of an equation you have previously saved in the Equation Editor. (If 
you do not select Equation before specifying a filename, WordPerfect will 
interpret the file as text.)
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Edit 

When you finish viewing or printing, the image is deleted from the 
temporary file . 

If WordPerfect cannot find the graphics file and you are trying to view the 
graphics image in the View Document screen, a blank box is displayed. If 
you are trying to view it in the Graphics Editor, an error message appears 
stating that the graphics file cannot be found. Copy the file into your 
graphics or default directory, then select Edit (9) from the box definition 
menu to display the image. 

If you are trying to print the graphics image and WordPerfect cannot find the 
file, an error message stating that the graphics file cannot be found appears 
in the Printer Control screen (Shift-F7,4) . Type c to cancel the print job or 
you can copy the file into your graphics or default directory, then type g 
from the Printer Control screen to continue printing. 

If you type g to continue without copying the graphics file into your graphics 
or default directory, a blank box is printed. 

If you save your document to a floppy disk a11d print it from another computer, you 
will have to copy the graphics file into that computer's graphics or default directory 
before printing. 

Text 
This option (3) identifies the contents of a graphics box as text. Selecting 
Edit (9) will display the Text Editor where you can type or enter text and/or 
WordPerfect codes (see Text Editor under Graphics. Edit in Reference for 
details on the Text Editor). 

This option (9) lets you rotate, scale, and move a graphics image in the box (see 
Graphics, Edit in Reference) if a filename has been specified and the Contents 
option is set to Graphic or Graphic on Disk. If the Contents option is set to Text 
or Empty, this option displays the Text Editor where you can type or edit text in 
the box. If the Contents option is set to Equation, this option displays the 
Equation Editor (see Equations in Reference). 

Filename 
Select this option ( I) to specify a file you want put into a graphics box. If you 
want to retrieve text into the box, specify the name of a WordPerfect document. 
If you want to retrieve a graphics image, enter the name of a file created in one 
of the many graphics formats that WordPerfect supports (for a list of supported 
graphics formats and programs producing those formats, see Graphics, Formats 
and Programs in Reference). If you want to retrieve an equation, select 
Equation (4) from the Contents menu (see Contents above), then specify the 
filename of an equation you have previously saved in the Equation Editor. (If 
you do not select Equation before specifying a filename, WordPerfect will 
interpret the file as text.) 



You can press List (F5) at the “Enter Filename" prompt and retrieve a file from the List 
Files screen if you want. Your graphics directory is displayed as the default when you 
press List (see List Files in Reference). You can also press Shell (Ctrl-Fl) at the “Enter 
Filename” prompt (if you are running WordPerfect under the WordPerfect Shell), then 
type y to retrieve the contents of the Clipboard into a graphics box (see Shell Clipboard 
under Go to Shell in Reference).

After you specify a filename, WordPerfect determines the format of the file and 
retrieves the image or text into the box. If the file was not created in a 
WordPerfect supported format, an error message is displayed. For a list of 
supported graphics formats and programs producing those formats, see Graphics, 
Formats and Programs in Reference.

If you want to leave the box empty, do not enter a filename for the box. If you 
want to delete the contents of a box without deleting the box itself, select 
Filename (1), press Delete to End of Line (Ctrl-End), press Enter, then type y. 
The Contents option on the menu is changed to “Empty.” (If the Contents 
option says “Graphic on Disk” before you delete the filename, it will stay 
"Graphic on Disk.”)

Horizontal Position
This option (6) is tailored to the choice you made for the Anchor Type option 
(see Anchor Type above). These choices and their effects on this option are 
described below.

Character
If you selected Character (3) as the anchor type, you cannot enter a 
horizontal position. The box is positioned after the character to its left.

Page
If you selected Page (2) as the anchor type, you have three options to choose 
from: Margins, Columns, or Set Position.

Selecting Margins (1) displays a menu that lets you align the box with the 
Left (1) or Right (2) margin, Center (3) it between the margins, or expand 
the box to the Full (4) horizontal width between the left and right margins. 
This last option also aligns the box with the left and right margins.

Columns (2) lets you enter a column number(s), then align the box with the 
Left (1) or Right (2) edge of, or Center (3) it between, one or more columns.
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You can press List ( F5) at the .. Enter Filename" prompt and retrieve a file from the list 
Files screen if you want. Your graphics directory is displayed as the default when you 
press List (see List Files in Reference). You can also press Shell (Ctrl-Fl) a1 the "Enter 
Filename" prompt ( if you are running WordPerfect under the WordPerfect Shell). I hen 
type y to retrieve the contents of 1he Clipboard intu a graphics box (see Shell Clipboard 
under Go to Shell in Reference). 

After you specify a filename, WordPerfect determines the format of the file and 
retrieves the image or text into the box. If the file was not created in a 
WordPerfect supported format, an error message is displayed. For a list of 
supported graphics formats and programs producing those formats, see Graphics, 
Formats and Programs in Reference. 

If you want to leave the box empty, do not enter a filename for the box. If you 
want to delete the contents of a box without deleting the box itself. select 
Filename (I). press Delete to End of Line (Ctrl-End), press Enter. then type y. 
The Contents option on the menu is changed to "Empty." (If the Contents 
option says "Graphic on Disk" before you delete the filename, it will stay 
"Graphic on Disk.") 

Horizontal Position 
This option (6) is tailored to the choice you made for the Anchor Type option 
(see Anchor Type above). These choices and their effects on this option are 
described below. 

Character 
If you selected Character (3) as the anchor type, you cannot enter a 
horizontal position. The box is positioned after the character to its left. 

Page 
If you selected Page (2) as the anchor type, you h<1ve three options to choose 
from: Margins, Columns, or Set Position. 

Selecting Margins ( 1) displays a menu that lets you align the box with the 
Left (1) or Right (2) margin, Center (3) it between the margins, or expand 
the box to the Full ( 4) horizontal width between the left and right margins. 
This last option also aligns the box with the left and right margins. 

Columns (2) lets you enter a column number(s), then align the box with the 
Left (l) or Right (2) edge of, or Center (3) it between. one or more columns. 

GRAPHICS, DEFINE A BOX 241 



If you enter a range of columns (e.g., 2-3), the box is left aligned, right 
aligned, etc., over that range of columns.

You can also select Full (4) to expand the box to align with the specified 
column margins. If no columns are defined when you select this option, the 
box is aligned with the margins.

Set Position (3) lets you enter an absolute measurement from the left edge of 
the form to position  the b o x  horizontally . This positions the outside border 
space at that measurement.

Paragraph
If you selected Paragraph (1) as the anchor type, you can have the box 
aligned with the Left (1) or Right (2) edge of, or Center (3) it in the area 
where the text currently wraps. You can also select Full (4) to have the box 
fill this area from left to right. A box with a paragraph anchor type honors 
any indents, columns, or other graphics boxes in effect and can be positioned 
only within the area where the text currently wraps.

Size
There are four Size options you can choose from when defining a graphics box. 
Three of these options include complete or partial automatic sizing by 
WordPerfect. When you select option 1, 2, or 4, the automatic part of these 
options is displayed in parentheses next to the Size option. For example, if you 
select Set Height/ Auto Width (2), the word “wide” appears in parentheses 
following the measurement because WordPerfect determined the width.

The default width for all graphics boxes (except Equation boxes) is equal to one 
half of the available space between the left and right margins. For example, if 
you have 1" margins on an 8.5" x 11" form, there are 6.5" of available space.
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Size 

If you enter a range of columns (e.g., 2-3). the box is left aligned. right 
aligned. etc .. over that range of columns. 
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You can also select Full (4) to expand the box to align with the specified 
column margins. If no columns are defined when you select this option, the 
box is aligned with the margins. 

Set Position (3) lets you enter an absolute measurement from the left edge of 
the form to position the box horizontally. This positions the outside border 
space at that measurement. 

Paragraph 
If you selected Paragraph (I) as the anchor type, you can have the box 
aligned with the Left ( 1) or Right (2) edge of, or Center (3) it in the area 
where the text currently wraps. You can also select Full (4) to have the box 
fill this area from left to right. A box with a paragraph anchor type honors 
any indents, columns, or other graphics boxes in effect and can be positioned 
only within the area where the text currently wraps. 

There are four Size options you can choose from when defining a graphics box. 
Three of these options include complete or partial automatic sizing by 
WordPerfect. When you select option I, 2, or 4, the automatic part of these 
options is displayed in parentheses next to the Size option. For example. if you 
select Set Height/ Auto Width (2), the word "wide" appears in parentheses 
following the measurement because WordPerfect determined the width. 

The default width for all graphics boxes (except Equation boxes) is equal to one 
half of the available space between the left and right margins. For example, if 
you have I" margins on an 8.5" x 11" form. there are 6.5" of available space. 



The default width for a graphics box is then 3.25". Equation boxes default to fill 
the space between the margins (6.5" in this example).

The Size options are:

Auto Both
Select this option (4) with a graphics image or equation to restore the 
dimensions the image or equation had when it was originally created (rather 
than when the graphics box was created). WordPerfect automatically 
calculates both the height and width, preserving the original shape of the 
graphics image or equation.

When you retrieve a scanned image into a graphics box, WordPerfect scales the 
image to fit in the box. The Auto Both option can help restore the original 
dimensions and resolution o f the scanned image.

If you select this option for a Text box and there is only one line of text, the 
box fits just around the words. If there is more than one line of text, the 
height fits the text and the width returns to the default.

Set Both
Select this option (3) if you want a particular height and  width, then enter 
the measurements.

Be aware that because you are manually changing the dimensions, a graphics 
image may appear and print distorted.

Set Height/Auto Width
Select this option (2) if you want the box to be a particular height, but want 
WordPerfect to calculate the width automatically, preserving the original 
shape of the graphics image.
For text and equations, the automatic width is determined by the last width 
measurement entered, and the text or equation will not reformat in the box.

Set Width/Auto Height
Select this option (1) if you want the box to be a particular width, but want 
WordPerfect to calculate the height of the box automatically so that the 
original shape of the graphics image is preserved.

With this option, text will reformat to the width you enter and adjust the 
height accordingly. Equations will be centered horizontally and the height 
will adjust as needed. You can change this default setting for equations 
using Equations Options (see Equations in Reference).

When WordPerfect must reduce the desired height/width settings for a box to 
fit within the margins on the page, it remembers the original settings and will 
readjust should space become available after editing.

Vertical Position
This option (5) is dependent on the choice you made for the Anchor Type option 
(see Anchor Type above). These choices and their effects on this option are 
described below.
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The default width for a graphics box is then 3.25". Equation boxes default to fill 
the space between the margins (6.5" in this example ). 

The Size options are: 

Auto Both 
Select this option ( 4) with a graphics image or equation to restore the 
dimensions the image or equation had when it was originally created (rather 
than when the graphics box was created). WordPerfect automatically 
calculates both the height and width. preserving the original shape of the 
graphics image or equation. 

When you retriel'e a scanned imaxe imo a graphics box, WordPerfect scales the 
image to fit in the box. The Auto Both option can help restore the original 
dimensions and resolution of the scanned image. 

If you select this option for a Text box and there is only one line of text, the 
box fits just around the words. If there is more than one line of text, the 
height fits the text and the width returns to the default. 

Set Both 
Select this option (3 ) if you want a particular height and width, then enter 
the measurements. 

Be aware that because you are manually changing the dimensions, a graphics 
image may appear and print distorted. 

Set Height/Auto Width 
Select this option (2) if you want the box to be a particular height, but want 
WordPerfect to calculate the width automatically, preserving the original 
shape of the graphics image. 

For text and equations. the automutil: width is determined by the last width 
measurement entered. and the text or equation will not reformat in the box. 

Set Width/Auto Height 
Select this option (I) if you want the box to be a particular width. but want 
WordPerfect to calculate the height of the box automatically so that the 
original shape of the graphics image is preserved. 

With this option. text will reformat to the width you enter and adjust the 
height accordingly. Equations will be centered horizontally and the height 
will adjust as needed. You can change this default setting for equations 
using Equations Options (see Equations in Reference). 

When WordPerfect must reduce the desired height/width settings for a box to 
fit within the margins on the page, it remembers the original settings and will 
readjust should space become available after editing. 

Vertical Position 
This option (5) is dependent on the choice you made for the Anchor Type option 
(see Anchor Type above). These choices and their effects on this option are 
described below. 
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C h a r a c t e r
If you selected Character (3) as the anchor type, a menu is displayed that lets 
you position the box so that the Top (1), Center (2) or Bottom (3) of the box 
is aligned with the baseline of the line of text containing the box. You can 
also select Baseline (4).

If you select Baseline for a box containing an equation, the baseline of the 
equation is aligned with the baseline of the line of text containing the box.
If the box contains text, the baseline of the last line of text inside the box is 
aligned with the baseline of the line of text containing the box.

If you want to align the bottom of a graphics image box with the baseline of 
the line of text containing the box, select Bottom (3).

Page
If you selected Page (2) as the anchor type then entered the number of pages 
to skip, a menu is displayed that lets you align the box with the Top (2)
(even with the first line of text—below any headers, page numbers, etc.) or 
Bottom (4) (above any footers, page numbers, footnotes, etc.) of the page. 
You can also Center (3) the box on the page or select Set Position (5), then 
enter an offset measurement from the top edge of the form.

If you select Full Page (1), the graphics box fills the page area within the top 
and bottom margins. (A graphics image will maintain the proper 
dimensions.)

Paragraph
If you selected Paragraph (1) as the anchor type, enter an offset measurement 
from the top of the paragraph your cursor is on. For example, enter 0 to 
align the top of the box with the top of the first line of the paragraph.

I f you enter anything other than 0 for this option, the outside border space (rather 
than the top edge o f the box) is placed at that vertical position.

After creating the graphics box, the default shown for the Vertical Position 
option is the distance the cursor is from the top of the current paragraph.
The offset you enter changes the setting unless the paragraph is so close to 
the bottom of the page that the box does not fit on the page. In this case, 
the box is moved up in the paragraph to try to keep the box within the 
paragraph. If there is still not enough room on the page, the box is bumped 
to the next page.

You control how far the box can move up in the paragraph before being 
bumped to the next page with the Minimum Offset from Paragraph option on 
the Graphics Options menu (see Graphics Options in Reference).

Consider the following example of how this feature works: Set the 
Minimum Offset option on the Graphics Options menu to .5" and the 
Vertical Position option on a paragraph type box to 1". The paragraph 
containing the box is moved down the page (e.g., text is inserted before it); 
when the bottom of the box reaches the bottom margin of the page, the box 
starts moving up in the paragraph. If there is still not enough room when the

Character 
If you selected Character (3) as the anchor type, a menu is displayed that lets 
you position the box so that the Top ( 1 ), Center (2) or Bottom (3) of the box 
is aligned with the baseline of the line of text containing the box. You can 
also select Baseline ( 4 ). 

If you select Baseline for a box containing an equation, the baseline of the 
equation is aligned with the baseline of the line of text containing the box. 
If the box contains text, the baseline of the last line of text inside the box is 
aligned with the baseline of the line of text containing the box. 

If you want to align the bottom of a graphics image box with the baseline of 
the line of text containing the box, select Bottom (3) . 

Page 
If you selected Page (2) as the anchor type then entered the number of pages 
to skip, a menu is displayed that lets you align the box with the Top (2) 
(even with the first line of text-below any headers, page numbers, etc.) or 
Bottom (4) (above any footers, page numbers, footnotes, etc.) of the page. 
You can also Center (3) the box on the page or select Set Position (5), then 
enter an offset measurement from the top edge of the form. 

If you select Full Page ( 1 ), the graphics box fills the page area within the top 
and bottom margins. (A graphics image will maintain the proper 
dimensions.) 

Paragraph 
If you selected Paragraph ( I ) as the anchor type, enter an offset measurement 
from the top of the paragraph your cursor is on. For example, enter O to 
align the top of the box with the top of the first line of the paragraph. 

If you enter anything other than O for this option, the outside border space (rather 
than the top edge of the box) is placed at that vertical position. 

After creating the graphics box, the default shown for the Vertical Position 
option is the distance the cursor is from the top of the current paragraph. 
The offset you enter changes the setting unless the paragraph is so close to 
the bottom of the page that the box does not fit on the page. In this case, 
the box is moved up in the paragraph to try to keep the box within the 
paragraph. If there is still not enough room on the page, the box is bumped 
to the next page. 

You control how far the box can move up in the paragraph before being 
bumped to the next page with the Minimum Offset from Paragraph option on 
the Graphics Options menu (see Graphics Options in Reference) . 

Consider the following example of how this feature works: Set the 
Minimum Offset option on the Graphics Options menu to .5" and the 
Vertical Position option on a paragraph type box to I". The paragraph 
containing the box is moved down the page (e.g., text is inserted before it); 
when the bottom of the box reaches the bottom margin of the page, the box 
starts moving up in the paragraph. If there is still not enough room when the 



top of the box reaches the .5" mark in the paragraph, it is bumped to the 
next page.

Wrap Text Around Box
If you want WordPerfect to ignore the box and continue printing text from 
margin to margin, type n for this option. Setting this option (8) to No is a 
method you can use (in conjunction with the Advance feature) to superimpose 
one graphics box on top of another or to print text on top of a graphics image, as 
shown in the illustration below (see Advance in Reference).

N

HELP!

When this option is set to N o , the b o x  outline is not shown in the normal editing 
screen. To view the box  on the page, you must use View Document (Shift-F7,6) 
(see View Document in Reference).

If you set this option to No for a box with a Paragraph anchor type, the figure 
cannot be bumped to the following page. If there is not enough room for the 
figure to fit entirely on the current page, only the amount of the figure that fits 
on the page is printed.

WordPerfect can wrap text around a maximum of 100 boxes on any one page. 
More boxes can be created, but this option must be set to No.

100 boxes may not be possible in all cases; your computer must have sufficient memory. 

See Also: Graphics, Create; Graphics, Edit; Graphics Options
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top of the box reache~ the .5" mark in the paragraph, it is bumped to the 
next page. 

Wrap Text Around Box 
If you want WordPerfect to ignore the box and continue printing text from 
margin to margin, type n for this option. Setting this option (8) to No is a 
method you can use (in conjunction with the Advance feature) to superimpose 
one graphics box on top of another or to print text on top of a graphics image, as 
shown in the illustration below (see Advance in Reference ). 

HELP! 

When this option is set to No, the box outline is not shown in the normal editing 
screen. To view the box on the page. you must use View Document (Shift-F7,6) 
(see View Document in Reference). 

If you set this option to No for a box with a Paragraph anchor type, the figure 
cannot be bumped to the following page. If there is not enough room for the 
figure to fit entirely on the current page, only the amount of the figure that fits 
on the page is printed. 

WordPerfect can wrap text around a maximum of I 00 boxes on any one page. 
More boxes can be created, but this option must be set to No. 

JOO boxes ma_y not be possible in all cases: your computer must have sufficient memory. 

See Also: Graphics, Create; Graphics, Edit; Graphics Options 
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Graphics, Edit

Notes

As you are creating a graphics box (or after you have created one) in your 
document, you may need to edit the way the graphics image is displayed. The 
Graphics feature in WordPerfect provides an option for doing this.

Remember as you are editing graphics that regardless of the type of box you are 
editing, you can change the contents of the box to a different type (e.g., you can 
retrieve a graphics figure into a Text box or an equation into a Figure box).

1 Press Graphics (Alt-F9), then select the type of box you want to edit.

i_3 Select a box type (Figure, Table Box, Text Box, User Box, or Equation) from the 
Graphics menu.

2 Select Create (1). 

or

Select Edit (2), then enter the number of the box you want to edit.

The screen displayed is the box definition menu, and it lets you define the 
graphics box (see Graphics, Define a Box in Reference for details on this menu).

3 Select Edit (9) from the box definition menu.

Three different screens can appear depending on the type of information you are 
editing: the Equation Editor, Graphics Editor, or Text Editor (see the different 
editors listed under Notes below).

4 Select an option (e.g.. Scale, Rotate) or press a feature whose name is 
displayed at the bottom of the editing screen (e.g., Graphics, Switch, Setup), 
then enter any necessary information (see the information for each editor 
under Notes below).

5 Press Exit (F7) twice to return to the document.

Equation Editor
If you are creating or editing an equation (i.e., the Contents option on the box 
definition menu is set to Equation), selecting Edit (9) from the box definition 
menu displays the Equation Editor. This screen lets you create and edit 
scientific and mathematical equations (see Equations in Reference).
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As you are creating a graphics box (or after you have created one) in your 
document, you may need to edit the way the graphics image is displayed. The 
Graphics feature in WordPerfect provides an option for doing this . 

Remember as you are editing graphics that regardless of the type of box you are 
editing, you can change the contents of the box to a different type (e.g ., you can 
retrieve a graphics figure into a Text box or an equation into a Figure box). 

l Press Graphics (Alt-F9), then select the type of box you want to edit. 

Lal Select a box type (Figure. Table Box, Text Box, User Box, or Equation ) f rom the 
Graphics menu. 

2 Select Create ( l ). 

or 

Select Edit (2), then enter the number of the box you want to edit. 

The screen displayed is the box definition menu, and it lets you define the 
graphics box (see Graphics, Define a Box in Reference for details on this menu). 

3 Select Edit (9) from the box definition menu. 

Three different screens can appear depending on the type of information you are 
editing: the Equation Editor, Graphics Ediwr, or Text Editor (see the different 
editors listed under Notes below). 

4 Select an option (e.g .. Scale, Rotate) or press a feature whose name is 
displayed at the bottom of the editing screen (e.g ., Graphics. Switch, Setup), 
then enter any necessary information (see the information for each editor 
under Notes below) . 

5 Press Exit (F7) twice to return to the document. 

Equation Editor 
If you are creating or editing an equation (i.e., the Contents option on the box 
definition menu is set to Equation), selecting Edit (9) from the box definition 
menu displays the Equation Editor. This screen lets you create and edit 
scientific and mathematical equations (see Equations in Reference). 



Graphics Editor
If you are editing a graphics image (i.e., the Contents option on the box 
definition menu is set to Graphic or Graphic on Disk and a filename has been 
specified), select Edit (9) to display the Graphics Editor.

Black & White
Select this option, then type y to display/print a color image with black and 
white instead of a shading or fill pattern.

DrawPerfect
This option enables you to go directly into DrawPerfect to edit a graphics 
image. It is explained in detail in the Shell documentation included with 
DrawPerfect.
G o  T o

Press Go To (Ctrl-Home) to redisplay the image with the default settings. 

Insert (% Change)
Press Insert (Ins) to change the percentage amount displayed in the lower 
right corner of the screen to 1,5, 10, or 25 percent. This percentage amount 
determines the extent to which the arrow keys, Page Up/Down, and Screen 
Up/Down affect the image for moving, scaling, and rotating.

Invert On/Off
If this option says “Invert On,” select it for a bitmap image to display the 
complementary color of each dot in the image (black becomes white and vice 
versa). Select it again to return to the original display.

With figures that are line drawings (vector-type graphics), select this option 
to switch just the background color. If the background color is white, it 
becomes black. You need to realize, however, that if you switch the 
background color to black and the print color is black, nothing will print 
when you print the graphic. WordPerfect will not try to print color values 
that match the background color.
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Graphics Editor 
If you are editing a graphics image (i .e., the Contents option on the box 
definition menu is set to Graphic or Graphic on Disk and a filename has been 
specified), select Edit (9) to display the Graphics Editor. 

Black & White 
Select this option. then type y to display/print a color image with black and 
white instead of a shading or fill pattern. 

DrawPerfect 
This option enables you to go directly into DrawPerfect to edit a graphics 
image. It is explained in detail in the Shell documentation included with 
Draw Perfect. 

Go To 
Press Go To (Ctrl-Home) to redisplay the image with the default settings. 

Insert(% Change) 
Press Insert (Ins) to change the percentage amount displayed in the lower 
right corner of the screen to I, 5, 10, or 25 percent. This percentage amount 
determines the extent to which the arrow keys, Page Up/Down, and Screen 
Up/Down affect the image for moving, scaling, and rotating. 

Invert On/Off 
If this option says "Invert On," select it for a bitmap image to display the 
complementary color of each dot in the image (black becomes white and vice 
versa). Select it again to return to the original display. 

With figures that are line drawings (vector-type graphics), select this option 
to switch just the background color. If the background color is white, it 
becomes black. You need to realize, however, that if you switch the 
background color to black and the print color is black. nothing will print 
when you print the graphic. WordPerfect will not try to print color values 
that match the background color. 
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Graphics from scan and paint programs are usually considered bitmapped, while 
graphics from CAD and draw programs are usually considered vector-type graphics 
(see Graphics, Formats and Programs in Reference).

You will not see the Invert effect on color monitors, but the image will print 
inverted.

Move
The Move option (and the arrow keys) lets you move the image horizontally 
and vertically in the box. You can move the image the percentage displayed 
in the lower right comer of the screen by pressing the arrow keys. You can 
move the image a specific amount by selecting Move (1), then entering the 
horizontal and vertical measurements in positive or negative numbers.

Entering positive numbers for horizontal and vertical moves the image up 
and to the right; a positive horizontal and negative vertical moves it down 
and to the right; negative numbers for both moves it down and to the left; 
and a negative horizontal and positive vertical moves it up and to the left.

When you enter horizontal and vertical measurements, the numbers you enter 
move the image from the starting point, not from any measurements you 
have previously entered. For example, if you enter .5 for both the horizontal 
and vertical measurements, the image moves up and to the right. If you 
decide you want the image moved half again as far up and to the right, you 
would not enter .25, you would need to enter .75.

I f  you move the image in the screen, then want to move it back to the original 
position, press Go To (Ctrl-Home). This will also reset any other changes you have
m ade.

Rotate
The Rotate option (and the Screen Up (-) and Screen Down (+) keys) lets 
you rotate the image. You can rotate the image the percentage displayed in 
the lower right corner of the screen by pressing Screen Up (-) or Screen 
Down (+). You can rotate the image a specific amount by selecting Rotate
(3), then entering the number of degrees.

To understand how Rotate works, think of the image as having a tack stuck 
in the middle of it. As you rotate the image using the Rotate option, it 
moves counterclockwise, pivoting around the tack. (Pressing Screen Up 
rotates it counterclockwise, while Screen Down rotates it clockwise.)

When you enter the number of degrees, the image is rotated from the starting 
point, not from any rotation amount you have previously entered. For 
example, if you enter 180 to move the image halfway around in the box, you 
cannot enter 180 again to return it to its previous position. You would need 
to enter 360 (or 0) to return the image to the starting point.

If you select Rotate, you are asked if you want a mirrored image. A 
mirrored image changes the dots in the image so they display from right to 
left instead of left to right. For example, if the box contained a profile of a 
person facing right, the mirror image would show the profile facing left.
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Graphics from scan and paint programs are usually considered bitmapped, while 
graphics from CAD and draw programs are usually considered vector-type graphics 
(see Graphics, Fonnats and Programs in Reference). 

You will not see the Invert effect on color monitors. but the image will print 
inverted. 

Move 
The Move option (and the arrow keys) lets you move the image horizontally 
and vertically in the box. You can move the image the percentage displayed 
in the lower right comer of the screen by pressing the arrow keys. You can 
move the image a specific amount by selecting Move ( 1 ), then entering the 
horizontal and vertical measurements in positive or negative numbers. 

Entering positive numbers for horizontal and vertical moves the image up 
and to the right: a positive horizontal and negative vertical moves it down 
and to the right; negative numbers for both moves it down and to the left; 
and a negative horizontal and positive vertical moves it up and to the left. 

When you enter horizontal and vertical measurements, the numbers you enter 
move the image from the starting point, not from any measurements you 
have previously entered. For example, if you enter .5 for both the horizontal 
and vertical measurements, the image moves up and to the right. If you 
decide you want the image moved half again as far up and to the right, you 
would not enter .25, you would need to enter .75. 

If _vou move the image in the screen, then want to move it back to the original 
position. press Go To (Ctrl-Home). This will also reset any other changes you have 
n1ade. 

Rotate 
The Rotate option (and the Screen Up(-) and Screen Down (+) keys) lets 
you rotate the image. You can rotate the image the percentage displayed in 
the lower right corner of the screen by pressing Screen Up (-) or Screen 
Down(+). You can rotate the image a specific amount by selecting Rotate 
(3 ), then entering the number of degrees. 

To understand how Rotate works, think of the image as having a tack stuck 
in the middle of it. As you rotate the image using the Rotate option, it 
moves counterclockwise, pivoting around the tack. (Pressing Screen Up 
rotates it counterclockwise, while Screen Down rotates it clockwise.) 

When you enter the number of degrees, the image is rotated from the starting 
point. not from any rotation amount you have previously entered. For 
example, if you enter 180 to move the image halfway around in the box, you 
cannot enter 180 again to return it to its previous position. You would need 
to enter 360 (or OJ to return the image to the starting point. 

If you select Rotate, you are asked if you want a mirrored image. A 
mirrored image changes the dots in the image so they display from right to 
left instead of left to right. For example, if the box contained a profile of a 
person facing right. the mirror image would show the profile facing left. 



I f you rotate or mirror the image in the screen, then want to return it to the original 
position, press Go To (Ctrl-Home). This will also reset any other changes you have 
made.

Save
Once a graphics image is displayed inside the Graphics Editor, it can be 
saved in WordPerfect graphics format by pressing Save (F10) and entering a 
filename. If you have specified a graphics directory using Location of Files 
on Setup (Shift-F 1,6,6), the filename displayed includes your graphics 
directory in the path. A .WPG extension is added unless you specify a 
different extension.

When you enter a filename, just the data inside the image is saved, not any 
editing changes you have made. So if you retrieve the saved file as a 
graphics image in another box, any editing changes you made before saving 
will not be displayed.

Scale
The Scale option (and the Page Up (PgUp) and Page Down (PgDn) keys) 
lets you expand or contract the image in a horizontal and vertical direction. 
You can scale the image the percentage displayed in the lower right corner 
of the screen by pressing Page Up (PgUp) and Page Down (PgDn). You 
can scale the image a specific amount by selecting Scale (2), then entering 
the horizontal (x) and vertical (y) percentages.

For example, if you select Scale, then enter 80 for the x value and 80 for the 
y value, the image will be 80% of the original size. If, however, you enter 
80 for x and 110 for y, the image will be 80% as wide, but 110% as tall as 
the original size. (Page Up and Page Down automatically scale x and y the 
same amount.)
W h en  you  enter x and y percentages, the image is scaled from the starting 
point, not from any x and y amounts you have previously entered.

I f  you scale the image larger or smaller, then want to return it to the original size, 
press Go To (Ctrl-Home). This w ill also reset any other changes you have made.

Shell
If you are running WordPerfect under the WordPerfect Shell, you can press 
Shell (Ctrl-Fl) while in the Graphics Editor to Go to Shell (1), Save (2) the 
graphics image to the Clipboard, or Retrieve (3) the contents of the 
Clipboard into the Graphics Editor.

This feature will let you more fully integrate WordPerfect with other 
programs you are running under the Shell. For example, you can save a 
graphics image to the Clipboard, go to Shell and start another program (such 
as DrawPerfect), then retrieve the contents of the Clipboard into that 
program. Once there, you can make changes to the image, then repeat the 
process to come back to WordPerfect and Retrieve (3) the contents of the 
Clipboard into the Graphics Editor (see Shell Clipboard under Go to Shell in 
Reference).
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If you rotate or mirror the image in the screen, then want to return it to the original 
position , press Go To (Ctrl-Hnme ). This will also reset any other changes you have 
made. 

Save 
Once a graphics image is displayed inside the Graphics Editor, it can be 
saved in WordPerfect graphics format by pressing Save (FIO) and entering a 
filename . If you have specified a graphics directory using Location of Files 
on Setup (Shift-FI,6,6), the filename displayed includes your graphics 
directory in the path. A .WPG extension is added unless you specify a 
different extension. 

When you enter a filename, just the data inside the image is saved, not any 
editing changes you have made . So if you retrieve the saved file as a 
graphics image in another box. any editing changes you made before saving 
will not be displayed. 

Scale 
The Scale option (and the Page Up (PgUp) and Page Down (PgDn) keys) 
lets you expand or contract the image in a horizontal and vertical direction . 
You can scale the image the percentage displayed in the lower right corner 
of the screen by pressing Page Up (PgUp) and Page Down (PgDn). You 
can scale the image a specific amount by selecting Scale (2), then entering 
the horizontal (x) and vertical (y) percentages. 

For example, if you select Scale, then enter 80 for the x value and 80 for the 
y value, the image will be 80% of the original size. If, however, you enter 
80 for x and I 10 for y, the image will be 80% as wide, but 110% as tall as 
the original size. (Page Up and Page Down automatically scale x and y the 
same amount.) 

When you cm<::r x and y percentages, the image is scaled from the starting 
point, not from any x and y amounts you have previously entered. 

If you scale the image larger or smaller. then want to return it to the original size, 
press Go To (Ctrl-Home) . This will also reset any other changes you have made. 

Shell 
If you are running WordPerfect under the WordPerfect Shell, you can press 
Shell (Ctrl-Fl) while in the Graphics Editor to Go to Shell (I), Save (2) the 
graphics image to the Clipboard, or Retrieve (3) the contents of the 
Clipboard into the Graphics Editor. 

This feature will let you more fully integrate WordPerfect with other 
programs you are running under the Shell. For example, you can save a 
graphics image to the Clipboard, go to Shell and start another program (such 
as DrawPerfect), then retrieve the contents of the Clipboard into that 
program. Once there, you can make changes to the image, then repeat the 
process to come back to WordPerfect and Retrieve (3) the contents of the 
Clipboard into the Graphics Editor (see Shell Clipboard under Go to Shell in 
Reference). 
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Switch
Pressing Switch (Shift-F3) in the Graphics Editor does the same thing as 
selecting Invert On/Off (4) (see Invert On/Off above).

Text Editor
If you are creating or editing text inside a box (i.e., the Contents option on the 
box definition menu is set to Text or Empty), selecting Edit (9) displays a blank 
Text Editor (if you have not yet entered a filename for the graphics box) or the 
Text Editor with text in it (if you are editing existing text). You can enter the 
text and/or WordPerfect codes you want placed inside the box. Press Exit (F7) 
to exit the Text Editor or press Graphics (Alt-F9), then select the option with 
the number of degrees you want to rotate the text in the box (text is rotated 
counterclockwise). To print rotated text in a box, your printer must be able to 
rotate fonts (see Printing, Landscape in Reference).

If you retrieve a document that is longer than one page, you will get an error 
message saying that the file contains too much text when you try to exit the Text 
Editor. At this point, you must delete text or use Block (Alt-F4) and Move 
(Ctrl-F4) to move text until the remaining text fits on the page (see Move, Block 
in Reference).

WordPerfect Features in the Text Editor
Once inside the Text Editor, you can use several WordPerfect features. You 
can define columns in the box (see Columns, Newspaper and Columns, 
Parallel in Reference), use Text In/Out (Ctrl-F5) to import and export files 
(including spreadsheets) to and from the box (see Text In/Out in Reference), 
enter Merge commands into a box (see Inserting Commands under Merge in 
Reference), and create W ordPerfect Tables in  a box (see Table. Create in 
Reference).

You can also use Retrieve (Shift-FlO) to retrieve a WordPerfect document or 
DOS text file into a box, or use List (F5) to display the files in a directory. 
Press Shell (Ctrl-Fl) (if you are running WordPerfect under the WordPerfect 
Shell) to Go to Shell (1), or Save to (2), Append to (3), or Retrieve from (4) 
the Clipboard. You can also enter a DOS Command (5) from the Text 
Editor (see Go to Shell in Reference).

See Also: Graphics, Create; Graphics, Define a Box; Graphics Options

Switch 
Pressing Switch (Shift-F3) in the Graphics Editor does the same thing as 
selecting Invert On/Off (4) (see Invert On/Off above) . 

Text Editor 
If you are creating or editing text inside a box (i.e., the Contents option on the 
box definition menu is set to Text or Empty), selecting Edit (9) displays a blank 
Text Editor ( if you have not yet entered a filename for the graphics box) or the 
Text Editor with text in it (if you are editing existing text) . You can enter the 
text and/or WordPerfect codes you want placed inside the box. Press Exit (F7) 
to exit the Text Editor or press Graphics (Alt-F9). then select the option with 
the number of degrees you want to rotate the text in the box (text is rotated 
counterclockwise). To print rotated text in a box, your printer must be able to 
rotate fonts (see Printing. Landscape in Reference). 

If you retrieve a document that is longer than one page, you will get an error 
message saying that the tile contains too much text when you try to exit the Text 
Editor. At this point, you must delete text or use Block (Alt-F4) and Move 
(Ctrl-F4) to move text until the remaining text fits on the page (see Move, Block 
in Reference). 

WordPerfect Features in the Text Editor 
Once inside the Text Editor, you can use several WordPerfect features. You 
can define columns in the box (see Columns, Newspaper and Columns, 
Parallel in Reference), use Text In/Out (Ctrl-F5) to import and export files 
(including spreadsheets) to and from the box (see Text ln/O111 in Reference), 
enter Merge commands into a box (see Inserting Commands under Merge in 
Reference), and creatt: Wun.!Pcrfci;;t Tublcs in :1 box (~ee Tuhle. Create in 
Reference). 

You can also use Retrieve (Shift-Fl0) to retrieve a WordPerfect document or 
DOS text file into a box, or use List (FS) to display the files in a directory. 
Press Shell (Ctrl-Fl) (if you are running WordPerfect under the WordPerfect 
Shell) to Go to Shell (I), or Save to (2), Append to (3), or Retrieve from (4J 
the Clipboard. You can also enter a DOS Command (5) from the Text 
Editor (see Go to Shell in Reference). 

See Also: Graphics, Create; Graphics, Define a Box; Graphics Options 



G raphics, Form ats and Program s

A  CONVERSION A 
A  CONVERSION B

WordPerfect supports several graphics formats. If a graphics program is able to 
save files in a WordPerfect-supported format, the graphics files can be used with 
the Graphics feature of WordPerfect to create images on the printed page.

In order for a graphic file to be used by WordPerfect, it must ultimately be 
converted to .WPG (WordPerfect Graphic) format. The following diagram 
illustrates this conversion process:

UNSUPPORTED ____^  SUPPORTED ____^  .WPG
FORMAT A  FORMAT A  FORMAT

As you can see in this diagram, there are two major conversions that must occur. 
Conversion A is the conversion of the file from a format not supported by 
WordPerfect to one that is supported. Your graphics program must perform this 
conversion. Each graphics program may be able to save files in a variety of 
formats.

If your graphics files are already in a format supported by WordPerfect, this 
conversion is unnecessary. (You may. however, want to convert it to another 
supported format. See Supported Formats, Conversion Notes below for more 
information.)

The following is a list of the formats currently supported by WordPerfect:

CGM Computer Graphics Metafile
DHP Dr. Halo PIC Format
DXF AutoCAD Format
EPS Encapsulated PostScript
GEM GEM Draw Format
HPGL Hewlett-Packard Graphics Language Plotter File
IMG GEM Paint Format
MSP Microsoft Windows Paint Format
PCX PC Paintbrush Format
PIC Lotus 1-2-3 PIC Format
PNTG Macintosh Paint Format
PPIC PC Paint Plus Format
TIFF Tagged Image File Format
WPG WordPerfect Graphics Format

If your graphics program cannot save files in any of the supported formats, see Screen 
Capture Program below.

Conversion B in the diagram is from a WordPerfect-supported format to .WPG 
format. This conversion can occur in one of three ways:
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A. CONVERSION A 

A.I. CONVERSION B 

WordPerfect supports several graphics formats. If a graphics program is able to 
save files in a WordPerfect-supported format, the graphics files can be used with 
the Graphics feature of WordPerfect to create images on the printed page. 

In order for a graphic file to be used by WordPerfect, 1t must ultimately be 
converted to .WPG (WordPerfect Graphic) format. The following diagram 
illustrates this conversion process: 

UNSUPPORTED 
FORMAT 

SUPPORTED 
FORMAT 

.WPG 
FORMAT 

As you can see in this diagram, there are two major conversions that must occur. 
Conversion A is the conversion of the file from a format not supported by 
WordPerfect to one that is supported. Your graphics program must perform this 
conversion. Each graphics program may be able to save files in a variety of 
formats. 

If your graphics files are already in a format supported by WordPerfect, this 
conversion is unnecessary. (You may. however. want to convert it to another 
supported format. See Supported Formats, Conversion Notes below for more 
information.) 

The following is a list of the formats currently supported by WordPerfect: 

CGM 
DHP 
DXF 
EPS 
GEM 
HPGL 
IMG 
MSP 
PCX 
PIC 
PNTG 
PPIC 
TIFF 
WPG 

Computer Graphics Metafile 
Dr. Halo PIC Format 
AutoCAD Format 
Encapsulated PostScript 
GEM Draw Format 
Hewlett-Packard Graphics Language Plotter File 
GEM Paint Format 
Microsoft Windows Paint Format 
PC Paintbrush Format 
Lotus 1-2-3 PIC Format 
Macintosh Paint Format 
PC Paint Plus Format 
Tagged Image File Format 
WordPerfect Graphics Format 

If your graphics program cannot save files in any of the supported formats, see Screen 
Capture Program below. 

Conversion B in the diagram is from a WordPerfect-supported format to .WPG 
format. This conversion can occur in one of three ways: 
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Notes

• You retrieve the graphics file into WordPerfect through the Graphics feature 
(see Graphics, Define a Box in Reference). Retrieving the graphic into a 
graphics box automatically converts it to .WPG format.

• You print or preview a document that uses a graphic on disk, or you edit the 
display parameters of a graphic on disk in a WordPerfect document (see 
Graphics, Define a Box and Graphics, Edit in Reference). This conversion is 
only temporary and does not affect the graphics file on disk, but does allow 
WordPerfect to use the image.

• You use the Graphics Conversion Program (a utility program that comes with 
WordPerfect) to convert the file. The Graphics Conversion Program creates
a copy of the image and stores it in a .WPG formatted file. (See Graphics, 
Conversion Program in Reference.) This file can then be retrieved through 
the Graphics feature or used as a graphic on disk.

Graphics files in any of the formats on the above list (except DXF format) may 
be converted by retrieving the graphic in the Graphics feature, without any 
additional conversion.

Files in DXF format must be converted by the Graphics Conversion Program 
before they can be retrieved into the Graphics feature of WordPerfect.

The Graphics Conversion Program can be used to convert files of any of the 
supported formats to .WPG format. Whether you should use the Graphics 
Conversion Program to accomplish the conversion or simply retrieve the file 
through the Graphics feature of WordPerfect depends on several factors. See 
Graphics, Conversion Program for more information.

Graphics Programs
The following is a list of graphics programs that have been tested with 
WordPerfect 5.1. If your graphics program is not on this list, you may still be 
able to use it with WordPerfect if it can generate a WordPerfect supported 
graphics format (see the list of supported formats above).

The Export column lists the WordPerfect compatible formats that can be created 
with each particular graphics program. You may need to consult your graphics 
program documentation for information on creating a particular format.

A Yes entry under the Grab column indicates that the WordPerfect Screen 
Capture Program can be used with that graphics program to capture an image 
from the screen (see Screen Capture Program below and in Reference). N/A in 
this column means not applicable (e.g., from Macintosh or IBM host). If no 
formats are listed under the Export column, use the Screen Capture Program to
capture the image.

Program Export Grab

Adobe Illustrator EPS N/A
Anvil-5000 HPGL
Arts & Letters CGM
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Notes 

• You retrieve the graphics file into WordPerfect through the Graphics feature 
(see Graphics. Define a Box in Reference ). Retrieving the graphic into a 
graphics box automatically converts it co .WPG format. 

• You print or preview a document that uses a graphic on disk, or you edit the 
display parameters of a graphic on disk in a WordPerfect document (see 
Graphics, Define a Box and Graphics, Edit in Reference) . This conversion is 
only temporary and does not affect the graphics file on disk. but does allow 
WordPerfect to use the image. 

• You use the Graphics Conversion Program (a utility program that comes with 
WordPerfect) to convert the file. The Graphics Conversion Program creates 
a copy of the image and stores it in a .WPG formatted file. (See Graphics, 
Conversion Program in Reference.) This file can then be retrieved through 
the Graphics feature or used as a graphic on disk. 

Graphics files in any of the formats on the above list (except DXF format) may 
be converted by retrieving the graphic in the Graphics feature, without any 
additional conversion. 

Files in DXF format must be converted by the Graphics Conversion Program 
before they can be retrieved into the Graphics feature of WordPerfect. 

The Graphics Conversion Program can be used to convert files of any of the 
supported formats to .WPG format. Whether you should use the Graphics 
Conversion Program to accomplish the conversion or simply retrieve the file 
through the Graphics feature of WordPerfect depends on several factors. See 
Graphics, Conversion Program for more information. 

Graphics Programs 
The following is a list of graphics programs that have been tested with 
WordPerfect 5.1. If your graphics program is not on this list, you may still be 
able to use it with WordPerfect if it can generate a WordPerfect supported 
graphics format (see the list of supported formats above) . 

The Export column lists the WordPerfect compatible formats that can be created 
with each particular graphics program. You may need to consult your graphics 
program documentation for information on creating a particular format. 

A Yes entry under the Grab column indicates that the WordPerfect Screen 
Capture Program can be used \\-ith that graphics program to capture an image 
from the screen (see Screen Capture Program below and in Reference). NIA in 
this column means not applicable (e.g., from Macintosh or IBM host). If no 
formats are listed under the Export column, use the Screen Capture Program to 
capture the image. 

Program 

Adobe Illustrator 
Anvil-5000 
Arts & Letters 

Export 

EPS 
HPGL 
CGM 

Grab 

NIA 
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Program
AutoCAD 9.0, 10.0 
AutoSketch 1.03 
Boeing Graph 4.0 
CCS Designer 
ChartMaster 6.21 
Chemfile 11 
Chemtext
CIES (Compuscan)
Designer 1.2 (Micrografx)
Designer 2.0 (Micrografx)
DFI Handy Scanner
DiagramMaster 5.02
Diagraph
Dr. Halo II, III
DrawPerfect
Easyflow 4.4
Enable
Energraphics 2.1 
Framework II 
Freelance Plus 2.0, 3.0 
GEM Draw 
GEM Paint 2.0 
GEM Scan 
Generic CAD
GeniScan Scanedit (2.07 and earlier) 
GeniScan Scanedit II 2.08 
Graph-in-the-Box 2.0 
Graph Plus 1.3 (Micrografx)

Graphics Editor 200 
Graphwriter 
Harvard Graphics 2.1 
HiJaak
HOTSHOT Graphics 1.5 
HP Scanning Gallery A.01 
IBM CADAM 
IBM CATIA 
IBM CBDS 
IBM GDDM 
IBM GPG 
Javelin Plus 
Logitech Ansel 
Lotus 1-2-3 1A, 2.0 
Lotus 1-2-3 3.0 
Macintosh Paint 1.5

Export Grab

DXF.HPGL
DXF,HPGL
IMG
HPGL Yes
HPGL
HPGL
EPS
TIFF
HPGL
EPS,CGM,PCX,TIFF
IMG,TIFF Yes
HPGL Yes
HPGL
DHP (PIC) Yes
CGM,HPGL,WPG Yes
HPGL

Yes
IMG,TIFF Yes

Yes
CGM Yes
GEM
IMG,TIFF Yes
IMG,TIFF Yes
HPGL Yes
MSP,PCX
TIFF,MSP,PCX
HPGL
HPGL,EPS,CGM,
PCX,TIFF
HPGL N/A
CGM Yes
HPGL,CGM,EPS Yes
WPG
WPG
TIFF,PCX
HPGL N/A
HPGL N/A
HPGL N/A
HPGL N/A
HPGL N/A
HPGL
TIFF.PCX,EPS
PIC Yes
PCX,CGM Yes
PNTG N/A
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Program Export Grab 

AutoCAD 9.0, 10.0 DXF.HPGL 
AutoSketch 1.03 DXF,HPGL 
Boeing Graph 4.0 IMG 
CCS Designer HPGL Yes 
ChartMaster 6.21 HPGL 
Chemfile 11 HPGL 
Chemtext EPS 
CIES (Compuscan) TIFF 
Designer 1.2 (Micrografx) HPGL 
Designer 2.0 (Micrografx) EPS,CGM.PCX,TIFF 
DFI Handy Scanner IMG,TIFF Yes 
DiagramMaster 5.02 HPGL Yes 
Diagraph HPGL 
Dr. Halo II, III DHP (PIC) Yes 
Draw Perfect CGM,HPGL,WPG Yes 
Easyflow 4.4 HPGL 
Enable Yes 
Energraphics 2.1 !MG.TIFF Yes 
Framework II Yes 
Freelance Plus 2.0, 3.0 CGM Yes 
GEM Draw GEM 
GEM Paint 2.0 lMG,TIFF Yes 
GEM Scan IMG.TIFF Yes 
Generic CAD HPGL Yes 
GeniScan Scanedit (2.07 and earlier) MSP,PCX 
GeniScan Scanedit II 2.08 TIFF,MSP,PCX 
Graph-in-the-Box 2.0 HPGL 
Graph Plus 1.3 (Micrografx) HPGL,EPS,CGM. 

PCX,TIFF 
Graphics Editor 200 HPGL NIA 
Graph writer CGM Yes 
Harvard Graphics 2.1 HPGL,CGM,EPS Yes 
HiJaak WPG 
HOTSHOT Graphics 1.5 WPG 
HP Scanning Gallery A.0 I TIFF,PCX 
IBM CADAM HPGL NIA 
IBM CATIA HPGL NIA 
IBM CBDS HPGL NIA 
IBM GDDM HPGL NIA 
IBM GPG HPGL NIA 
Javelin Plus HPGL 
Logitech Ansel TIFF.PCX,EPS 
Lotus 1-2-3 I A, 2.0 PIC Yes 
Lotus 1-2-3 3.0 PCX,CGM Yes 
Macintosh Paint 1.5 PNTG NIA 
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Program Export Grab

MathCAD Yes
Microsoft Chart HPGL Yes
Microsoft Excel HPGL Yes
Mirage HPGL
Paradox 3.0 PIC
PC Paint Plus 1.5, 2.0 PPIC Yes
PicturePak WPG,CGM,PCX N/A
Pixie CGM
Pizazz 1.01 PCX,TIFF
PlanPerfect 3.0*, 5.0 CGM Yes
PFS: First Publisher PCX (MAC)
PrintMaster Yes
Professional Plan Yes
Reflex 2.0 PIC Yes
Quattro PIC.EPS Yes
SAS/Graph (6.03 and earlier) HPGL
SAS/Graph (6.04 and later) CGM
ScanMan TIFF
Schema HPGL
SignMaster 5.11 HPGL
Silk Yes
SlideWrite Plus 2.1 HPGL,TIFF,PCX Yes
SuperCalc 4 PIC Yes
Symphony PIC Yes
Twin Yes
Versacad HPGL
VGA Paint WPG,PCX,TIFF
VP Graphics HPGL
VP Planner PIC Yes
Windows Draw HPGL
Windows Paint 2.11 MSP
Words & Figures PIC Yes
Z-Soft PC Paintbrush PCX Yes

*PlanPerfect 3.0 requires the META.SYS (GSS Metafile) graphics driver in 
order to produce CGM files. The driver may be included on the PlanPerfect 
Graphics Drivers diskette (depending on the date of your version). If you do not 
have the driver, and are interested in obtaining it, write to or call:

WordPerfect Corporation 
Attn: Information Services 
1555 N. Technology Way 
Orem, UT 84057 
(801) 225-5000

The files created are named METAFILE.DAT.
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Program 

MathCAD 
Microsoft Chart 
Microsoft Excel 
Mirage 
Paradox 3.0 
PC Paint Plus 1.5, 2.0 
PicturePak 
Pixie 
Pizazz 1.01 
PlanPerfect 3.0*. 5 .0 
PFS : First Publisher 
PrintMaster 
Professional Plan 
Reflex 2.0 
Quattro 
SAS/Graph (6.03 and earlier) 
SAS/Graph (6.04 and later) 
ScanMan 
Schema 
SignMaster 5.11 
Silk 
SlideWrite Plus 2.1 
SuperCalc 4 
Symphony 
Twin 
Versacad 
VGA Paint 
VP Graphics 
VP Planner 
Windows Draw 
Windows Paint 2.1 I 
Words & Figures 
Z-Soft PC Paintbrush 

Export 

HPGL 
HPGL 
HPGL 
PIC 
PPIC 
WPG,CGM,PCX 
COM 
PCX,TIFF 
CGM 
PCX (MACJ 

PIC 
PIC.EPS 
HPGL 
CGM 
TIFF 
HPGL 
HPGL 

HPGL,TIFF.PCX 
PIC 
PIC 

HPGL 
WPG,PCX,TIFF 
HPGL 
PIC 
HPGL 
MSP 
PIC 
PCX 

Grab 

Yes 
Yes 
Yes 

Yes 
NIA 

Yes 

Yes 
Yes 
Yes 
Yes 

Yes 
Yes 
Yes 
Yes 
Yes 

Yes 

Yes 
Yes 

*PlanPerfect 3.0 requires the META.SYS (GSS Metafile) graphics driver in 
order to produce CGM files . The driver may be included on the PlanPerfect 
Graphics Drivers diskette (depending on the date of your version). If you do not 
have the driver. and are interested in obtaining it, write to or call: 

WordPerfect Corporation 
Attn: Information Services 
1555 N. Technology Way 
Orem, UT 84057 
(801 ) 225-5000 

The files created are named METAFILE.DAT. 
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Screen Capture Program
If your graphics program cannot save an image file in a WordPerfect-supported 
format, you may be able to use the Screen Capture Program (GRAB.COM) to 
capture the image in a file that can be retrieved in WordPerfect. However, if 
given the choice, use WordPerfect-supported graphics formats rather than the 
Screen Capture Program. Because the Screen Capture Program only captures 
data in the resolution of the screen, images captured with the program are 
usually of a lesser quality than images created in a WordPerfect-supported 
format. For more information on using the Screen Capture Program, see Screen 
Capture Program in Reference.

Supported Formats, Conversion Notes
WordPerfect-supported graphics formats are listed below with information 
regarding the conversion of each format to .WPG format.

CGM (Computer Graphics Metafile)
• Fonts are converted to one of the following WordPerfect vector fonts: 

WP Courier, WP Helv, or WP Roman.

• CGM colors are used to create a custom color table that is used to 
display the image. The background and foreground colors are colors 0 
and 1, respectively, of the custom color palette.

• Multiple pictures within a single file are superimposed.

DHP (Dr. Halo PIC Format)
• Supported up to Dr. Halo III.

• Area cut pictures are not supported.

• In Dr. Halo III, set your screen type to CGA, EGA, or Hercules. VGA
pictures are no t supported .

DXF (AutoCAD Format)
• The following DXF attributes are not converted: text obliquing, text 

control codes and special characters, curve fitting, and 3D rendering.

• DXF files must be converted to .WPG files with the GRAPHCNV.EXE 
program. GRAPHCNV.EXE changes the background color to white (not 
intense white) and changes all white information to black.

EPS (Encapsulated PostScript)
• An EPS file should conform to version 2.0 of the Adobe PostScript 

document structuring conventions.

• EPS files may begin with either the standard 30 byte header or the 
following string: “%%PS-Adobe” or “%!PS-Adobe-2.0.” The string 
indicates a PostScript-only file. •

• The Show Page, Copy Page, and Erase Page commands are redefined to 
be null commands since page handling is controlled by WordPerfect.
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Screen Capture Program 
If your graphics program cannot save an image file in a WordPerfect-supported 
format, you may be able to use the Screen Capture Program (GRAB .COM) to 
capture the image in a file that can be retrieved in WordPerfect. However, if 
given the choice, use WordPerfect-supported graphics formats rather than the 
Screen Capture Program. Because the Screen Capture Program only captures 
data in the resolution of the screen, images captured with the program are 
usually of a lesser quality than images created in a WordPerfect-supported 
format. For more information on using the Screen Capture Program, see Screen 
Capture Program in Reference. 

Supported Formats, Conversion Notes 
WordPerfect-supported graphics formats are listed below with information 
regarding the conversion of each format to .WPG format. 

CGM (Computer Graphics Metafile) 
• Fonts are converted to one of the following WordPerfect vector fonts: 

WP Courier. WP Helv, or WP Roman. 

• CGM colors are used to create a custom color table that is used to 
display the image. The background and foreground colors are colors 0 
and l, respectively, of the custom color palette. 

• Multiple pictures within a single file are superimposed. 

DHP (Dr. Halo PIC Format) 
• Supported up to Dr. Halo Ill. 

• Area cut pictures are not supported. 

• In Dr. Halo III. set your screen type to CGA, EGA, or Hercules. VGA 
pictures are not supported. 

DXF (AutoCAD Format) 
• The following DXF attributes are not converted: text obliquing, text 

control codes and special characters, curve fitting, and 3D rendering. 

• DXF files must be converted to .WPG files with the GRAPHCNV.EXE 
program. GRAPHCNV.EXE changes the background color to white (not 
intense white) and changes all white information to black. 

EPS (Encapsulated Postscript) 
• An EPS file should conform to version 2.0 of the Adobe PostScript 

document structuring conventions. 

• EPS files may begin with either the standard 30 byte header or the 
following string : "%%PS-Adobe" or "% !PS-Adobe-2.0." The string 
indicates a PostScript-only tile. 

• The Show Page, Copy Page, and Erase Page commands are redefined to 
be null commands since page handling is controlled by WordPerfect. 
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• The EPS file may have a graphics screen representation that can be 
manipulated and displayed in WordPerfect. If contained within the file, 
only TIFF bitmap images are supported. The TIFF representation is also 
used to print the graphic with a non-PostScript printer.

• If no graphics screen representation is available, the image will be 
represented as a box with the message “Graphics Contains Data for 
PostScript Printers Only” in the Graphics Editing and View Document 
screens. The image can only be printed with a PostScript printer.

GEM (GEM Draw Format)
• Rounded boxes are not supported. They are converted as regular boxes.

• End of line types (including arrows) are not supported.

HPGL (Hewlett-Packard Graphics Language Plotter File)
• Several graphics programs can create HPGL plotter files by redirecting 

the output to a disk file rather than directly to the plotter. If given the 
choice, select the HP 7475A plotter.

• Fonts are all converted to Monospaced WP Helv.

• Not all plotters support the same HPGL commands. The most 
commonly used commands, however, are supported.

IMG (GEM Paint Format)
• Tested with version 2.0.

MSP (Microsoft Windows Paint Format)
• The images are saved as a full page.

PCX (Zsoft PC Paintbrush Format)
• PC Paintbrush files are created using the Save As option.

PIC (Lotus 1-2-3 PIC Format)
• Once a graph is created in Lotus 1-2-3, a .PIC file can be saved with the 

/GS command.

PNTG (Macintosh Paint Format)
• The MacPaint version used to create the image must be prior to version

2.0.

• Pictures are always transferred as a full 8 1/2" x 11" page. Images 
conforming to the size of the Macintosh screen are reproduced in the 
upper left corner of the page.

• Use of a network or other communication link is necessary to transfer 
the data fork of the Macintosh file to the IBM PC.

• Macintosh screen grabber output is also compatible. The Macintosh 
screen grabber is activated by pressing Shift-Command-3. This creates 
files named SCREEN.* where j  is the sequential number of the file 
created.
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• The EPS file may have a graphics screen representation that can be 
manipulated and displayed in WordPerfect. If contained within the file, 
only TIFF bitmap images are supported. The TIFF representation is also 
used to print the graphic with a non-PostScript printer. 

• If no graphics screen representation is available, the image will be 
represented as a box with the message "Graphics Contains Data for 
PostScript Printers Only" in the Graphics Editing and View Document 
screens. The image can only be printed with a PostScript printer. 

GEM (GEM Draw Format) 
• Rounded boxes are not supported. They are converted as regular boxes. 

• End of line types (including arrows) are not supported. 

HPGL (Hewlett-Packard Graphics Language Plotter File) 
• Several graphics programs can create HPGL plotter files by redirecting 

the output to a disk file rather than directly to the plotter. If given the 
choice, select the HP 7475A plotter. 

• Fonts are all converted to Monospaced WP Helv. 

• Noc all plotters support the same HPGL commands. The most 
commonly used commands, however. are supported. 

IMG (GEM Paint Format) 
• Tested with version 2.0. 

MSP (Microsoft Windows Paint Format) 
• The images are saved as a full page. 

PCX (Zsoft PC Paintbrush Format) 
• PC Paintbrush files are created using the Save As option. 

PIC (Lotus 1-2-3 PIC Format) 
• Once a graph is created in Lotus 1-2-3, a .PIC file can be saved with the 

/GS command. 

PNTG (Macintosh Paint Format) 
• The MacPaint version used to create the image must be prior to version 

2.0. 

• Pictures are always transferred as a full 8 1/2" x 1 I" page. Images 
conforming to the size of the Macintosh screen are reproduced in the 
upper left corner of the page. 

• Use of a network or other communication link is necessary to transfer 
the data fork of the Macintosh file to the IBM PC. 

• Macintosh screen grabber output is also compatible. The Macintosh 
screen grabber is activated by pressing Shift-Command-3. This creates 
files named SCREENx where x is the sequential number of the file 
created. 
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PPIC (PC Paint Plus Format)
• Packed picture file format is supported (PC Paint Plus 2.0 and PC Paint 

1.5).

• Unpacked picture file format is supported (PC Paint 1.5).

• BSAVE format is not supported (PC Paint 1.0 or 1.01).

TIFF (Tagged Image File Format)
• WordPerfect supports the modified CCITT/3 (standard compression) and 

PackBits compression formats.

• WordPerfect supports version 4.2 of the TIFF specifications.

• Version 5.0 color TIFF files are not supported.

• WordPerfect supports monochrome TIFFS, and either 16 or 256 level 
grayscale TIFF images.

• Six-bit-per-sample images are not supported.

WPG (WordPerfect Graphics Format)
• This is the internal graphics format that WordPerfect uses.

• Detailed specifications for creating this format are available by 
contacting Information Services at (801) 225-5000.

See Also: Graphics, Conversion Program; Graphics, Create; Graphics, Define a 
Box; Graphics, Edit; Screen Capture Program

G raphics Lines

If you want to place horizontal and vertical lines in your document, you can use 
the Graphics Lines feature. The lines can be black or shaded a percentage of 
black.

1 Press Graphics (Alt-F9), then select Line (5).

CB Select Line from the Graphics menu.

2 Select Create Horizontal Line ( l )  or Create Vertical Line (2).

3 Select an option, then enter any desired information (see Horizontal Lines 
and Vertical Lines below).

4 Press Exit (F7) to return to the document.
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Graphics Lines 

PPIC (PC Paint Plus Format) 
• Packed picture file format is supported (PC Paint Plus 2.0 and PC Paint 

1.5). 

• Unpacked picture file format is supported (PC Paint 1.5). 

• BSAVE format is not supported (PC Paint 1.0 or I.OJ). 

TIFF (Tagged Image File Format) 
• WordPerfect supports the modified CCITT/3 (standard compression) and 

PackBits compression formats. 

• WordPerfect supports version 4.2 of the TIFF specifications. 

• Version 5.0 color TIFF files are not supported. 

• WordPerfect supports monochrome TIFFS, and either 16 or 256 level 
grayscale TIFF images. 

• Six-bit-per-sample images are not supported. 

WPG (WordPerfect Graphics Format) 
• This is the internal graphics format that WordPerfect uses. 

• Detailed specifications for creating this format are available by 
contacting Information Services at (801) 225-5000. 

See Also: Graphics, Conversion Program; Graphics, Create; Graphics, Define a 
Box; Graphics, Edit; Screen Capture Program 

If you want to place horizontal and vertical lines in your document, you can use 
the Graphics Lines feature. The lines can be black or shaded a percentage of 
black. 

1 Press Graphics (Alt-F9), then select Line (5). 

03l Select Line from the Graphics menu. 

2 Select Create Horizontal Line (I) or Create Vertical Line (2). 

3 Select an option, then enter any desired information (see Horizantal Lines 
and Vertical Lines below). 

4 Press Exit (F7) to return to the document. 
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Notes Codes
The Graphics Lines feature inserts a code (e.g., [HLin^.horizontal 
position,vertical position,length o f line,width of line,gray shading] for a 
horizontal line) in your document that puts a horizontal or vertical line at that 
position.

Editing a Line
You can edit a graphics line by selecting Edit Horizontal Line (3) or Edit 
Vertical Line (4) in step 2 above. WordPerfect searches backward from the 
cursor for the first graphics line of that particular type (horizontal or vertical). If 
it cannot find one. it returns to the cursor position, then searches forward before 
displaying the Graphics Line definition. You can edit the definition as 
necessary.

Horizontal Lines
Although the options found on the Horizontal Line menu match those on the 
Vertical Line menu, some options work somewhat differently.

Gray Shading
This option (5) lets you determine how much a line should be shaded (100% 
is black).

Horizontal Position
This option (1) lets you position the line against the Left (1) or Right (2) 
margin, Center (3) it between the left and right margins, or start at a Set 
Position (5) from the left edge of the page.

A  LEFT
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f itn e ss In Your 80 a
Alert: Retirement may be 
hazardous to your health. 
A  recent study conducted 
by the Institute ol Health 
and Wellness shows that 
older adults who engage 
in an exercise program 
during their 60 's and 70's 
fair better in their 80 s 
This is significant because 
more and more older 
adults are living to see 
their 85th and 86th birth­
days. By 1995. 10 %  Ol 
all Americans will be 
octogenarians.
Also by that date, 
expenses tor hospital care 
are expected to double. 
This is an important con-

low-impact activity. For 
many, the answer is the 
bicycle.
One ol the most acces­
sible forms of exercise, a 
bicycle can be ridden in 
all kinds of weather and at 
any lime o l the day. A  20 - 
minute to 30-mlnule ride 
three times a  week is a 
sufficient cardiovascular 
workout. This can either 
be done on a  conventional 
or stationary bicycle.
A  bike ride in the country 
can be very medicinal. I! 
clears the mind, relaxes 
the body, and enhances 
the soul.
Many communities pro­
vide maps ot bike trails

is the backstyle stroke. 
This allows the head to 
remain above water so 
that breathing is not re­
stricted.

The primary draw­
back to swimming is pool 
availability. Most spas 
offer swimming facilities, 
but spa memberships can 
sometimes run into the 
hundreds of dollars.

Walking
The cheapest and the 
most popular form of 
recreation among older 
adults is walking.

Walking requires 
no equipment. It can be 
done almost anywhere at
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Codes 
The Graphics Lines feature inserts a code (e.g ., [HLine:horizontal 
positiun,verrical position ,length of line,width of line,gray shading] for a 
horizontal line) in your document that puts a horizontal or vertical line at that 
position. 

Editing a Line 
You can edit a graphics line by selecting Edit Horizontal Line (3) or Edit 
Vertical Line (4) in step 2 above. WordPerfect searches backward from the 
cursor fo r the first graphics line of that particular type (horizontal or vertical). If 
it cannot find one. it returns to the cursor position, then searches forward before 
displaying the Graphics Line definition. You can edit the definition as 
necessary. 

Horizontal Lines 
Although the options found on the Horizontal Line menu match those on the 
Vertical Line menu, some options work somewhat differently. 

Gray Shading 
This option (5) lets you determine how much a line should be shaded (100% 
is black ). 

Horizontal Position 
This option ( I) lets you position the line against the Left ( 1) or Right (2) 
margin, Center (3) it between the left and right margins, or start at a Set 
Position ( 5) from the left edge of the page. 
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You can also select Full (4) to have the line fill the area from the left to the 
right margin.

These lines are positioned against the margins in effect at the time. For 
example, if you press Undent (F4) before creating a horizontal line, then 
select Left as the horizontal position, the line will be positioned against that 
temporary margin.

Length of Line
This option (3) lets you specify the length of a horizontal line.

For lines that have a horizontal position of Left or Right, the default line 
length is calculated from the cursor to the specified margin. If a line has a 
horizontal position of Full, you cannot change the line length. If a line has a 
horizontal position of Center, the default line length is 0", and you will need 
to enter a line length.

Line Height
If you place a horizontal line in your document (with the vertical position set 
to Baseline), and that Horizontal Line code [HLine] is the only thing on the 
line (no other text or codes), the height of that line is determined by the 
width of the horizontal line. However, if there is any text (even a space) on 
the same line as the Horizontal Line code, the line height is determined by 
the font and point size currently being used (see Line Height in Reference).

Vertical Position
Select Baseline (1) to align the bottom of the graphics line with the baseline 
of the line of text that contains the Graphics Line code [HLine], Select Set 
Position (2) to specify a distance from the top of the form for the horizontal 
line.

Width of Line
This option (4) lets you specify how thick (wide) the line should be. As you 
make the line wider, the top of the line stays in the same position and the 
line expands down if the vertical position is set to Set Position. If the 
vertical position is set to Baseline, the bottom of the line stays in the same 
position and the line expands up.

Vertical Lines
Some options on the Vertical Line menu work somewhat differently from the 
corresponding options on the Horizontal Line menu.

Gray Shading
This option (5) lets you determine how much a line should be shaded (100% 
is black).

Horizontal Position
This option (1) displays a menu that lets you position the line slightly to the 
Left (1) of the left margin or slightly to the Right (2) of the right margin.
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You can also select Full ( 4) to have the line fill the area from the left to the 
right margin. 

These lines are positioned against the margins in effect at the time . For 
example, if you press • Indent (F4) before creating a horizontal line, then 
select Left as the horizontal position, the line will be positioned against that 
temporary margin. 

Length of Line 
This option (3) lets you specify the length of a horizontal line. 

For lines that have a horizontal position of Left or Right, the default line 
length is calculated from the cursor to the specified margin. If a line has a 
horizontal position of Full, you cannot change the line length. If a line has a 
horizontal position of Center, the default line length is O", and you will need 
to enter a line length. 

Line Height 
If you place a horizontal line in your document (with the vertical position set 
to Baseline), and that Horizontal Line code [HLineJ is the only thing on the 
line (no other text or codes), the height of that line is determined by the 
width of the horizontal line. However, if there is any text (even a space) on 
the same line as the Horizontal Line code, the line height is determined by 
the font and point size currently being used (see Line Height in Reference). 

Vertical Position 
Select Baseline (I) to align the bottom of the graphics line with the baseline 
of the line of text that contains the Graphics Line code [HLine) . Select Set 
Position (2) to specify a distance from the top of the form for the horizontal 
line . 

Width of Line 
This option (4) lets you specify how thick (wide) the line should be. As you 
make the line wider, the top of the line stays in the same position and the 
line expands down if the vertical position is set to Set Position. If the 
vertical position is set to Baseline, the bottom of the line stays in the same 
position and the line expands up. 

Vertical Lines 
Some options on the Vertical Line menu work somewhat differently from the 
corresponding options on the Horizontal Line menu. 

Gray Shading 
This option (5) lets you determine how much a line should be shaded ( l00% 
is black) . 

Horizontal Position 
This option ( 1) displays a menu that lets you position the line slightly to the 
Left ( 1) of the left margin or slightly to the Right (2) of the right margin. 
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You can also select Between Columns (3) and enter a column number to 
position the line between that column and the one to its right.

Set Position (4) lets you enter a specific horizontal offset from the left edge 
of the form for the vertical line.

Length of Line
This option (3) lets you specify how long you want a vertical line to be.
For lines with a vertical position of Top or Bottom, the default line length is 
calculated from the cursor to the specified margin. If a line has a vertical 
position of Full Page, you cannot change the line length. If a line has a 
vertical position of Center, the default line length is the distance between the 
top and bottom margins.

Vertical Position
This option (2) displays a menu that lets you position the line against the 
Top (2) or Bottom (4) margin, Center (3) it between the top and bottom 
margins, or start a Set Position (5) from the top of the form.

Select Full Page (1) to have the line extend from the top to the bottom 
margin.

Width of Line
This option (4) lets you specify how thick (wide) the line should be. As you 
make the line wider, it will always expand to the right, regardless of the 
Horizontal Position.

See Also: Graphics, Create; Graphics Options
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You can also select Between Columns (3) and enter a column number to 
position the line between that column and the one to its right. 
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Set Position (4) lets you enter a specific horizontal offset from the left edge 
of the form for the vertical line. 

Length of Line 
This option (3) lets you specify how long you want a vertical line to be. 

For lines with a vertical position of Top or Bottom, the default line length is 
calculated from the cursor to the specified margin. If a line has a vertical 
position of Full Page, you cannot change the line length. If a line has a 
vertical position of Center, the default line length is the distance between the 
top and bottom margins. 

Vertical Position 
This option (2) displays a menu that lets you position the line against the 
Top (2) or Bottom (4) margin, Center (3) it between the top and bottom 
margins, or start a Set Position (5) from the top of the form. 

Select Full Page ( 1) to have the line extend from the top to the bottom 
margin . 

Width of Line 
This option ( 4) lets you specify how thick (wide) the line should be. As you 
make the line wider, it will always expand to the right, regardless of the 
Horizontal Position. 

See Also: Graphics, Create; Graphics Options 



Graphics Options

When you create a graphics box in your document, you need a way of adjusting
certain settings (e.g., caption style, border style, gray shading) for that box. The
Graphics Options menu lets you make changes to these settings.

1 Move the cursor to where you want to change the option.

Important: Make sure you place the cursor before the graphics box codes you want
affected by the option change.

2 Press Graphics (Alt-F9), then select the type of box whose option(s) you 
want to change.

□3 Select the type of box you want to change (Figure, Table Box, Text Box. User Box, 
or Equation) from the Graphics menu.

3 Select Options (4) to display the Graphics Options menu.

4 Select an option, then make the necessary changes (see the information for 
each option under Notes below).

5 Press Exit (F7) to return to the document.
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Graphics Options 

When you create a graphics box in your document, you need a way of adjusting 
certain settings (e.g., caption style, border style, gray shading) for that box. The 
Graphics Options menu lets you make changes to these settings. 

1 Move the cursor to where you want to change the option. 

Important: Make sure you place the cursor before the graphics box codes you want 
affected by the option change. 

2 Press Graphics (Alt-F9), then select the type of box whose option(s) you 
want to change. 

[:3] Select the type of box you want to change (Figure, Table Box, Text Box. User Box, 
or Equation) from the Graphics menu. 

3 Select Options (4) to display the Graphics Options menu. 

4 Select an option, then make the necessary changes (see the information for 
each option under Notes below). 

5 Press Exit (F7) to return to the document. 
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The following table lists the default graphics options for each type of graphics 
box.

G R A P H IC S  B O X  O P T IO N S

F ig u re T a b le  Box T e x t Box U s e r  Box E q u a tio n

p: —  1

7’b i N f

Figure 1 Caption
V

%
3

*=\
2
1

B O R D E R  S T Y L E

Left S in g le Left N o n e Left N o n e Left N o n e Left N o n e

Right S in g le R igh t N o n e R ight N o n e R igh t N o n e R ight N o n e

Top S in g le Top T h i c k Top T h i c k Top N o n e Top N o n e

B ottom S in g le B otto m T h i c k B otto m T h i c k B otto m N o n e B ottom N o n e

O U T S I D E  B O R D E R  S P A C E

Left 0 .1 6 7 " Left 0 .1 6 7 " Left 0 .1 6 7 ” Left 0 . 1 6 7 ” Left 0 .0 8 3 ”

Right 0 .1 6 7 " R ight 0 .1 6 7 " R ight 0 .1 6 7 " R ight 0 .1 6 7 ” R ight 0 . 0 8 3 "

Top 0 .1 6 7 " Top 0 . 1 6 7 " Top 0 .1 6 7 " Top 0 .1 6 7 " Top 0 . 0 8 3 "

B ottom 0 .1 6 7 ” B ottom 0 .1 6 7 " B ottom 0 .1 6 7 ” B ottom 0 . 1 6 7 " B ottom 0 .0 8 3 ”

I N S I D E  B O R D E R  S P A C E

Left 0 ' Left 0 .1 6 7 " Left 0 .1 6 7 " Left 0 " Left 0 . 0 8 3 "

Right 0 ' R ight 0 .1 6 7 " R ight 0 .1 6 7 " R ight 0 " R ight 0 . 0 8 3 "

Top 0 ' Top 0 . 1 6 7 " Top 0 .1 6 7 ” Top 0 " Top 0 .0 8 3 "

B ottom 0 ' B ottom 0 .1 6 7 " B ottom 0 .1 6 7 ” B otto m 0 " B ottom 0 . 0 8 3 ”

F I R S T - L E V E L  N U M B E R I N G

N u m b e r R o m m i N u m b e r N u m b e r N u m b e r

S E C O N D - L E V E L  N U M B E R I N G

O ff O f f O ff O ff O ff

C A P T I O N  N U M B E R  S T Y L E

(B O L D I F ig u re  11 b o ld ] |B ( ) l .D ] T a b le l [  b o ld ) | B O M )  ]1 [b o ld ] [B O L D  11 [b o ld ] [B O L D ] 1 [b o ld ]

P O S I T I O N  O F  C A P T I O N

R elnvt b o x , o u ts id e A b o v e  b o x , o u ts id e B elow  b o x , o u ts id e Below  b o x , o u ts id e R ig h t s id e

b o r d e r s b o r d e r s b o r d e r s b o r d e r s

M I N I M U M  O F F S E T  F R O M  P A R A G R A P H

0 " 0 ” 0 0 0 "

G R A Y  S H A D I N G

n % 0 % 1 0 % 0 %

Notes Border Style
This option (1) displays a menu of border styles you can use for each of the four 
borders of your box. Select an option for each border or press Enter to leave a 
setting as it is and continue on to the next border setting.
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The following table lists the default graphics options for each type of graphics 
box. 

GRAPHICS BOX OPTIONS 

Figure Table Box Text Box User Box Equation 

[£ 
I 

1:,N ~~7-
1 -~--

~ 
'ii? .... ~ ,. f 

F1gure1Cap11Dn -~-
BORDER STYLE 

Le fl Sin~l• Lelt None Lelt None Left i'ionc Lefl None 

Righi Single Righi None Right None Right None Right None 

Top Single Top Thick Top Thick Top None Top None 

Bottom SinRle Bollom Thick Bottom Thick Bottom None Bottnm None 

OUTSIDE BORDER SPACE 

Lefl O.Jt,7 .. Letl fl.Jt,7" Lett 0.1 t,7" Lett 0.167 .. Lett 0.083'' 

Right 0.167" R,gh l 0.)67 " Right 0.167" Right (l.lt,7 .. Righi 0.083'' 

Top fl.167" Top 0.167 " Top O.Jt,7 .. Top (1.167 .. Top O.OHY' 

Bottom 0. 167 .. Bottom 0.167" Bottom (1.167 .. Bottom 0.167" Bottom O.OIB" 

INSIDE BORDER SPACE 

Le ll 11 " Lefl 0.167" Lett 0.167 " Letl ti" Lett 0.083" 

Righi II" Right 0.167 " Righi (l.1'17 .. Rig hi (I" ' Right 0.08-"' 

Top () " Top 0.167" Top 0.167" Top II " Top O.OHJ"' 

Bottom 0- Bottom 0.167" Bottom 0.167 .. Bottom o-- Bottom 0.083" 

FIRST-LEVEL NUMBERING 

i-,.;umhu RVIHOUl ~umhcr Numhcr ~umhcr 

SECONO -LEVEL NUMBERING 

()ff Off Off UH Off 

CAPTION NUMBER STYLE 

I BOLD IFi~un· I I hold I I HOI.D]Tahlel I holrl I IHOl.llll(holdl 11101.Dlllholdl I IIOl.l)J) (hold I 

POSITION OF CAPTION 

Belo" hox, outside ,\hon hox, oulsidc Below hox. ouJsidc Helo\\ hox, oulside Right .liidc 

hordt•rs border, hordcf\ horde rs 

MINIMUM OFFSET FROM PARAGRAPH 

11 -- 0 " II II n .. 

GRAY SHADING 

11'7, Oo/c 10 % 0'~ llo/, 

Notes Border Style 
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This option (I) displays a menu of border styles you can use for each of the four 
borders of your box. Select an option for each border or press Enter to leave a 
setting as it is and continue on to the next border setting. 



To make settings for each type of border you can create (e.g., Single, Thick), 
select Border Options (Shift-F8,4,8). This menu determines the appearance of 
the border type you select.

You can use this option to give the border of your box a 3-dimensional effect. 
As you are selecting an option for each border, select Thick (6) or Extra Thick 
(7) for two adjacent borders and select Single (2) for the other two adjacent 
borders.

A  EXTRA THICK 

A  SINGLE

The HALVA Report
An Intercompany Report on the Golnga On at HALVA International

FROM THE PRESIDENT

After looking over the second 
quarter reports, I couldn't 
help but be pleased. HALVA 
international has now become 
the eighteenth largest import- 
export company In the world.

The findings come a a  more of a 
surprise when you remember that 
only a little more than a year 
ago I predicted in this column 
that our growth would stagnate 
somewhat. In this case 1 am 
glad to be proven wrong.

While we must give credit where 
credit is due and acknowledge 
the nrriwt-h In the Induet™ ns n

best system money can buy and 
one that will prove useful for 
our type of business.

*1

SALES

If you want to create a full-page border, increase the dimensions of your graphic 
to the largest size allowable. You can set d im e n s io n s  f r o m  th e  b o x  definition 
m e n u  w h e n  y o u  c r e a te  or edit a graphics box (see Graphics, Define a Box in 
Reference).

If you want to create a border for multiple pages, place the border in a header 
(Shift-F8,2,3). See Headers and Footers in Reference for more information.

Caption Number Style
This option (6) lets you use text and WordPerfect codes to define a style for 
caption numbers. The caption numbering style is printed or displayed when 
WordPerfect encounters a numbering code [Box Num] in a caption. You can set 
dimensions from the box definition menu when you create or edit a graphics box 
(see Graphics, Create or Graphics, Edit in Reference). Enter 1 in the style where 
you want the first level caption number. Enter 2 in the style where you want the 
second level caption number (see Level Numbering Methods below).

For example, entering “Fig. 1-2” causes numbering codes in captions to display 
“Fig. ” followed by the first level box number, a dash, and the second level box 
number. You can include Bold, Italics, Underline, and Small Caps, as well as 
text, in the caption style (see Attributes in Reference).
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A EXTRA THICK 

A SINGLE 

To make settings for each type of border you can create (e.g., Single, Thick), 
select Border Options (Shift-F8,4,8). This menu detennines the appearance of 
the border type you select. 

You can use this option to give the border of your box a 3-dimensional effect. 
As you are selecting an option for each border, select Thick (6) or Extra Thick 
(7) for two adjacent borders and select Single (2) for the other two adjacent 
borders. 
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If you want to create a full-page border, increase the dimensions of your graphic 
to the largest size allowable. You can set dimens ions from the box definition 
menu when you create or edit a graphics box (see Graphics, Define a Box in 
Reference). 

If you want to create a border for multiple pages, place the border in a header 
(Shift-F8,2,3). See Headers and Footers in Reference for more infonnation. 

Caption Number Style 
This option (6) lets you use text and WordPerfect codes to define a style for 
caption numbers. The caption numbering style is printed or displayed when 
WordPerfect encounters a numbering code [Box Num] in a caption. You can set 
dimensions from the box definition menu when you create or edit a graphics box 
(see Graphics, Create or Graphics, Edit in Reference) . Enter l in the style where 
you want the first level caption number. Enter 2 in the style where you want the 
second level caption number (see Level Numbering Methods below). 

For example, entering "Fig. 1-2" causes numbering codes in captions to display 
"Fig. " followed by the first level box number, a dash, and the second level box 
number. You can include Bold, Italics, Underline, and Small Caps, as well as 
text, in the caption style (see Attributes in Reference). 
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Second level numbering only goes as high as 31. After that, the first level moves 
up one number and the second level starts over (e.g., 1-31 is followed by 2-1).

The numbering method for second level numbering must be turned on before it will 
appear in the caption, even if you have entered it in the Caption Number Style.

If you do not want your first level caption number to print, select Caption 
Number Style (6) from the Graphics Options menu, delete all text and codes, 
then press Enter.

Any changes you make to the numbering code in the caption editing screen will override 
the Caption Number Style (see Caption under Graphics, Define a Box in Reference).

Codes
A code (e.g., [Fig Opt] for a Figure box) is inserted into your document when 
you use this feature. Any options you change for that box type are changed 
from the code forward in the document.

You cannot edit a graphics options code; you must insert a new code, then delete 
the old code if you want to change the options again.

Font
Graphics box text and captions are printed in the font that is the base font where 
the option code is located. If there is no option code, text and captions are 
printed in the initial base font for the document (see Font in Reference).

Gray Shading
Select this option (9) to enter a shading intensity (by percentage) for graphics 
boxes of a particular type (e.g., all Figures). The closer the percentage is to 100, 
the more the box is shaded (100% means the box is black).

Initial Settings
The initial settings for this menu vary according to the type of box (e.g., Text 
Box options have different settings from Figure Box options). Once you have 
changed the settings, you can delete the code to return to the initial settings.

You can change the initial settings using Initial Codes in Setup (Shift-F 1,4,5)
(see Initial Settings in Reference). These settings will be in effect each time you 
create a document.

Inside Border Space
The measurements in this option refer to the amount of space you want between 
each border of your box and the information inside the box. Select this option 
(3), then enter a setting for each border or press Enter to leave a setting as it is 
and continue on to the next border setting.

Level Numbering Methods
There are two level numbering methods listed on this menu: First (4) and 
Second (5). These methods let you define up to two levels of numbering for

Second level numbering only goes as high as 31. After that, the first level moves 
up one number and the second level starts over (e.g., 1-31 is followed by 2-1 ). 

The numbering method for second level numbering must be turned on before it will 
appear in the caption, even if you have entered it in the Caption Number Style. 

If you do not want your first level caption number to print. select Caption 
Number Style (6) from the Graphics Options menu, delete all text and codes, 
then press Enter. 

Any changes you make 10 the numbering code in the caption editing screen will override 
the Caption Number Style ( see Caption under Graphics, Define a Box in Reference). 

Codes 
A code (e.g., [Fig Opt] for a Figure box) is inserted into your document when 
you use this feature. Any options you change for that box type are changed 
from the code forward in the document. 

You cannot edit a graphics options code; you must insert a new code, then delete 
the old code if you want to change the options again. 

Font 
Graphics box text and captions are printed in the font that is the base font where 
the option code is located. If there is no option code, text and captions are 
printed in the initial base font for the document (see Font in Reference). 

Gray Shading 
Select this option (9) to enter a shading intensity (by percentage) for graphics 
boxes of a particular type (e.g., all Figures). The elmer the percentage is to 100, 
the more the box is shaded ( 100% means the box is black). 

Initial Settings 
The initial settings for this menu vary according to the type of box (e.g., Text 
Box options have different settings from Figure Box options). Once you have 
changed the settings, you can delete the code to return to the initial settings. 

You can change the initial settings using Initial Codes in Setup (Shift-Fl,4,5) 
(see Initial Settings in Reference). These settings will be in effect each time you 
create a document. 

Inside Border Space 
The measurements in this option refer to the amount of space you want between 
each border of your box and the information inside the box. Select this option 
(3), then enter a setting for each border or press Enter to leave a setting as it is 
and continue on to the next border setting. 

Level Numbering Methods 
There are two level numbering methods listed on this menu: First (4) and 
Second (5). These methods let you define up to two levels of numbering for 



captions. Select either option, then select a numbering style from the menu 
displayed.

Although Off is displayed as an option for both numbering methods, you cannot 
select it for the first level. For information on printing captions without first 
level caption numbers, see Caption Number Style above.
Letters or Roman numerals are shown in uppercase when used for first level 
numbering and lowercase when used for second level numbering. For example, 
if you are writing a book with several illustrations in each chapter, and your 
second level numbering method is Letters, the illustrations could be numbered 
l.a, Lb, l.c, etc. for chapter 1; 2.a, 2.b, 2.c, etc. for chapter 2, and so on.

Minimum Offset from Paragraph
When you position a paragraph type graphics box a specific distance (offset) 
from the top of the current paragraph (see Graphics, Define a Box in Reference), 
the offset you specify is honored unless the paragraph is too close to the bottom 
edge of the page for the box to fit. If this is the case, the offset measurement is 
reduced to try to keep the text and box together on the same page. If the offset 
cannot be reduced enough to fit the box on the page, the box is bumped to the 
top of the next page (or column).

The Minimum Offset option (8) lets you specify how far the box can move up 
into the paragraph when WordPerfect needs to reduce the offset measurement. 
For example, if you enter 1" for this option, graphics boxes can move up to 1" 
from the top of the paragraph before being bumped to the next page.

If you want to have the offset measurement honored regardless of how close the 
text is to the bottom of the page, set the minimum offset to a large value (e.g.,
11" on an 11" long page).

Outside Border Space
The measurements in this option refer to the amount of space you want between 
each border of your box and the text outside your box. Select this option (2), 
then enter a setting for each border or press Enter to leave a setting as it is and 
continue on to the next border setting.

If the box is aligned with any setting (left margin, right margin, etc.), the outside 
border space on that side of the box is ignored.

Position of Caption
This option (7) lets you set the position of the caption Below (1) or Above (2) 
the box, and Outside (1) or Inside (2) the border.

For Equation boxes, this option lets you position the caption Below (1) or Above 
(2) the equation, or on the Left (3) or Right (4) side of the equation. All these 
options are inside the Equation box.
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captions. Select either option, then select a numbering style from the menu 
di~played. 

Although Off is displayed as an option for both numbering methods, you cannot 
select it for the first level. For information on printing captions without first 
level caption numbers, see Caption Number Style above. 

Letters or Roman numerals are shown in uppercase when used for first level 
numbering and lowercase when used for second level numbering. For example, 
if you are writing a book with several illustrations in each chapter, and your 
second level numbering method is Letters, the illustrations could be numbered 
I .a, l .b, l .c, etc. for chapter 1; 2.a, 2.b, 2.c, etc. for chapter 2, and so on. 

Minimum Offset from Paragraph 
When you position a paragraph type graphics box a specific distance (offset) 
from the top of the current paragraph (see Graphics, Define a Box in Reference), 
the offset you specify is honored unless the paragraph is too close to the bottom 
edge of the page for the box to fit. If this is the case, the offset measurement is 
reduced to try to keep the text and box together on the same page. If the offset 
cannot be reduced enough to fit the box on the page, the box is bumped to the 
top of the next page (or column). 

The Minimum Offset option (8) lets you specify how far the box can move up 
into the paragraph when WordPerfect needs to reduce the offset measurement. 
For example, if you enter I" for this option, graphics boxes can move up to I" 
from the top of the paragraph before being bumped to the next page. 

If you want to have the offset measurement honored regardless of how close the 
text is to the bottom of the page, set the minimum offset to a large value (e.g., 
I I" on an 11" long page). 

Outside Border Space 
The measurements in this option refer to the amount of space you want between 
each border of your box and the text outside your box. Select this option (2), 
then enter a setting for each border or press Enter to leave a setting as it is and 
continue on to the next border setting. 

If the box is aligned with any setting (left margin, right margin, etc.), the outside 
border space on that side of the box is ignored. 

Position of Caption 
This option (7) lets you set the position of the caption Below (l) or Above (2) 
the box, and Outside (I) or Inside (2) the border. 

For Equation boxes, this option lets you position the caption Below ( I) or Above 
(2) the equation, or on the Left (3) or Right (4) side of the equation. All these 
options are inside the Equation box. 
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If you select Left or Right and the equation is too wide for the caption to fit 
inside the box, the caption will be placed below the equation.

See Also: Graphics, Create; Graphics, Define a Box; Graphics, Edit

Graphics Screen Type

Since WordPerfect can run on several different types of display cards with 
several different types of monitors, it needs to know the type of display card and 
monitor you have. It needs to know because the method for displaying graphics 
and text on the screen differs from display card to display card and monitor to 
monitor.

A graphics driver is one of the files WordPerfect uses to communicate with a 
display card and monitor. This file, which ends with a .VRS (video resource 
file) extension, is used to display images in graphics screens such as the 
Graphics Editor, the Equation Editor, and the View Document screen.

If you are having trouble displaying images in any of these screens, it could be 
that the correct graphics driver isn’t selected.

WordPerfect uses a feature called Graphics Screen Type to select the correct 
graphics driver. When you enter a graphics screen, WordPerfect attempts to 
automatically select the correct graphics driver for your system (unless you have 
selected one manually).

The list of graphics drivers WordPerfect searches is a list of the most common 
graphics drivers. These drivers reside in the STANDARD.VRS file which is 
installed with the WordPerfect program files and should reside in the directory 
where WP.EXE is located.

If your driver is not on the list or if you have a special situation (e.g., two 
monitors run by the same computer), you will need to select the driver that is 
designed for that monitor or situation.

To do so,

1 Press Setup (Shift-Fl).

r fl Select Setup from the File menu.

2 Select Display (2), then select Graphics Screen Type (2).

3 Move the cursor to the type of display card and/or monitor you have, then 
choose Select (1).

I f you don't know the type o f display card and monitor you have, consult the 
documentation that accompanied them or ask the person who installed them.
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If you select Left or Right and the equation is too wide for the caption to fit 
inside the box, the caption will be placed below the equation. 

See Also: Graphics, Create; Graphics, Define a Box; Graphics. Edit 
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Since WordPerfect can run on several different types of display cards with 
several different types of monitors, it needs to know the type of display card and 
monitor you have. It needs to know because the method for displaying graphics 
and text on the screen differs from display card to display card and monitor to 
monitor. 

A graphics driver is one of the files WordPerfect uses to communicate with a 
display card and monitor. This file, which ends with a . YRS (video resource 
file) extension, is used to display images in graphics screens such as the 
Graphics Editor, the Equation Editor, and the View Document screen. 

If you are having trouble displaying images in any of these screens, it could be 
that the correct graphics driver isn't selected. 

WordPerfect uses a feature called Graphics Screen Type to select the correct 
graphics driver. When you enter a graphics screen, WordPerfect attempts to 
automatically select the correct graphics driver for your system (unless you have 
selected one manually). 

The list of graphics drivers WordPerfect searches is a list of the most common 
graphics drivers. These drivers reside in the STANDARD.YRS file which is 
installed with the WordPerfect program files and should reside in the directory 
where WP.EXE is located. 

If your driver is not on the list or if you have a special situation (e .g., two 
monitors run by the same computer), you will need to select the driver that is 
designed for that monitor or situation. 

To do so, 

1 Press Setup (Shift-Fl). 

rB Select Setup from the File menu. 

2 Select Display (2), then select Graphics Screen Type (2). 

3 Move the cursor to the type of display card and/or monitor you have, then 
choose Select ( 1 ). 

If vou don't know the type of display card and monitor you have, consult the 
documentation that accompanied them or ask the person who installed them. 



Notes

4 Move the cursor to your specific display card and/or monitor, then choose 
Select (1).

5 Press Exit (F7) until you return to the normal editing screen.

This setting is stored in the WP{WP}.SET file and remains in effect each time 
you start WordPerfect.

Auto-Select
WordPerfect initially selects your graphics driver automatically. If you selected 
one yourself, but now wish to have WordPerfect select one automatically, go to 
the Setup: Graphic Screen Driver menu (Shift-F 1,2,2), then choose Auto-Select 
( 2).

WordPerfect makes a “best guess" at the type of display card and monitor you 
have.

Card or Monitor Not Shown
If your display card or monitor is not shown on either of the selection menus, 
then the information for that monitor is not located in the directory where 
WP.EXE resides.

If you have files ending with a .VRS extension in a directory other than where 
WP.EXE resides, make sure you are in the Setup: Graphic Screen Driver menu 
(Shift-Fl,2,2), then select Other Disk (3). After you do so, enter the pathname 
to where your .VRS files are kept. WordPerfect will display those files on the 
Setup: Graphic Screen Driver menu.

If you do not have .VRS files in any directory other than the directory where 
WP.EXE is located and your display card or monitor is not shown on either of 
the selection menus, send the name of your display card and monitor, a brief 
description of the problem you are having, your return address, and your phone 
number to:

Graphics/Text Driver
Attn: WordPerfect Corporation Information Services 
1555 N. Technology Way 
Orem, UT 84057

At WordPerfect Corporation we are constantly updating our software and there is 
a chance that we may have created a driver for your display card. In the 
meantime, consult your display card and monitor manufacturers for a suitable 
emulation and select that emulation from the list.

Graphic Driver Not Selected
If you get this error message in any of the graphics screens, it is because 
WordPerfect cannot find your graphics driver or the incorrect driver is selected.
If this is the case, follow the numbered steps at the beginning of this reference 
section and select the appropriate driver.
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4 Move the cursor to your specific display card and/or monitor, then choose 
Select ( 1 ). 

5 Press Exit (F 7) until you return to the normal editing screen. 

This setting is stored in the WP{ WP} .SET file and remains in effect each time 
you start WordPerfect. 

Auto-Select 
WordPerfect initially selects your graphics driver automatically. If you selected 
one yourself, but now wish to have WordPerfect select one automatically, go to 
the Setup: Graphic Screen Driver menu (Shift-F 1,2,2), then choose Auto-Select 
(2) . 

WordPerfect makes a "best guess" at the type of display card and monitor you 
have. 

Card or Monitor Not Shown 
If your display card or monitor is not shown on either of the selection menus, 
then the information for that monitor is not located in the directory where 
WP.EXE resides. 

If you have files ending with a .YRS extension in a directory other than where 
WP.EXE resides, make sure you are in the Setup: Graphic Screen Driver menu 
(Shift-FI.2,2). then select Other Disk (3). After you do so, enter the pathname 
to where your .YRS files are kept. WordPerfect will display those files on the 
Setup: Graphic Screen Driver menu . 

If you do not have .YRS files in any directory other than the directory where 
WP.EXE is located and your display card or monitor is not shown on either of 
the selection menus . send the name of your display card and monitor, a brief 
description of the problem you are having, your return address, and your phone 
number to: 

Graphics/Text Driver 
Attn: WordPerfect Corporation Information Services 
1555 N. Technology Way 
Orem, UT 84057 

At WordPerfect Corporation we are constantly updating our software and there is 
a chance that we may have created a driver for your display card. In the 
meantime. consult your display card and monitor manufacturers for a suitable 
emulation and select that emulation from the list. 

Graphic Driver Not Selected 
If you get this error message in any of the graphics screens, it is because 
WordPerfect cannot find your graphics driver or the incorrect driver is selected. 
If this is the case, follow the numbered steps at the beginning of this reference 
section and select the appropriate driver. 
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If you still get the message, try using the Auto-Select option (see Auto-Select 
above).

Name Search
The Name Search option on the Setup: Graphic Screen Driver menu 
(Shift-Fl,2,2) helps you easily move the cursor to the name of your display card 
or monitor. To use the option, select Name Search (n), then begin typing the 
name of your display card or monitor. As you type letters, the cursor moves to 
the first name on the list that matches those letters. Press Enter or an arrow key 
to exit Name Search.

Other Disk
The Other Disk option is used in case your display card or monitor is not 
displayed on the Setup: Graphic Screen Driver menu. For more information, see 
Card or Monitor Not Shown above.

STANDARD.VRS
STANDARD.VRS is a special graphics and text driver that comes with 
WordPerfect, and it contains information for most common display cards and 
monitors. This driver should reside in the directory where WP.EXE is located.

Text Screen Type
The Text Screen Type option is used to select a text driver. Text drivers also 
end with a .VRS extension (and, in fact, can be contained in the same .VRS file 
as graphics drivers), but they are different from graphics drivers in that they 
determine display in text (non-graphics) screens.
Among other things, text drivers let WordPerfect use extended text modes (more 
lines and columns on a screen) and text fonts that are available on many of the 
newer display cards and monitors. If you have a display card that is capable of 
these operations or are having trouble displaying text on the screen, see Text 
Screen Type in Reference.

Wrong Driver
You must have the monitor and card for the graphics screen type you select. If 
you don’t, WordPerfect may not be able to display graphics screens properly.

See Also: Display Setup; Text Screen Type
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If you still get the message, try using the Auto-Select option (see Auto-Select 
above). 

Name Search 
The Name Search option on the Setup: Graphic Screen Driver menu 
(Shift-Fl ,2,2) helps you easily move the cursor to the name of your display card 
or monitor. To use the option, select Name Search (n), then begin typing the 
name of your display card or monitor. As you type letters, the cursor moves to 
the first name on the list that matches those letters . Press Enter or an arrow key 
to exit Name Search. 

Other Disk 
The Other Disk option is used in case your display card or monitor is not 
displayed on the Setup: Graphic Screen Driver menu. For more information, see 
Card or Monitor Not Shown above. 

STANDARD. YRS 
STANDARD.YRS is a special graphics and text driver that comes with 
WordPerfect, and it contains information for most common display cards and 
monitors. This driver should reside in the directory where WP.EXE is located. 

Text Screen Type 
The Text Screen Type option is used to select a text driver. Text drivers also 
end with a . YRS extension (and, in fact, can be contained in the same . YRS file 
as graphics drivers), but they are different from graphics drivers in that they 
determine display in text (non-graphics) screens. 

Among other things, text drivers let WordPerfect use extended text moues (more 

lines and columns on a screen) and text fonts that are available on many of the 
newer display cards and monitors. If you have a display card that is capable of 
these operations or are having trouble displaying text on the screen. see Text 
Screen Type in Reference. 

Wrong Driver 
You must have the monitor and card for the graphics screen type you select. If 
you don't, WordPerfect may not be able to display graphics screens properly. 

See Also: Display Setup; Text Screen Type 



H Hard Space

A hard space holds the words on each side of it together on one line.

For example, you can use a hard space to keep dates (e.g., January 21, 1990) or 
names (e.g., John Paul Jones, Jr.) from being split by a soft return.

To insert a hard space,

1 Press Hard Space (Home,Space Bar).

Notes Codes
Pressing Hard Space (Home,Space Bar) inserts a Hard Space code [ ]. You can 
use Reveal Codes (Alt-F3) to display the Hard Space code on the screen.

Deleting a Hard Space
A hard space can be deleted either in the normal editing screen or in Reveal 
Codes (Alt-F3). You are not asked to confirm the deletion.

Hyphenation
WordPerfect considers the words joined by hard spaces as one word. 
Consequently, when Hyphenation is on, WordPerfect may ask if you want to 
hyphenate the combined words. You can then press Cancel (FI) to wrap the 
combined words to the next line (see Hyphenation in Reference).

See Also: Hyphenation

Headers and Footers

Often you may want certain things to appear on every page of a document. For 
example, you might want to put a chapter title, a date, or the company name at 
the top or bottom of each page (or on certain pages).
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A hard space holds the words on each side of it together on one line. 

For example, you can use a hard space to keep dates (e.g., January 21, 1990) or 
names (e.g., John Paul Jones, Jr.) from being split by a soft return. 

To insert a hard space, 

1 Press Hard Space (Home,Space Bar). 

Codes 
Pressing Hard Space (Home,Space Bar) inserts a Hard Space code [ ]. You can 
use Reveal Codes (Alt-F3) to display the Hard Space code on the screen. 

Deleting a Hard Space 
A hard space can be deleted either in the normal editing screen or in Reveal 
Codes (Alt-F3) . You are not asked to confirm the deletion. 

Hyphenation 
WordPerfect considers the words joined by hard spaces as one word. 
Consequently, when Hyphenation is on, WordPerfect may ask if you want to 
hyphenate the combined words. You can then press Cancel (FI) to wrap the 
combined words to the next line (see Hyphenation in Reference) . 

See Also: Hyphenation 

Headers and Footers 

Often you may want certain things to appear on every page of a document. For 
example, you might want to put a chapter title, a date, or the company name at 
the top or bottom of each page (or on certain pages). 
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Such repeated items are called headers when they appear at the top of a page, 
and footers when they appear at the bottom.

HEADER

FOOtER

In WordPerfect, you only need to create a header or footer once. You can then
have WordPerfect place it on the pages you want.

To create a header or footer,

1 Move the cursor to the top of the first page on which you want the header or 
footer.

2 Press Format (Shift-F8), then select Page (2).

Select Page from the Layout menu.

3 Select Headers (3) or Footers (4).

4 Select a (1) or b (2) to create the first or second header or footer (see 
Number o f Headers/Footers Allowed below).

5 Select Every Page (2), Odd Pages (3), or Even Pages (4) (see Placement 
Options below).

6 Type the text of the header or footer (see Creating a Header or Footer 
below).

7 Press Exit (F7) twice to return to your document.

Notes Adding and Deleting Headers and Footers
You can add new headers and footers anywhere in a document by following the 
above steps.
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A HEADER 
~ FOOTER 

Notes 
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Such repeated items are called headers when they appear at the top of a page, 
and footers when they appear at the bottom. 
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In WordPerfect, you only need to create a header or footer once. You can then 
have WordPerfect place it on the pages you want. 

To create a header or footer. 

1 Move the cursor to the top of the first page on which you want the header or 
footer. 

2 Press Format (Shift-F8). then select Page (2). 

Select Paf?e from the Layout menu. 

3 Select Headers (3) or Footers ( 4 ). 

4 Select a (I) or b (2) to create the first or second header or footer (see 
Number of Headers/Footers Allowed below). 

5 Select Every Page (2), Odd Pages (3), or Even Pages ( 4) (see Placement 
Options below). 

6 Type the text of the header or footer (see Creating a Header or Footer 
below). 

7 Press Exit (F7) twice to return to your document. 

Adding and Deleting Headers and Footers 
You can add new headers and footers anywhere in a document by following the 
above steps. 



You can delete an existing header or footer by deleting the code for it (see 
Codes below). When you attempt to delete a header or footer code in the 
normal editing screen using Delete (Del) or Backspace, you are asked to confirm 
the deletion. When you use any other deletion feature, any headers or footers 
within the deleted text are automatically deleted (see Delete Text in Reference).

If you accidentally delete a header or footer, you can use Cancel (FI) to restore 
it, just as you would restore any other deletion (see Cancel in Reference).

Codes
Creating a header or footer inserts a code into your document. The format for 
the code is [header/footer letter:location,text] where header/footer letter is the 
letter of that header or footer (e.g., Header A or Footer A), location is the 
placement of that header or footer (e.g., every page or odd pages), and text is the 
text of the header or footer, up to the first fifty characters. If a header or footer 
contains more than fifty characters, three dots appear at the end of the header or 
footer text (e.g., . . .). You can view a Header or Footer code in Reveal Codes 
(AU-F3).

Header and Footer codes only affect the text in your document from the point 
where they are inserted forward. Consequently, if you want a header to start on 
a certain page, you must define it at the very top of that page (i.e., before any 
characters). Usually, it’s also a good practice to place Footer codes at the top of 
the first page on which you want the footer to appear.

If you like, you can place headers and footers at the very beginning of your 
document, then use Suppress on the Page Format menu (Shift-F8,2,8) to keep 
them from appearing on the pages where you do not want them. For example, 
when the first page of your document is a title page, you can still place the 
header or footer at the beginning of page 1 and then suppress it on page 1 so 
that it won’t start appearing until page 2 (see Suppress Page Format in 
Reference).

If a Header code is not on the first page of your document, it may move from 
the top of the page as you add or delete text. As a result, it may not be printed 
until the following page. If a header code is located on a page other than the 
first page of a document, you will want to make sure the Header code remains at 
the top of that page as you edit the document.

Creating a Header or Footer
Once you have selected the header/footer number and placement options, you are 
placed in a special editing screen. The letter for the header or footer you are
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You can delete an existing header or footer by deleting the code for it (see 
Codes below). When you attempt to delete a header or footer code in the 
normal editing screen using Delete (Del) or Backspace, you are asked to confirm 
the deletion. When you use any other deletion feature. any headers or footers 
within the deleted text are automatically deleted (see Delete Text in Reference). 

If you accidentally delete a header or footer, you can use Cancel (F l) to restore 
it, just as you would restore any other deletion (see Cancel in Reference) . 

Codes 
Creating a header or footer inserts a code into your document. The format for 
the code is [header/footer le//er:location,text] where header/footer leuer is the 
letter of that header or footer (e.g., Header A or Footer A) , location is the 
placement of that header or footer (e.g., every page or odd pages), and text is the 
text of the header or footer, up to the first fifty characters. If a header or footer 
contains more than fifty characters, three dots appear at the end of the header or 
footer text (e.g., .. . ). You can view a Header or Footer code in Reveal Codes 
(Alt-F3). 

Header and Footer codes only affect the text in your document from the point 
where they are inserted forward. Consequently, if you want a header to start on 
a certain page, you must define it at the very top of that page (i.e., before any 
characters). Usually, it's also a good practice to place Footer codes at the top of 
the first page on which you want the footer to appear. 

If you like, you can place headers and footers at the very beginning of your 
document, then use Suppress on the Page Format menu (Shift-F8,2,8) to keep 
them from appearing on the pages where you do not want them. For example, 
when the first page of your document is a title page, you can still place the 
header or footer at the beginning of page I and then suppress it on page I so 
that it won't start appearing until page 2 (see Suppress Page Format in 
Reference). 

If a Header code is not on the first page of your document, it may move from 
the top of the page as you add or delete text. As a result, it may not be printed 
until the following page. If a header code is located on a page other than the 
first page of a document, you will want to make sure the Header code remains at 
the top of that page as you edit the document. 

Creating a Header or Footer 
Once you have selected the header/footer number and placement options, you are 
placed in a special editing screen. The letter for the header or footer you are 
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creating appears on the left end of the status line (e.g., Header A for first, 
Header B for second).

HEADER
FOOTER

ft' Press E*it when done Ln 1" POS 1"
A

r o * Press E»it when done Ln 1" Pos 1"
A

Enter text as you normally would, using the WordPerfect editing features (e.g., 
Bold, Underline, Center, Tab, Flush Right, etc.). Use Move, Block, and Cancel 
to move, delete, and restore text within the header or footer. You can also use 
the Speller, the Thesaurus, and the Date feature. If you do not want to use the 
current margin settings of your document, you can use Line Format 
(Shift-F8,l,7) to set new left and right margins for your header or footer.

A single header or footer can contain up to one page of text, as defined by the 
format of the current document (e.g., top and bottom margins, font size). Unless 
a Base Font code exists in the header or footer, it is printed in the font that is the 
base font at the point where the Header or Footer code is located (see Codes 
above and Font in Reference).

You can also use Move (Ctrl-F4) to move text from your document into a header 
or footer and back again (see Move in Reference).

Remember to press Exit (F7) twice when you have finished typing the text to 
save the header or footer and return to your document. Be sure to press Exit 
(F7) and not Enter or Cancel (FI). Pressing Enter will only add an extra line of 
space to the header or footer.

If you forget to exit the Header and Footer Editing screen, you may wind up 
typing more than a page of information into this screen by mistake. If you 
exceed the page limit, an error message is displayed and the cursor is placed at 
the end of the header or footer when you try to exit the screen. You can then 
use Block (Alt-F4) and Move (Ctrl-F4) to block the unwanted text and move it 
back into your document (see Block and Move in Reference).
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creating appears on the left end of the status line (e.g., Header A for first, 
Header B for second). 
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Enter text as you normally would, using the WordPerfect editing features (e.g., 
Bold, Underline, Center. Tab. Flush Right. etc .). Use Move, Block, and Cancel 
to move. delete, and restore text within the header or footer. You can also use 
the Speller, the Thesaurus, and the Date feature. If you do not want to use the 
current margin settings of your document, you can use Line Format 
(Shift-F8, I, 7) to set new left and right margins for your header or footer. 

A single header or footer can contain up to one page of text, as defined by the 
format of the current document (e.g., top and bottom margin~, font size). Unless 
a Base Font code exists in the header or footer, it is printed in the font that is the 
base font at the point where the Header or Footer code is located (see Codes 
above and Fo/lt in Reference). 

You can also use Move (Ctrl-F4) to move text from your document into a header 
or footer and back again (see Move in Reference) . 

Remember to press Exit (F7) twice when you have finished typing the text to 
save the header or footer and return to your document. Be sure to press Exit 
(F7) and not Enter or Cancel (Fl ). Pressing Enter will only add an extra line of 
space to the header or footer. 

If you forget to exit the Header and Footer Editing screen, you may wind up 
typing more than a page of information into this screen by mistake. If you 
exceed the page limit, an error message is displayed and the cursor is placed at 
the end of the header or footer when you try to exit the screen. You can then 
use Block (Alt-F4) and Move (Ctrl-F4) to block the unwanted text and move it 
back into your document (see Block and Move in Reference). 



Editing an Existing Header or Footer
When you tell WordPerfect you want to edit a header or footer, WordPerfect 
searches backward in your document for the first Header or Footer code it can 
find. If it does not find one, it then searches forward. Consequently, before 
starting to edit a header or footer, it is a good idea to place the cursor 
immediately after the header or footer that you want to edit.

To edit an existing header or footer, press Format (Shift-F8), select Page (2), 
select Headers (3) or Footers (4), select A or B. then select Edit (5). 
WordPerfect searches for the header or footer as explained above. It then 
displays an editing screen with the current text for the first header or footer that 
it finds. Edit it, then press Exit (F7) twice to save your changes and return to 
your document.

If you have several different headers and footers in one document, you can 
search for a specific one by pressing a Search key and then pressing the Format 
keystrokes necessary to insert that Header or Footer code into a search string 
(see Search in Reference). Once you have used Search to find the header or 
footer you want, you can then use the steps given in the above paragraph to 
display and edit it.

Editing an existing header or footer changes that header or footer wherever it 
appears in a document. For example, if you want Header A to be in one format 
on pages 1 through 5 of your document, and then change format beginning on 
page 5, you cannot just edit Header A on page 5. You need to redefine a new 
Header A on that page (see Number o f Headers/Footers Allowed below).

Number of Headers/Footers Allowed
WordPerfect lets you define two different headers or footers on each page (e.g., 
A and B). However, there is actually no practical limit to the number of 
different headers and footers you can have in one document.

Each time you define a header or footer, the code that is placed in your 
document takes effect from that point forward, until you insert a new code for 
that same header or footer. While each new code does not affect any previous 
code, it does change the header or footer definition from that point on.

For example, you can define Footer A to be one kind of footer on pages 1 
through 7 of your document, then redefine it on page 8. The new definition will 
affect only the footers from page 8 forward.

Page Numbers
Normally, you will want to use the Page Numbering feature (Shift-F8,2,6) to 
have WordPerfect number the pages in a document for you. However, you can 
include page numbering within the text of a header or footer by pressing C t r l -b  
to insert a AB code into the text (see Page Numbering in Reference).

If you use both the Page Numbering feature, and the Headers and Footers 
features in the same document, the header or footer and page number may 
overlap. You can avoid this by inserting an extra blank line at the top of the
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Editing an Existing Header or Footer 
When you tell WordPerfect you want to edit a header or footer, WordPerfect 
searches backward in your document for the first Header or Footer code it can 
find. If it does not find one, it then searches forward. Consequently. before 
starting to edit a header or footer, it is a good idea to place the cursor 
immediately after the header or footer that you want to edit. 

To edit an existing header or footer, press Format (Shift-F8), select Page (2), 
select Headers (3) or Footers (4), select A or B. then select Edit (5). 
WordPerfect searches for the header or footer as explained above. It then 
displays an editing screen with the current text for the first header or footer that 
it finds. Edit it. then press Exit (F7) twice to save your changes and return to 
your document. 

If you have several different headers and footers in one document, you can 
search for a specific one by pressing a Search key and then pressing the Format 
keystrokes necessary to insert that Header or Footer code into a search string 
(see Search in Reference). Once you have used Search to find the header or 
footer you want, you can then use the steps given in the above paragraph to 
display and edit it. 

Editing an existing header or footer changes that header or footer wherever it 
appears in a document. For example, if you want Header A to be in one format 
on pages 1 through 5 of your document, and then change format beginning on 
page 5, you cannot just edit Header A on page 5. You need to redefine a new 
Header A on that page (see Number of Headers/footers Allowed below). 

Number of Headers/Footers Allowed 
WordPerfect lets you define two different headers or footers on each page (e.g., 
A and B). However, there is actually no practical limit to the number of 
different headers and footers you can have in one document. 

Each time you define a header or footer, the code that is placed in your 
document takes effect from that point forward, until you insert a new code for 
that same header or footer. While each new code does not affect any previous 
code, it does change the header or footer definition from that point on. 

For example, you can define Footer A to be one kind of footer on pages I 
through 7 of your document, then redefine it on page 8. The new definition will 
affect only the footers from page 8 forward. 

Page Numbers 
Normally, you will want to use the Page Numbering feature (Shift-F8,2,6) to 
have WordPerfect number the pages in a document for you. However, you can 
include page numbering within the text of a header or footer by pressing Ctrl-b 
to insert a "8 code into the text (see Page Numbering in Reference). 

If you use both the Page Numbering feature, and the Headers and Footers 
features in the same document, the header or footer and page number may 
overlap. You can avoid this by inserting an extra blank line at the top of the 
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header whenever you are going to use the Page Numbering feature at the top of 
the same document. In the same manner, insert an extra blank line at the end of 
the footer to leave space for the Page Numbering feature whenever you are going 
to use the Page Numbering feature at the bottom of the same document. If you 
use a single line header or footer with the Page Numbering feature, you can also 
avoid overlapping by leaving blank space in the header or footer where the page 
number will print.

Placement Options
Each time you create a header or footer, you can have it placed on every page, 
odd pages, or even pages. You can also discontinue existing headers and 
footers.

WordPerfect places the header or footer on the pages you select, and inserts a 
blank space (usually .33") between the header or footer and the existing text on 
the page. WordPerfect considers the header or footer to be part of the text and 
not part of the top or bottom margin of a page. A header or footer is never 
printed in the top or bottom margin. If you are using headers and footers and 
find that you need more space on a page, use Margins, Top and Bottom in Page 
Format (Shift-F8,2,5) to change your top and bottom margins.

If you use two headers (or footers) on the same page, be sure that one is flush 
right or printed on a different line. Otherwise, one may print on top of the other. 
For example. Header A will print on top of Header B; Footer A will print on top 
of Footer B, etc. If you need to add some space between two headers or two 
footers that will be printed on the same page, place one or more hard returns 
between them. You must add these hard returns in the Header or Footer Editing 
screen, not in the document itself.

Turning Off a Header or Footer
You can have a header or footer print on several pages, then discontinue it at a 
certain point in your document.

To discontinue an existing header or footer, press Format (Shift-F8), select Page 
(2), select Headers (3) or Footers (4), select A or B, then select Discontinue (1).

You can also use Suppress on the Page Format menu (Shift-F8,2,8) to suppress a 
header or footer on certain pages (see Suppress Page Format in Reference).

You should always place both Suppress and Discontinue codes at the top of the 
page.

See Also: Suppress Page Format
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header whenever you are going to use the Page Numbering feature at the top of 
the same document. In the same manner, insert an extra blank line at the end of 
the footer to leave space for the Page Numbering feature whenever you are going 
to use the Page Numbering feature at the bottom of the same document. If you 
use a single line header or footer with the Page Numbering feature, you can also 
avoid overlapping by leaving blank space in the header or footer where the page 
number will print. 

Placement Options 
Each time you create a header or footer, you can have it placed on every page, 
odd pages, or even pages. You can also discontinue existing headers and 
footers. 

WordPerfect places the header or footer on the pages you select, and inserts a 
blank space (usually .33") between the header or footer and the existing text on 
the page. WordPerfect considers the header or footer to be part of the text and 
not part of the top or bottom margin of a page. A header or footer is never 
printed in the top or bottom margin. If you are using headers and footers and 
find that you need more space on a page, use Margins, Top and Bottom in Page 
Format (Shift-F8,2,5) to change your top and bottom margins. 

If you use two headers (or footers) on the same page, be sure that one is flush 
right or printed on a different line. Otherwise, one may print on top of the other. 
For example. Header A will print on top of Header B; Footer A will print on top 
of Footer B. etc. If you need to add some space between two headers or two 
footers that will be printed on the same page, place one or more hard returns 
between them. You must add these hard returns in the Header or Footer Editing 
screen, not in the document itself. 

Turning Off a Header or Footer 
You can have a header or footer print on several pages, then discontinue it at a 
certain point in your document. 

To discontinue an existing header or footer, press Format (Shift-F8), select Page 
(2), select Headers (3) or Footers (4), select A or B, then select Discontinue ( 1 ). 

You can also use Suppress on the Page Format menu (Shift-F8,2,8) to suppress a 
header or footer on certain pages (see Suppress Page Format in Reference) . 

You should always place both Suppress and Discontinue codes at the top of the 
page. 

See Also: Suppress Page Format 



Help

Notes

Help lets you quickly learn more about WordPerfect without having to turn to 
the manual. You can use Help to find out what WordPerfect keystrokes do by 
pressing them.

Of course, the on-screen information Help provides is often condensed. While 
using Help, if you feel you need more detailed information about a feature, you 
can always refer to the manual.

Use Help (F3) to display any of the following on your screen:

• An alphabetical listing of WordPerfect features and their keystrokes.

• Descriptions of WordPerfect features and menu options.

• Information about the current feature you are using.

• A template listing the keystrokes and names of the WordPerfect function 
keys.

To display on-screen Help while using WordPerfect,

1 Press Help (F3).

F B I Select H elp (see M ouse below).

The type of information displayed depends upon what you are currently doing in 
WordPerfect (see Context-Sensitive Help and Normal Editing Screen below).

2 Press Enter or the Space Bar to return to the previous screen or menu.

Alternate Keyboard
The Alternate Keyboard option (Shift-Fl,3,9) lets you assign Help to FI. For 
more information, see Alternate Keyboard under Environment Setup in 
Reference.

Context-Sensitive Help
WordPerfect offers you context-sensitive help. That means that while you are 
using a certain feature, you can press Help (F3) to learn more about it.

For example, suppose you have pressed Format (Shift-F8) and displayed the 
Format menu on-screen, but you are not certain which option you need to select. 
You can press Help (F3) to display a screen which briefly describes the 
available options.

Keep in mind that some of the help screens appear very similar to the actual 
menus they describe. If you need to be sure you are in a help screen, look for 
the “Press ENTER to Exit Help” prompt which appears at the lower right corner 
of the status line on every help screen.

Context-sensitive help also w orks in pull-dow n menus. When you press Help (F3), a 
menu o f  information fo r  the h ighlighted item appears.
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Help 

Notes 

Help lets you quickly learn more about WordPerfect without having to turn to 
the manual. You can use Help to find out what WordPerfect keystrokes do by 
pressing them. 

Of course. the on-screen information Help provides is often condensed. While 
using Help. if you feel you need more detailed information about a feature, you 
can always refer to the manual. 

Use Help (F3) to display any of the following on your screen: 

• An alphabetical listing of WordPerfect features and their keystrokes. 

• Descriptions of WordPerfect features and menu options. 

• Information about the current feature you are using. 

• A template listing the keystrokes and names of the WordPerfect function 
keys. 

To display on-screen Help while using WordPerfect, 

1 Press Help ( F3 ). 

[B Select Help ( see Mouse below). 

The type of information displayed depends upon what you are currently doing in 
WordPerfect (see Context-Sensitil'e Help and Normal Editi118 Screen below ). 

2 Press Enter or the Space Bar to return to the previous screen or menu. 

Alternate Keyboard 
The Alternate Keyboard option (Shift-Fl,3.9) lets you assign Help to Fl. For 
more information, see Alternate Keyboard under Environment Sett1p in 
Reference. 

Context-Sensitive Help 
WordPerfect offers you context-sensitive help. That means that while you are 
using a certain feature. you can press Help (F3) to learn more about it. 

For example, suppose you have pressed Format (Shift-F8) and displayed the 
Format menu on-screen. but you are not certain which option you need to select. 
You can press Help (F3) to display a screen which briefly describes the 
available options. 

Keep in mind that some of the help screens appear very similar to the actual 
menus they describe. If you need to be sure you are in a help screen, look for 
the "Press ENTER to Exit Help" prompt which appears at the lower right corner 
of the status line on every help screen. 

Context-sensitive help also works in pull-down menus. When you press Help ( F3 ), a 
menu of information for the highlighted item appears. 
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A  VERSION NUMBER 
AND DATE

A LICENSE NUMBER
A KEYSTROKE 

INSTRUCTIONS

Help File
The information necessary to display on-screen Help is contained in the file 
WPHELP.FIL which is provided with WordPerfect. When you install 
WordPerfect, you are asked if you want to use Help. If you type y, the Help file 
is correctly installed for you.

If you did not install Help when you installed WordPerfect but you do want to 
use it, you can run the Installation Program and answer Yes when you are asked 
if you want to install the Help files.

Mouse
Using the mouse to select Help from the pull-down menu bar displays the pull­
down menu options for the Help feature. You can then select Help to display 
the main Help menu. Index to display an alphabetical listing of WordPerfect 
features, or Template to display an on-screen template.

While using Help, you can exit the Help feature at any time by clicking the right 
mouse button.

Normal Editing Screen
Pressing Help (F3) from the normal editing screen displays the main Help menu. 

Y  VHelp License « WP9991234567 WP 5.1 U9/G1/89

Press any letter to get an alphabetical list of features.

The list will include the features that start with that letter.
. along with the name of the key where the feature is found. You 

can then press that key to get a description of how the feature

Press any function key to get information about the use of the key.

Some keys may let you choose from a menu to get more information 
about various options. Press HELP again to display the template.

Selection: 0 (Press ENTER to exit Help)

At the upper right corner of the main Help menu, the version number of the 
WordPerfect program that you are using is listed, along with the date when that 
version was issued. If you are running WordPerfect on a network, your three- 
letter file ID will also appear in the upper right corner of the menu.

The first time you start WordPerfect you are asked to enter your license number. 
Thereafter, the number you have entered is displayed in the main Help screen so 
that you can refer to it whenever you need it, such as each time you call 
Customer Support.

The text on the main Help menu tells you how to use the Help feature.
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Help File 
The information necessary to display on-screen Help is contained in the file 
WPHELP.FIL wh ich is provided with WordPerfect . When you install 
WordPerfect, you are asked if you want to use Help. If you type y. the Help file 
is correctly installed for you. 

If you did not install Help when you installed WordPerfect but you do want to 
use it, you can run the Installation Program and answer Yes when you are asked 
if you want to install the Help files. 

Mouse 
Using the mouse to select Help from the pull-down menu bar displays the pull­
down menu options for the Help feature . You can then select Help to display 
the main Help menu. Index to display an alphabetical listing of WordPerfect 
features, or Template to display an on-screen template. 

While using Help, you can exit the Help feature at any time by clicking the right 
mouse button . 

Normal Editing Screen 
Pressing Help (F3) from the normal editing screen displays the main Help menu. 

V V 
license I WP 9Q9 l2~4567 WP 5. l U9 /01/ B9 

Press any letter t o ge t a n alphabetical li s t of featu ("e9 . 

The list will include t.he h,aturar; t.h""t s t. a r t with thnt. letter. 
elon'il w1th the name of the k ey where t he feature is found. You 
can then press, th"t. loey to get ll Clescr i.pt:ion ot how the feature 

Pre ss any f unction key to get infori:nat ion a bou t the use of the key. 

Some keys ,n;,y let you chnog1,1 from a men1.1 to get more in format ion 
about various opt1ons. Press HEL P again to display the template. 

Selec t i on: a (Pres.51 ENT£R to e .. 11: Help) 

At the upper right corner of the main Help menu, the version number of the 
WordPerfect program that you are using is listed, along with the date when that 
version was issued. If you are running WordPerfect on a network, your three­
letter file ID will also appear in the upper right corner of the menu. 

The first time you start WordPerfect you are asked to enter your license number. 
Thereafter. the number you have entered is displayed in the main Help screen so 
that you can refer to it whenever you need it, such as each time you call 
Customer Support. 

The text on the main Help menu tells you how to use the Help feature. 



Whenever you are using Help, you can either display alphabetical lists of 
WordPerfect features or on-screen help about certain features.

If you are just browsing or you are not certain of the keystroke for the feature 
you want to learn about, you can press any letter of the alphabet to display a list 
of features that start with that letter. Each list includes features by keystroke, 
feature name, and keystroke name. You can then press a keystroke to learn 
more about any feature on the list.

For example, suppose you want to learn more about how to make letters 
uppercase or lowercase but you are not certain what that feature is called. You 
might type u for Uppercase from the main Help menu. The list of features that 
is then displayed tells you that the Uppercase/Lowercase feature is called Switch 
and that the keystroke for that feature is Shift-F3. You can then press Switch 
(Shift-F3) to display a screen filled with information about how to switch 
existing text back and forth from uppercase to lowercase.

On the other hand, if you already know the keystroke and you just want to learn 
more about how to use it, you can press the keystroke to display a screen filled 
with information. This works both for function keys and cursor movement keys.

For example, while using Help, you can press Switch (Shift-F3) to learn about 
Switch, Bold (F6) to learn about Bold, Setup (Shift-Fl) to learn about Setup, or 
Right Arrow (->) to learn about cursor movement.

Some WordPerfect features and their keystrokes are listed on your keyboard 
template. You can also display an on-screen template by pressing Help (F3) 
once again while in any Help screen. From the on-screen template, you can then 
press a feature keystroke to learn more about a feature.

See Also: Getting Started

H yphenation

Normally, when a word extends beyond the right margin setting, WordPerfect 
wraps the word to the next line on the page. If you want to hyphenate words at 
the right margin to improve the look of the printed page, you may do so with the 
WordPerfect Hyphenation feature. As you type text or scroll through existing 
text, WordPerfect will hyphenate where necessary.

When Hyphenation is on, WordPerfect looks at three things before deciding 
when and how to hyphenate: the hyphenation zone, the hyphenation dictionary, 
and the Hyphenation Prompt option. These options come preset to meet a 
variety of user needs, but if you would like to make changes to the way 
WordPerfect is hyphenating your document, see Hyphenation Zone, Hyphenation 
Dictionary, and Hyphenation Prompt below.
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Hyphenation 

Whenever you are using Help, you can either display alphabetical lists of 
WordPerfect features or on-screen help about certain features. 

If you are just browsing or you are not certain of the keystroke for the feature 
you want to learn about, you can press any letter of the alphabet to display a list 
of features that start with that letter. Each list includes features by keystroke, 
feature name, and keystroke name. You can then press a keystroke to learn 
more about any feature on the list. 

For example, suppose you want to learn more about how to make letters 
uppercase or lowercase but you are not certain what that feature is called. You 
might type u for Uppercase from the main Help menu. The list of features that 
is then displayed tells you that the Uppercase/Lowercase feature is called Switch 
and that the keystroke for that feature is Shift-F3. You can then press Switch 
(Shift-F3) to display a screen filled with information about how to switch 
existing text back and forth from uppercase to lowercase. 

On the other hand, if you already know the keystroke and you just want to learn 
more about how to use it, you can press the keystroke to display a screen filled 
with information. This works both for function keys and cursor movement keys. 

For example, while using Help. you can press Switch (Shift-F3) to learn about 
Switch, Bold (F6) to learn about Bold, Setup (Shift-FI) to learn about Setup, or 
Right Arrow (-)) to learn about cursor movement. 

Some WordPerfect features and their keystrokes are listed on your keyboard 
template. You can also display an on-screen template by pressing Help (F3J 
once again while in any Help screen. From the on-screen template, you can then 
press a feature keystroke to learn more about a feature. 

See Also: Getting Started 

Normally, when a word extends beyond the right margin setting, WordPerfect 
wraps the word to the next line on the page. If you want to hyphenate words at 
the right margin to improve the look of the printed page, you may do so with the 
WordPerfect Hyphenation feature. As you type text or scroll through existing 
text, WordPerfect will hyphenate where necessary. 

When Hyphenation is on, WordPerfect looks at three things before deciding 
when and how to hyphenate: the hyphenation zone, the hyphenation dictionary, 
and the Hyphenation Prompt option. These options come preset to meet a 
variety of user needs, but if you would like to make changes to the way 
WordPerfect is hyphenating your document, see Hyphenation Zone. H_vphenation 
Dictionary, and Hyphenation Prompt below. 
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To turn on Hyphenation,

1 Move the cursor to where you want to start hyphenation.

2 Press Format (Shift-F8), then select Line (l).

(13 Select Line from the Layout menu.

3 Select Hyphenation (1).

4 Type y to turn on Hyphenation.

5 Press Exit (F7) until you return to the normal editing screen.

If Hyphenation is on and you want to turn it off, follow the steps above but type 
n in step 4.

Canceling Hyphenation
If you want to cancel hyphenation for a word that has already been hyphenated, 
move to the first letter of the word, press Home, then type a slash (/). Next, 
move to the hyphen and delete it. If you want to cancel hyphenation for a word 
that is displayed at the “Position Hyphen; Press ESC" prompt, press Cancel 
(FI).

When you cancel hyphenation for a word, that word is wrapped to the next line.

You can search for the Cancel Hyphenation code by pressing Search (F2), then 
pressing Shift-F8,1,3.

Hyphenation Alternatives
There are characters that you can type from  the keyboard as well as codes that 
WordPerfect itself can enter in a document to handle long words or words that 
you need to keep together. These characters and codes are discussed below.

A Hyphen Character is the character that is placed in your document when you 
type a dash (-). Displayed and printed as a dash, the Hyphen Character tells 
WordPerfect where you want a word hyphenated when the word needs to be 
hyphenated (even if Hyphenation is off). If WordPerfect hyphenates the word at 
a Hyphen Character, it does not add a Soft Hyphen.

A Hard Hyphen is the character that is placed in your document when you press 
Home, then type a dash. Displayed and printed as a dash, the Hard Hyphen tells 
WordPerfect that a word should be treated as one word and should not 
necessarily be hyphenated at the dash. WordPerfect will follow regular 
hyphenation procedure (checking the dictionary, prompting for assistance if 
appropriate) if it needs to hyphenate the word.

A Soft Hyphen is a code (-) that is placed in your document when WordPerfect 
hyphenates a word or when you hold down Ctrl, then type a dash. This tells 
WordPerfect where a word should be hyphenated when it needs to be 
hyphenated. If the word does not need to be hyphenated, the Soft Hyphen code 
remains in the document but has no effect.
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To turn on Hyphenation, 

1 Move the cursor to where you want to start hyphenation. 

2 Press Format (Shift-FS), then select Line (I). 

ra Select Line from the Layout menu. 

3 Select Hyphenation ( I). 

4 Type y to turn on Hyphenation. 

5 Press Exit (F7 ) until you return to the normal editing screen. 

If Hyphenation is on and you want to turn it off, follow the steps above but type 
n in step 4. 

Canceling Hyphenation 
If you want to cancel hyphenation for a word that has already been hyphenated. 
move to the first letter of the word. press Home. then type a slash (/). Next. 
move to the hyphen and delete it. If you want to cancel hyphenation for a word 
that is displayed at the "Position Hyphen; Press ESC" prompt. press Cancel 
(Fl). 

When you cancel hyphenation for a word, that word is wrapped to the next line. 

You can search for the Cancel Hyphenation code by pressing Search ( F2), then 
pressing Shift-F8,l,3. 

Myphenation Alternatives 
There are characters that you can lypc from the keyhoard as well as codes that 
WordPerfect itself can enter in a document to handle long words or words 1ha1 

you need to keep together. These characters and codes are discussed below. 

A Hyphen Character is the character that is placed in your document when you 
type a dash (-) . Displayed and printed as a dash, the Hyphen Character tells 
WordPerfect where you want a word hyphenated when the word needs to be 
hyphenated (even if Hyphenation is off). If WordPerfect hyphenates the word at 
a Hyphen Character, it does not add a Soft Hyphen. 

A Hard Hyphen is the character that is placed in your document when you press 
Home, then type a dash. Displayed and printed as a dash. the Hard Hyphen tells 
WordPerfect that a word should be treated as one word and should not 
necessarily be hyphenated at the dash. WordPerfect will follow regular 
hyphenation procedure (checking the dictionary, prompting for assistance if 
appropriate) if it needs to hyphenate the word. 

A Soft Hyphen is a code (-) that is placed in your document when WordPerfect 
hyphenates a word or when you hold down Ctrl. then type a dash. This tells 
WordPerfect where a word should be hyphenated when it needs to be 
hyphenated. If the word does not need to be hyphenated, the Soft Hyphen code 
remains in the document but has no effect. 



An Invisible Soft Return is a code [ISRt] placed in your document when you 
press Home, then press Enter. It tells WordPerfect where a word should be 
broken when it needs to be hyphenated. In other words, it is like a Soft Hyphen 
except it doesn’t produce a hyphen; it simply breaks the word. It is especially 
useful for words separated by en dashes, em dashes, and slashes (e.g., 
Colors/[ISRt]Fonts/[ISRt]Attributes). If the word doesn't need to be hyphenated, 
the Invisible Soft Return remains in the document but has no effect.

A Deletable Soft Return is a code [DSRt] inserted by WordPerfect when 
WordPerfect needs to break a word that extends from left margin to right 
margin. A frequent sight in extremely narrow columns where Hyphenation is 
turned off, the Deletable Soft Return is deleted and the word it divides is pulled 
back together when the code is not at the end of a line or page.

Hyphenation Dictionary
When Hyphenation is on and a word needs to be hyphenated, WordPerfect looks 
at one of two dictionaries to determine where to hyphenate the word. One of the 
dictionaries is an internal dictionary that is built into WordPerfect. The other is 
an external dictionary which is contained in the WP{WP}US.LEX and 
WP{ WPJUS.HYC files.

The external dictionary is much larger than the internal dictionary. It contains 
more words and thus, gives WordPerfect more hyphenating alternatives than the 
internal dictionary, but it also takes up more disk space. You can choose which 
hyphenation dictionary WordPerfect will use.

To do so, go to the normal editing screen and press Setup (Shift-Fl). Then, 
select Environment (3) and select Hyphenation (6). Select External 
Dictionary /Rules (1) for the external dictionary or Internal Rules (2) for the 
internal dictionary. Next, press Exit (F7) until you return to the normal editing 
screen.

When you make your selection, that setting is stored in the WP{WP}.SET file 
and remains in effect each time you start WordPerfect.

Important: If you select External Dictionary/Rules, WP/WPjUS.LEX and 
WPfWPjUS.HYC must be installed and located in the thesaurus/spell/hyphenation 
directory. These files are installed when the Speller is installed, so if you chose not to 
install the Speller when you installed WordPerfect or have not subsequently done so, you 
must do so before you begin to hyphenate (see the Installation Instructions card).

If WordPerfect can’t find the WP{ WPJUS.LEX or WP{ WPJUS.HYC files and 
you have selected External Dictionary/Rules, it prompts you with a message on 
the status line that tells you which file it can’t find, then wraps the word to the 
next line.

More information on the thesaurus/spell/hyphenation directory can be found 
under Location o f Files in Reference.

HYPHENATION 2 7 9

An Invisible Soft Return is a code [ISRt] placed in your document when you 
press Home, then press Enter. It tells WordPerfect where a word should be 
broken when it needs to be hyphenated. In other words, it is like a Soft Hyphen 
except it doesn't produce a hyphen ; it simply breaks the word. It is especially 
useful for words separated by en dashes, em dashes, and slashes (e .g., 
Colors/[ISRt]Fonts/[ISRt]Attributes). If the word doesn't need to be hyphenated, 
the Invisible Soft Return remains in the document but has no effect. 

A Deletable Soft Return is a code [DSRtj inserted by WordPerfect when 
WordPerfect needs to break a word that extends from left margin to right 
margin . A frequent sight in extremely narrow columns where Hyphenation is 
turned off, the Deletable Soft Return is deleted and the word it divides is pulled 
back together when the code is not at the end of a line or page. 

Hyphenation Dictionary 
When Hyphenation is on and a word needs to be hyphenated, WordPerfect looks 
at one of two dictionaries to determine where to hyphenate the word. One of the 
dictionaries is an internal dictionary that is built into WordPerfect. The other is 
an external dictionary which is contained in the WP{ WP} US.LEX and 
WP{WP}US.HYC files. 

The external dictionary is much larger than the internal dictionary. It contains 
more words and thus, gives WordPerfect more hyphenating alternatives than the 
internal dictionary, but it also takes up more disk space. You can choose which 
hyphenation dictionary WordPerfect will use . 

To do so, go to the normal editing screen and press Setup (Shift-Fl). Then, 
select Environment (3) and select Hyphenation (6). Select External 
Dictionary/Rules (I) for the external dictionary or Internal Rules (2) for the 
internal dictionary. Next. press Exit (F7) until you return to the normal editing 
screen. 

When you make your selection, that setting is stored in the WP{WP} .SET file 
and remains in effect each time you start WordPerfect. 

Important: If you select External Dictionary/Rules, WP/WP/US.LEX and 
WP{WPJUS.HYC must be installed and located in the thesauruslspell/hvphenation 
directory. These files are installed when the Speller is installed, so if you chose not to 
install the Speller when you installed WordPerfect or have not subsequently done so, you 
must do so before you begin to hJphenate (see the Installation Instructions card). 

If WordPerfect can't find the WP{WP}US.LEX or WP{WP}US.HYC files and 
you have selected External Dictionary/Rules, it prompts you with a message on 
the status line that tells you which file it can't find, then wraps the word to the 
next line. 

More information on the thesaurus/spell/hyphenation directory can be found 
under Location of Files in Reference. 
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If you want to add words to or change the hyphenation criteria for words in the 
External Dictionary, you may do so with the Speller Utility. For more 
information, see Speller Utility in Reference.

Hyphenation Prompt
When WordPerfect is hyphenating, it may ask you for assistance. You can 
determine how often it will ask for assistance.

There are three Hyphenation Prompt options: Never, When Required, and 
Always. These options determine what WordPerfect will do when Hyphenation 
is on and a word needs to be hyphenated.

To set a prompt option, go to the normal editing screen and press Setup 
(Shift-Fl). Then, select Environment (3) and select Prompt for Hyphenation (7). 
Select an option from the bottom of the screen, then press Exit (F7) until you 
return to the normal editing screen.

Never (1) instructs WordPerfect to hyphenate the word according to the 
instructions in the hyphenation dictionary you chose (see Hyphenation Dictionary 
above). If the word doesn’t exist in the dictionary, WordPerfect will wrap the 
entire word to the next line.

When Required (2) instructs WordPerfect to hyphenate the word according to the 
instructions in the hyphenation dictionary you chose (see Hyphenation Dictionary 
above). If the word doesn’t exist in the dictionary, WordPerfect will prompt you 
with the “Position Hyphen; Press ESC” message (see Position Hyphen; Press 
ESC below). You will also be prompted for confirmation when more than one 
correct hyphenation can be made or if WordPerfect cannot determine a correct 
hyphenation for a word.

Always (3) instructs WordPerfect to stop at each word that needs to be 
hyphenated, then prompt you with the “Position Hyphen; Press ESC” message 
(see Position Hyphen; Press ESC below).

This setting is stored in the WP{WP).SET file and is in effect each time you 
start WordPerfect.

Hyphenation Zone
The hyphenation zone determines when a word needs to be hyphenated. It is a 
feature that establishes a region (“zone”) across which a word must be located if 
it is to be hyphenated. If the word is not located in that zone, it is either kept 
intact on the current line of text or wrapped to the next line.

If you want more or less hyphenation in your document, you may want to 
change the size of the hyphenation zone (see Hyphenation Zone in Reference).

Language
WordPerfect has created hyphenation/speller dictionaries in several different 
languages. When Hyphenation is on and you are using the External Dictionary,

If you want to add words to or change the hyphenation criteria for words in the 
External Dictionary, you may do so with the Speller Utility. For more 
information, see Speller Utility in Reference. 

Hyphenation Prompt 
When WordPerfect is hyphenating, it may ask you for assistance. You can 
determine how often it will ask for assistance. 

There are three Hyphenation Prompt options: Never, When Required, and 
Always. These options determine what WordPerfect will do when Hyphenation 
is on and a word needs to be hyphenated. 

To set a prompt option, go to the normal editing screen and press Setup 
(Shift-Fl) . Then, select Environment (3 ) and select Prompt for Hyphenation (7). 
Select an option from the bottom of the screen, then press Exit (F7) until you 
return to the normal editing screen. 

Never ( 1) instructs WordPerfect to hyphenate the word according to the 
instructions in the hyphenation dictionary you chose (see Hyphenation Dictionary 
above). If the word doesn't exist in the dictionary, WordPerfect will wrap the 
entire word to the next line. 

When Required (2) instructs WordPert"ect to hyphenate the word according to the 
instructions in the hyphenation dictionary you chose (see Hyphenation Dictionary 
above) . If the word doesn't exist in the dictionary, WordPerfect will prompt you 
with the "Position Hyphen; Press ESC" message (see Position Hyphen; Press 
ESC below) . You will also be prompted for confirmation when more than one 
correct hyphenation can be made or if WordPerfect cannot determine a correct 
hyphenation for a word . 

Always (3) instructs WordPerfect to stop at each word that needs to be 
hyphenated, then prompt you with the "Position Hyphen; Press ESC" message 
(see Position Hyphen; Press ESC below). 

This setting is stored in the WP (WP} .SET file and is in effect each time you 
start WordPerfect. 

Hyphenation Zone 
The hyphenation zone determines when a word needs to be hyphenated. It is a 
feature that establishes a region ("zone") across which a word must be located if 
it is to be hyphenated. If the word is not located in that zone, it is either kept 
intact on the current line of text or wrapped to the next line. 

If you want more or less hyphenation in your document, you may want to 
change the size of the hyphenation zone (see Hyphenation Zone in Reference). 

Language 
WordPerfect has created hyphenation/speller dictionaries in several different 
languages. When Hyphenation is on and you are using the External Dictionary, 



WordPerfect searches for the dictionary that matches the current language code
(see Language in Reference).

For more information about the hyphenation/speller dictionary, call (801) 225­
5000. This number is not toll free.

Position Hyphen; Press ESC
When this prompt appears on the status line, it means that WordPerfect needs 
your help in hyphenating the displayed word. Use Left or Right Arrow (<-/->) to 
position the hyphen where you like, then press Escape (Esc) to insert the hyphen 
into your document.

You may notice that you can’t move the hyphen as far as you would like. This 
is because the cursor must be located between the first letter of the word and the 
right hyphenation zone setting (see Hyphenation Zone above).

If you press Cancel (FI), the entire word will be wrapped to the next line. The 
space before the word is changed to a soft return and a Cancel Hyphenation code 
[/] is inserted in front of the word.

You can choose to have a beep accompany the “Position Hyphen; Press ESC” 
message (see Beep Options in Reference).

Turning Off Hyphenation
The process for turning off Hyphenation is described in the steps at the 
beginning of this reference section. If you want to turn off Hyphenation 
temporarily during spell-checking or any scrolling command (e.g.,
Home,Home,Down Arrow), you can do so by pressing Exit (F7) at the first 
"Position Hyphen; Press ESC” prompt.

Two Disk Drives
If you have a two disk drive system (no hard disk) and want to use the External 
Dictionary/Rules option, we suggest hyphenating the document after you have 
finished writing the document. To do so, insert the Speller diskette into the B 
drive, turn on Hyphenation at the beginning of the document, then press 
Home,Home,Down Arrow (i) to hyphenate the document.

See Also: Lesson 25; Environment Setup; Hyphenation Zone

Hyphenation Zone

When you use the WordPerfect Hyphenation feature to hyphenate words, the 
Hyphenation Zone setting is used to determine which words need to be 
hyphenated. Increasing the size of the zone decreases the number of words that 
need to be hyphenated, while decreasing the size of the zone increases the 
number of words that need to be hyphenated.

HYPHENATION ZONE 281

Hyphenation Zone 

WordPerfect searches for the dictionary that matches the current language code 
(see language in Reference). 

For more information about the hyphenation/speller dictionary, call (801) 225-
5000. This number is not toll free. 

Position Hyphen; Press ESC 
When this prompt appears on the status line, it means that WordPerfect needs 
your help in hyphenating the displayed word. Use Left or Right Arrow (<c--/➔) to 
position the hyphen where you like, then press Escape (Esc) to insert the hyphen 
into your document. 

You may notice that you can't move the hyphen as far as you would like. This 
is because the cursor must be located between the first letter of the word and the 
right hyphenation zone setting (see Hyphenation Zone above) . 

If you press Cancel (FI), the entire word will be wrapped to the next line. The 
space before the word is changed to a soft return and a Cancel Hyphenation code 
[/] is inserted in front of the word. 

You can choose to have a beep accompany the "Position Hyphen; Press ESC" 
message (see Beep Options in Reference) . 

Turning Off Hyphenation 
The process for turning off Hyphenation is described in the steps at the 
beginning of this reference section. If you want to tum off Hyphenation 
temporarily during spell-checking or any scrolling command (e .g., 
Home,Home,Down Arrow), you can do so by pressing Exit (F7) at the first 
··Position Hyphen; Press ESC" prompt. 

Two Disk Drives 
If you have a two disk drive system (no hard disk) and want to use the External 
Dictionary/Rules option, we suggest hyphenating the document after you have 
finished writing the document. To do so, insert the Speller diskette into the B 
drive, turn on Hyphenation at the beginning of the document, then press 
Home.Home.Down Arrow ( l) to hyphenate the document. 

See Also: Lesson 25; Environment Setup; Hyphenation Zone 

When you use the WordPerfect Hyphenation feature to hyphenate words, the 
Hyphenation Zone setting is used to determine which words need to be 
hyphenated. Increasing the size of the zone decreases the number of words that 
need to be hyphenated, while decreasing the size of the zone increases the 
number of words that need to be hyphenated. 
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The hyphenation zone works this way:

RIGHT MARGIN

LEFT H-ZONE RIGHT H-ZONE

WORD WRAP

HYPHE JATION

There is a left hyphenation zone setting and a right hyphenation zone setting. If 
Hyphenation is on and a word starts before the left hyphenation zone setting and 
extends past the right hyphenation zone setting, the word needs to be 
hyphenated. As you can see, if the hyphenation zone is small, more words will 
meet these criteria.

The hyphenation zone uses a percentage measurement. The percentage is a 
percentage of the line length. For example, if a line is 6.5" long and the 
hyphenation zone is 10% and 4%, the left hyphenation zone setting is .65" (.10 x 
6.5 = .65") to the left of the right margin, and the right hyphenation zone is .26" 
(.04 x 6.5 = .26) to the right of the right margin.

The hyphenation zone is a percentage measurement rather than an absolute value 
because it allows the size of the hyphenation zone to change with the line length. 
This is especially useful in columns where the line length of a column may be 
much smaller than the non-column line length.

To set the hyphenation zone,

1 Move the cursor to the line in the document where you want to change the 
hyphenation zone.

2 Press Format (Shift-F8), then select Line (1).

CB Select Line from the Layout menu.

3 Select Hyphenation Zone (2).

4 Enter the left hyphenation zone setting.

5 Enter the right hyphenation zone setting.

6 Press Exit (F7) to return to the document.
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The hyphenation zone works this way: 
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LEFT H-ZONE 

I 
RIGHT H-ZDNE 

WORD WRAP 

I 
.. 

HYPHE 'IATION 

There is a left hyphenation zone setting and a right hyphenation zone setting. If 
Hyphenation is on and a word starts before the left hyphenation zone setting and 
extends past the right hyphenation zone setting. the word needs to be 
hyphenated. As you can see, if the hyphenation zone is small, more words will 
meet these criteria . 

The hyphenation zone uses a percentage measurement. The percentage is a 
percentage of the line length. For example, if a line is 6.5" long and the 
hyphenation zone is IQ% and 4%, the left hyphenation zone setting is .65" (. IO x 
6.5 = .65") to the left of the right margin, and the right hyphenation zone is .26" 
(.04 x 6.5 = .26) to the right of the right margin. 

The hyphenation zone is a percentage measurement rather than an absolute value 
because it allows the size of the hyphenation zone to change with the line length. 
This IS especially useful in columns where the line length of a column may be 
much smaller than the non-column line length. 

To set the hyphenation zone, 

1 Move the cursor to the line in the document where you want to change the 
hyphenation zone. 

2 Press Format (Shift-F8), then select Line (I). 

[BJ Se/eel Line from the Lavout menu. 

3 Select Hyphenation Zone (2). 

4 Enter the left hyphenation zone setting. 

5 Enter the right hyphenation zone setting. 

6 Press Exit (F7) to return to the document. 



Notes Hyphen Position
When Hyphenation is on and a word falls in the hyphenation zone, WordPerfect 
searches the specified hyphenation dictionary to see where the hyphen should be 
placed (see Hyphenation in Reference).
If WordPerfect finds an appropriate location in the hyphenation zone, it positions 
the hyphen there. If not, WordPerfect checks to the left of the hyphenation zone, 
and if it finds an appropriate location there, it positions the hyphen. If 
WordPerfect still can't find an appropriate location, it positions the hyphen at the 
right margin.

In all of the cases in the paragraph above, WordPerfect may or may not prompt 
you for hyphenation assistance depending on the setting for the Prompt for 
Hyphenation option. If Prompt for Hyphenation is set to Never and WordPerfect 
can’t find an appropriate hyphenation location, it wraps the entire word to the 
next line. For information on the Prompt for Hyphenation option, see 
Hyphenation Prompt under Hyphenation in Reference.

When WordPerfect does prompt you for hyphenation assistance, the message, 
"Position Hyphen; Press ESC" is displayed on the status line along with the 
word to be hyphenated. You can move the hyphen with the Left and Right 
Arrow keys anywhere from between the first two letters of the word to just 
before the letter that is located at the right hyphenation zone. Regardless of the 
size of the hyphenation zone, it must contain a minimum of two characters to 
allow you some flexibility in hyphenation.

Hyphenation and Full Justification
Like hyphenation, full justification is a way to keep lines of text more even at 
the right margin.
For more information about Justification, see Justification in Reference.

See Also: Hyphenation
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Notes Hyphen Position 
When Hyphenation is on and a word falls in the hyphenation zone. WordPerfect 
searches the speciti.ed hyphenation Llictionary to see where the hyphen should be 
placed (see Hyphenation in Reference). 

If WordPerfect tinds an appropriate location in the hyphenation zone, it positions 
the hyphen there. If not, WordPerfect checks to the left of the hyphenation zone, 
and if it finds an appropriate location there. it positions the hyphen. If 
WordPerfect still can't find an appropriate location, It positions the hyphen at the 
right margin. 

In all of the cases in the paragraph above. WordPerfect may or may not prompt 
you for hyphenation assistance depending on the setting for the Prompt for 
Hyphenation option. ff Prompt for Hyphenation is set to Never and WorLIPerfect 
can't finLI an appropriate hyphenation location. it wraps the entire word to the 
next line. For information on the Prompt for Hyphenation option. see 
Hyphenation Pm111pr under H_vphenation in Reference. 

When WordPerfect does prompt you for hyphenation assistance. the message. 
"Position Hyphen: Press ESC" is displayed on the status line along with the 
word to be hyphenated. You can move the hyphen with the Left and Right 
Arrow keys anywhere from between the first two letters of the word to just 
before the letter that is located at the right hyphenation zone. Regardless of the 
size of the hyphenation zone, it must contain a minimum of two characters to 
allow you some flexibility in hyphenation. 

Hyphenation and Full Justification 
Like hyphenation. full justification is a way to keep lines of text more even at 
the right margin. 

For more information about Justifo.:ution, see J11srijicario11 in Reference. 

See Also: Hyphenation 
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I Indent

Indent lets you indent a complete paragraph without changing the current 
margins.

When you use Indent, you don’t have to press Tab to indent each line of text 
you type. Pressing Tab indents just one line of text to the next tab setting. 
Pressing Indent sets up a temporary left margin at the next tab setting. All the 
text you type is then indented to that tab stop until you press Enter to insert a 
Hard Return code [HRt] (see Codes below).

There are three different indentation keystrokes. You can use them to do any of 
the following:

• Indent all the lines in a paragraph from the left margin (left indent).

• Indent all the lines in a paragraph from both margins (double indent).

• Keep the first line in a paragraph flush with the left margin while indenting 
the remaining lines (hanging indent).

LEFT INDENT 
DOUBLE INDENT 
HANGING INDENT The -Indent feature indents an entire paragraph one tab stop from 

the left margin. Simply press -Indent (F4) and start typing.

> Notice that every line Is indented from the left margin. When 
you are finished with the paragraph, press Enter and you are 
returned to the left margin.

The -Indent- feature indents an entire paragraph one tab stop from 
the left margin and an equal distance from the right margin. Simply 
press -Indent- (Shift-F4) and start typing.

Notice that every line is indented one tab stop from the 
left margin and an equal distance from the right margin. 
When you are finished with the paragraph, press Enter 
and you are returned to the left margin.

This filature is especially useful for formatting long quotes or 
other items you want to set apart from the body of the text.
YOU can create a hanging indent by pressing -Indent (F4). then 

pressing -Margin Release (Shift-Tab). The first line in the 
paragraph starts at the left margin while the rest of the 

^  lines are indented.

To indent text,

1 Press the appropriate indentation keystroke (see Indentation Keystrokes 
below).

(13 Select Align from the Layout menu, then select the indentation you want.

2 Type the text you want indented.

3 Press Enter to end the indentation and return the cursor to the left margin.
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Indent 

A LEFT INDENT 

.ii. DOUBLE INDENT 

A HANGING INDENT 

Indent lets you indent a complete paragraph without changing the current 
margins. 

When you use Indent, you don't have to press Tab to indent each line of text 
you type. Pressing Tab indents just one line of text to the next tab setting. 
Pressing Indent sets up a temporary left margin at the next tab setting. All the 
text you type is then indented to that tab stop until you press Enter to insert a 
Hard Return code [HRt] (see Codes below ). 

There are three different indentation keystrokes. You can use them to do any of 
the following: 

• Indent all the lines in a paragraph from the left margin (left indent). 

• Indent all the lines in a paragraph from both margins (double indent). 

• Keep the first line in a paragraph flush with the left margin while indenting 
the remaining lines (hanging indent). 

The •I nden t feat ure indents an entire paragr.::!ph one tab stop from 
the left margin. Simply press •Indent (F4) and start typing. 

N□ tic@ that every line is inden ted from the left ma rgin . Whe n 
you are fin is hed with the paragraph. press Enter and you are 
returned to the left margin. 

The •I ndent .. f@11ture indents an ent ire paragraph one tab stop from 
the left margin and an equal distance from the right margin. Simply 
pres s • Indent• (Shi ft-F 4] and start t yping. 

Notice that every line is indented one tab stop from the 
le ft margin and an eQual distanc@ from the right margin. 
When you are finished with the p.11ragraph, press En ter 
and you are returned ta the left margin. 

ThJ. ■ , .. ,.0cure 1s especially useful fo r formatting long quote:i 
other items you want to set apart from the body of the te1<t. 

WO\I can crgate o hanging indent by pressing •Indent (f41 then 
pressing ... Margin Release (S hift-Tab l The first line in the 

t, ~~~=~r:~: ::;:::ed~t the left margin while the rest of the 

To indent text. 

1 Press the appropriate indentation keystroke (see Indentation Keystrokes 
below). 

C8l Select Align from the Lavout menu, then select the indentation you want. 

2 Type the text you want indented. 

3 Press Enter to end the indentation and return the cursor to the left margin. 
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Notes Indentation Keystrokes
The following table lists the keystrokes used to indent text.

Indentation

Left—Left side of paragraph only (at 
the next tab stop).

Double—Both sides of a paragraph an 
equal distance from the left and right 
margins. (The left side is indented at 
the next tab stop; the right side is 
indented an equal distance in from the 
right margin.)

Hanging Indent—First line of 
paragraph remains at the left margin, 
remaining lines are indented at the next 
tab stop.

Keystroke

♦ Indent (F4)

♦ Indent* 
(Shift-F4)

♦Indent (F4), 
♦Margin Release 
(Shift-Tab)

Indentation Codes
A code is inserted at the cursor each time you press an indentation keystroke. 
Pressing ♦Indent (F4) inserts the Indent code [-^Indent). Pressing ♦Indent* 
(Shift-F4) inserts the Double Indent code (—̂Indent*— |. Pressing *Indent (F4), 
♦Margin Release (Shift-Tab) inserts an Indent code [-^Indent] followed by a 
Margin Release code [<-Mar Rel].

The Indent codes indent any text from that point forward until the appearance of 
the next Hard Return co d e  [H Rt],

Tab Stops
The indentations you get when you use the indentation keystrokes are based on 
the existing tab stops. You can change the distances that text is indented by 
changing the tab settings (see Tab in Reference). You can also press an 
indentation key more than once to indent text by more than one tab stop.

See Also: Tab; Tab Set
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Indentation Keystrokes 
The following table lists the keystrokes used to indent text. 

Indentation 

Left-Left side of paragraph only ( at 
the next tab stop). 

Double-Both sides of a paragraph an 
equal distance from the left and right 
margins. (The left side is indented at 
the next tab stop: the right side is 
indented an equal distance in from the 
right margin.) 

Hanging Indent-First line of 
paragraph remains at the left margin, 
remaining lines are indented at the next 
tab stop. 

Indentation Codes 

Keystroke 

•Indent (F4) 

•Indent♦ 

(Shift-F4) 

•Indent (F4). 
♦Margin Release 
(Shift-Tab) 

A code is inserted at the cursor each time you press an indentation keystroke. 
Pressing tlndent (F4) inserts the Indent code [-->Indent!. Pressing ♦Indent♦ 

(Shift-F4) inserts the Double Indent code [--> Indent-I. Pressing ♦Indent (F4), 
•Margin Release (Shift-Tab) inserts an Indent code [--> Indent) followed by a 
Margin Release code [..- Mar Rel]. 

The Indent codes indent any text from that point forward until the appearance of 
the next Hard Return code [HRt). 

Tab Stops 
The indentations you get when you use the indentation keystrokes are based on 
the existing tab stops. You can change the distances that text is indented by 
changing the tab settings (see Tab in Reference). You can also press an 
indentation key more than once to indent text by more than one tab stop. 

See Also: Tab: Tab Set 



Index

You can have WordPerfect generate (create) an index for your document. Both 
headings and subheadings are available, and you can choose one of five 
numbering styles.

A  HEADING 

A  SUBHEADING 

A  NUMBERING STYLE

There are three basic steps to creating an index:

• Designate the words or phrases you want included in the index by marking 
them in the document or by creating a concordance file.

• D e f i n e  th e  lo c a t io n  a n d  n u m b e r i n g  S t y le  for th e  in d e x .

• Generate the index.

Each step is exclusive of the others. For example, you could mark text as you 
write, define the index while formatting the document, and generate the index 
just before your final edit. Later, you could edit the marked text or the index 
definition, and then regenerate the index.

The instructions for these three steps are divided into separate sections in 
Reference. To begin, see Index, Concordance and Mark Text, then see Index, 
Define, and finally see Generate.

Notes Master Documents
If your document is extremely long, you may want to use the Master Documents 
feature to break it into smaller pieces. You can still generate one index for the 
master document and all subdocuments (see Master Documents in Reference).

See Also: Lesson 22; Generate; Index, Concordance and Mark Text; Index, 
Define
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A HEADING 

A. SUBHEADING 

& NUMBERING STYLE 

Notes 

You can have WordPerfect generate (create) an index for your document. Both 
headings and subheadings are available. and you can choose one of five 
numbering styles. 
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There are three basic steps to creating an index: 

• Designate the words or phrases you want included in the index by marking 
them in the document or by creating a concordance file. 

• Define the location an<l numbering style tor the mdex. 
• Generate the index. 

Each step is exclusive of the others. For example, you could mark text as you 
write, define the index while formatting the document, and generate the index 
just before your final edit. Later, you could edit the marked text or the index 
definition, and then regenerate the index. 

The instructions for these three steps are divided into separate sections in 
Reference. To begin, see Index, Concordance and Mark Text, then see Index, 
Define, and finally see Generate. 

Master Documents 
If your document is extremely long, you may want to use the Master Documents 
feature to break it into smaller pieces. You can still generate one index for the 
master document and all subdocuments (see Master Documents in Reference). 

See Also: Lesson 22; Generate; Index, Concordance and Mark Text; Index, 
Define 
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Index, Concordance and Mark Text

The first step in creating an index is to designate the words and phrases you 
want included. When the index is generated, these words and phrases (entries) 
become the headings and subheadings of the index.

A HEADING 
A SUBHEADING

Advance (7 8 )
To Line (156) 

Append (22), <34) 
Arrow Keys (11) 
ASCII

> Character (26), (135) 
Files (68), (135), (136)

Automatic Reference (11) 
Backup

Automatic ( 2 ) ,  (33), <142) 
Options (141)
Original (132)
Timed (143)

Backspace (14), (15), (23), (43) 
BASIC (136)
Block (21)

Key (21)
Protect (73) 

Bold (2), (25) 
Cancel (15), (16)

Page Top to Bottom (123) 
Text (77)

ChangeDirectories (11)

ASCII (82)
Line Draw (82), (83) 

Cades (25), (26), (41) 
Hard Page (75)

There are two ways to designate the entries you want in an index:

• Create a concordance file.
• Manually mark entries throughout the document.

You create a concordance file by listing each index entry in a WordPerfect file 
(see Concordance below). When you use a concordance file, WordPerfect 
searches the document for each occurrence of an entry and inserts the 
appropriate page numbers in the index. You manually mark entries by searching 
through the document and marking each occurrence you want in the index (see 
Mark Text below). When you mark entries in the document, WordPerfect 
generates index page numbers for only those entries you have marked.

Using a concordance file saves you the time of manually searching for entries 
throughout the document. However, marking text within the document lets you 
select existing phrases instead of having to compose a master list of index 
entries. Also, when you use a concordance file, WordPerfect only searches for 
exact matches. For example, if “Bird” is an entry in the concordance file, an 
occurrence of “Birds” in the document will not be included in the index.

You can use a combination of the two, marking some entries within the 
document and using a concordance file for others. WordPerfect will generate the 
index using entries from both the concordance file and the text marked in the 
document.

2 8 8  INDEX. CONCORDANCE AND MARK TEXT

Index, Concordance and Mark Text 

A HEADING 

.bi. SUBHEADING 

The first step in creating an index is to designate the words and phrases you 
want included. When the index is generated, these words and phrases (entries) 
become the headings and subheadings of the index. 

Advance { ?8) 
To line ( 156) 

ADpend (22), t34) 
Arrm,1 Keys ( 11 l 
ASCII 

~ ~~1~!c~:~ J '. 2~ hs \ ~3i !36 l 
Automatic Reference ( 11 l 
tlackup 

. . 

Automatic (2}. (33), (1421 
Options ( 141) 
Original ( 132) 
Timed (143 ) 

Backspace 1141 . llSl, (23). (43) 
BASI C (136) 
Block ( 21] 

Key ( 21) 
Protec t (73) 

Bold (2). (251 
cancel (15), (18) 

Page Top to Bottom { 123) 
Text ( 77) 

Change 
01rector1e,. ( 11) 

"·' ,. .. , 
ASCII (82) 
Li ne Ora"' 182), (8.31 

Codes (25), (261, 141) 
Hard Page ( 75 l 

There are two ways to designate the entries you want in an index: 

• Create a concordance file. 
• Manually mark entries throughout the document. 

You create a concordance file by listing each index entry in a WordPerfect file 
(see Concordance below). When you use a concordance file, WordPerfect 
searches the document for each occurrence of an entry and inserts the 
appropriate page numbers in the index. You manually mark entries by searching 
through the document and marking each occurrence you want in the index ( see 
Mark Text below). When you mark entries in the document, WordPerfect 
generates index page numbers for only those entries you have marked. 

Using a concordance file saves you the time of manually searching for entries 
throughout the document. However, marking text within the document lets you 
select existing phrases instead of having to compose a master list of index 
entries. Also, when you use a concordance file, WordPerfect only searches for 
exact matches. For example, if "Bird" is an entry in the concordance file, an 
occurrence of "Birds" in the document will not be included in the index. 

You can use a combination of the two, marking some entries within the 
document and using a concordance file for others. WordPerfect will generate the 
index using entries from both the concordance file and the text marked in the 
document. 
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Once you have designated the index entries, you need to define the index 
location and numbering style. See Index, Define in Reference for details.

Notes Concordance
To create a concordance file,

1 Start with a blank document screen.

2 Type an entry for the index and press Enter. Repeat this step for each entry 
you want to include.

3 Save the document (see Save in Reference).

Below is an example of what a concordance file might look like.

Advance 
Append 
Arrow Keys 
ASCII
Automatic Reference
Backup
Backspace
BASIC
Block
Bold
Cancel
Center
Change
Characters
Cades
Colors
Columns
Comments
Conditional End of Page
Cursor Movement
Date
Document

Doc 1 Pg 1 Ln 4.5" Pos 1.8"

You can edit the lis t and resave the Hie as needed.

When you define the index (see Index, Define in Reference), you are asked for 
the name of the concordance file. Then when you generate the index (see 
Generate in Reference), WordPerfect searches the document for each occurrence 
of the entries listed in the concordance file and includes the appropriate page 
numbers in the index.

Each entry in the concordance file can be as long as you want but must end with 
a hard return [HRt] (inserted in the Reveal Codes screen when you press Enter). 
Don’t worry if the line automatically wraps; this inserts a soft return [SRt], not a 
[HRt],

An index will generate faster if you sort the entries in the concordance file 
alphabetically before using it (see Sort in Reference). Sorting a concordance file 
is easiest if each entry is only one line long.

WordPerfect automatically makes each entry in the concordance file a heading in 
the index. If you want an entry in the concordance file to be a subheading in the 
index, mark it in the concordance file using steps 1 through 4 under the Mark 
Text heading below. If you want a concordance entry to be both a heading and
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Once you have designated the index entries, you need to define the index 
location and numbering style. See Index, Define in Reference for details. 

Concordance 
To create a concordance file . 

1 Start with a blank document screen. 

2 Type an entry for the index and press Enter. Repeat this step for each entry 
you want to include. 

3 Save the document (see Save in Reference). 

Below is an example of what a concordance file might look like. 

Ad vance 
Append 
Arrow Xeys 
ASCJl 
Automotic: Reference 
eackup 
eac:•space 
l'IASIC 
Bl ock 
Bold 
Cancel 
Center 
Ctian9e 
Cheracters 
Codes 
Colors 
Columns 
Co"'rnerns 
CondjtJ.onaJ E.nd of fege 
Cursor Move,.,ent 
Date 
Docu ment 

Doc 1 f'g I Ln 4,5 " Pos 1.e•· 

You can edit the list and resave the tile as needed. 

When you define the index (see Index, Define in Reference), you are asked for 
the name of the concordance file. Then when you generate the index (see 
Generate in Reference), WordPerfect searches the document for each occurrence 
of the entries listed in the concordance file and includes the appropriate page 
numbers in the index. 

Each entry in the concordance file can be as long as you want but must end with 
a hard return [HRt] (inserted in the Reveal Codes screen when you press Enter). 
Don't worry if the line automatically wraps; this inserts a soft return [S Rtl, not a 
[HRt]. 

An index will generate faster if you sort the entries in the concordance file 
alphabetically before using it (see Sort in Reference) . Sorting a concordance file 
is easiest if each entry is only one line long. 

WordPerfect automatically makes each entry in the concordance file a heading in 
the index. If you want an entry in the concordance file to be a subheading in the 
index, mark it in the concordance file using steps I through 4 under the Mark 
Text heading below. If you want a concordance entry to be both a heading and 
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subheading, mark it twice—once as a heading and once as a subheading (see 
Mark Text below).

The index heading has a size limit o f 40 bytes.

Mark Text
To mark text for use in an index,

1 Move the cursor to the word you want in the index, or if it is more than one 
word, block the phrase (Alt-F4).

2 Press M ark Text (Alt-F5), and select Index (3).

ESI Select Index from the Mark menu.

3 Press Enter to use the displayed text as an index heading. 

or

Enter your own text for the heading.

4 Press Enter to use the displayed text (if any) for the subheading.

or

Enter your own text for the subheading.

You can also press Cancel (FI) in step 4 if you do not want a subheading.

The text you selected in step 1 appears as the index heading in step 3. If you 
don't use the displayed text as the heading, it appears as the subheading in 
step 4. i f  you use the displayed text as a heading, no text appears for the 
subheading.

Mark all the entries you want in the index. If you want an entry to be both a 
heading and a subheading, you must mark it twice—once as a heading and once 
as a subheading.

If you have phrases that occur frequently throughout the document, you may 
want to include them in a concordance file (see Concordance above). You can 
mark entries within a concordance file using steps 1 through 4 above.

When you mark an entry, [Index.heading;subheading] (where heading is text of 
the heading and subheading is the text of the subheading) is inserted in the 
Reveal Codes screen next to the word or phrase. If you decide you don’t want 
the entry in the index, delete [Index:].

Master Documents
If you are using the Master Documents feature, you can mark index entries 
within the subdocuments. Then when you generate the index, these entries will
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subheading. mark it twice-once as a heading and once as a subheading (see 
Mark Text below). 

The index heading has a si-:.e limit of 40 b_wes. 

Mark Text 
To mark text for use in an index. 

1 Move the cursor to the word you want in the index, or if it is more than one 
word. block the phrase (Alt-F4). 

2 Press Mark Text (Alt-F5 ), and select Index (3). 

[8 Select Index from the Mark menu. 

3 Press Enter to use the displayed text as an index heading. 

or 

Enter your own text for the heading. 

4 Press Enter to use the displayed text (if any) for the subheading. 

or 

Enter your own text for the subheading. 

You can also press Cancel (Fl) in step 4 if you do not want a subheading. 

The text you selected in step I appears as the index heading in step 3. If you 
don "t use the displayed text as the heading. it appears as the subheading in 
1Hcp 4 . If you use the displayed text as a heading, no text appears for the 
subheading. 

Mark all the entries you want in the index. If you want an entry to be both a 
heading and a subheading, you must mark it twice-once as a heading and once 
as a subheading. 

If you have phrases that occur frequently throughout the document, you may 
want to include them in a concordance file (see Concordance above) . You can 
mark entries within a concordance file using steps I through 4 above. 

When you mark an entry, [lndex.headin,?;subheading] (where headinR is text of 
the heading and subheadinR is the text of the subheading) is inserted in the 
Reveal Codes screen next to the word or phrase. If you decide you don't want 
the entry in the index, delete [Index:]. 

Master Documents 
If you are using the Master Documents feature, you can mark index entries 
within the subdocuments. Then when you generate the index. these entries will 
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Index, Define

Notes

be combined into one index. WordPerfect will also search each subdocument for 
entries you have listed in a concordance file (see Master Documents in 
Reference).

See Also: Lesson 22; Generate; Index; Index. Define

Once you have designated the entries you want (see Index, Concordance and 
Mark Text), the next step in creating an index is to define the location and 
numbering style for the index. The following instructions assume you want the 
index at the end of the document. Although you can put an index anywhere in a 
document, be aware that doing so may give you some unanticipated results. For 
details, see [Def Mark:] below.

1 Move the cursor to the end of the document.

2 If you want the index to start on a separate page, press Hard Page 
(Ctrl-Enter).

3 If you want a heading (title) for the index, type it now, then press Enter as 
many times as you want to add extra spacing.

4 Press M ark Text (Alt-F5), select Define (5), then select Define Index (3).

□1 Select Define from the Mark menu, then select Index.

5 Enter the concordance filename (include the full path if it is not in your 
default directory), if you are using one (see In d e x , C o n c o r d a n c e  a n d  M a r k  
Text in Reference).

or

Press Enter if you are not using a concordance file.

6 Select a numbering style (see Numbering Styles below).

Once you have defined the index numbering style, you are ready to generate the 
index (see Generate in Reference).

[Def Mark:]
When you select a numbering style while defining an index,
[Def M'dtk:lndex,#,filename] (where #  represents the numbering style you 
selected and filename represents the concordance file, if you entered one) is 
inserted into the Reveal Codes screen at the cursor position. The index will be 
generated at this code. Please note that if you have marked index entries in a 
document, they will only be included in the index if they occur before the 
[Def Mark:] code. All concordance file entries will be included in the index, 
regardless of where [Def Mark:] is located.
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be combined into one index. WordPerfect will also search each subdocument for 
entries you have listed in a concordance file (see Master Document.~ in 
Reference). 

See Also: Lesson 22; Generate; Index; Index. Define 

Once you have designated the entries you want (see Index, Concordance and 
Mark Text), the next step in creating an index is to define the location and 
numbering style for the index. The following instructions assume you want the 
index at the end of the document. Although you can put an index anywhere in a 
document. be aware that doing so may give you some unanticipated results. For 
details. see / Def Mark: I below. 

1 Move the cursor to the end of the document. 

2 If you want the index to start on a separate page, press Hard Paee 
(Ori-Enter). 

3 If you want a heading (ti1le) for the index. type it now, then press Enter as 
many times as you want to add extra spacing. 

4 Press Mark Text (Alt-F5), select Define (5), then select Define Index (3) . 

□~ Select Define from the Mark 111e1111. then select Index. 

5 Enter the concordance filename ( include the full path if it is not in your 
default directory ), if you are using one (see Index. Concordance and Mark 
Tex! in Reference). 

or 

Press Enter if you are not using a concordance file. 

6 Select a numbering style (see Numbering Styles below). 

Once you have defined the index numbering style, you are ready to generate the 
index (see GeneraTe in Reference). 

[Def Mark:] 
When you select a numbering style while defining an index, 
[Def Mark:lndex.#,.filename] (where# represents the numbering style you 
selected and filename represents the concordance file, if you entered one) is 
inserted into the Reveal Codes screen at the cursor position. The index will be 
generated at this code. Please note that if you have marked index entries in a 
document, they will only be included in the index if they occur before the 
[Def Mark:] code. All concordance file entries will be included in the index. 
regardless of where [Def Mark:] is located. 
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If you are using the Master Documents feature, you should place the [Def Mark:] 
code at the end of the master document, not inside one of the subdocuments (see 
Master Documents in Reference).

Numbering Styles
Numbering styles refer to the way the page numbers for headings and 
subheadings will be displayed. You can choose from the following five 
numbering styles while defining an index:

• No page numbers
• Page numbers following the entries (separated by a space)
• Page numbers in parentheses following the entries (separated by a space)
• Flush right page numbers
• Flush right page numbers with dot leaders

These five options affect the placement of page numbers in an index. If you 
want to change the actual type of number used (from Arabic to Roman, for 
example), you can use the New Page Number feature (Shift-F8,2,6,l). Changing 
the page number type with the New Page Number feature affects both page 
numbers displayed in the document and those generated in a table, list, or index. 
See Page Numbering in Reference for details.

See Also: Lesson 22; Generate; Index; Index, Concordance and Mark Text

Initial Codes

If you create many similar documents, you may format them a particular way.
For example, your margins may always be set to 2", you may always have 
Justification off, and you may always have a particular page numbering format.

WordPerfect gives you two places to put the codes you use to format a document 
without having to actually enter them in the document. The benefit of this is 
that the codes don't “clutter” your document. And depending on where they 
were entered, you might not have to re-enter them each time you begin a new 
document.

Initial Codes is an option on both the Setup: Initial Settings menu (Shift-F 1,4) 
and the Format: Document menu (Shift-F8,3). For both options, the method for 
entering the codes is the same. The difference is that the option on the Setup: 
Initial Settings menu sets codes for all subsequently created documents, while the 
option on the Format: Document menu sets codes for the document on the 
screen. The option on the Format: Document menu overrides (takes precedence 
over) the option on the Setup: Initial Settings menu.

For example, if most of your documents have 2" left and right margins, it is a 
good idea to enter that setting in Initial Codes on the Setup: Initial Settings 
menu. If you have one particular document that has 1" left and right margins,
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If you are using the Master Documents feature, you should place the [Def Mark:) 
code at the end of the master document. not inside one of the subdocuments (see 
Master Documents in Reference). 

Numbering Styles 
Numbering styles refer to the way the page numbers for headings and 
subheadings will be displayed. You can choose from the following five 
numbering styles while defining an index: 

• No page numbers 
• Page numbers following the entries (separated by a space) 
• Page numbers in parentheses following the entries (separated by a space) 
• Flush right page numbers 
• Flush right page numbers with dot leaders 

These five options affect the placement of page numbers in an index. If you 
want to change the actual type of number used (from Arabic to Roman, for 
example), you can use the New Page Number feature (Shift-F8,2,6, I). Changing 
the page number type with the New Page Number feature affects both page 
numbers displayed in the document and those generated in a table, list, or index. 
See Page Numbering in Reference for details . 

See Also: Lesson 22; Generate: Index; Index, Concordance and Mark Text 

If you create many similar documents, you may format them a particular way. 
For example, your margins may always be set to 2". you may always have 
Justification off, and you may always have a particular page numbering format. 

WordPerfect gives you two places to put the codes you use to format a document 
without having to actually enter them in the document. The benefit of this is 
that the codes don't "clutter" your document. And depending on where they 
were entered, you might not have to re-enter them each time you begin a new 
document. 

Initial Codes is an option on both the Setup: Initial Settings menu (Shift-F 1 ,4) 
and the Format: Document menu (Shift-F8,3). For both options, the method for 
entering the codes is the same. The difference is that the option on the Setup: 
Initial Settings menu sets codes for all subsequently created documents, while the 
option on the Format: Document menu sets codes for the document on the 
screen . The option on the Format: Document menu overrides (takes precedence 
over) the option on the Setup: Initial Settings menu. 

For example, if most of your documents have 2" left and right margins, it is a 
good idea to enter that setting in Initial Codes on the Setup: Initial Settings 
menu. If you have one particular document that has l" left and right margins, 



you may want to make that setting in Initial Codes on the Format: Document 
menu. For that one document, the left and right margins will be set to 1". For 
the rest of the documents, the setting will be 2".

In Initial Settings in Reference, we tell you how to get to the Initial Codes option 
on the Setup: Initial Settings menu (Shift-Fl,4,5). Here, we will tell you how to 
get to the Initial Codes option on the Format: Document menu. The method for 
entering codes is exactly the same.

1 Press Format (Shift-F8), then select Document (3).

Select Document from the Layout menu.

2 Select Initial Codes (2).

3 Select a feature as you normally would, then enter the information. When 
you select a feature, a code is inserted in the bottom half of the screen.

An example of a few settings is shown below.

The list of codes you can enter is discussed in Codes below. You should not 
enter text in an Initial Codes screen.

4 Press Exit (F7) until you return to the normal editing screen.

When you save a document for the first time, the settings you make on both the 
Setup: Initial Settings menu and Format: Document menu are saved with the 
document. From that point on, the only way you can change the initial codes for 
that document is by changing them in Initial Codes on the Format: Document 
menu with the document on the screen. You must save the document for any 
changes to be saved with the document.

Codes inserted in the document itself or in features such as headers and footnotes 
take precedence over initial codes.
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you may want to make that setting in Initial Codes on the Format: Document 
menu. For that one document. the left and right margins will be set to I". For 
the rest of the documents, the setting will be 2". 

In Initial Settings in Reference. we tell you how to get to the Initial Codes option 
on the Setup: Initial Settings menu (Shift-Fl,4,5) . Here, we will tell you how to 
get to the Initial Codes option on the Format: Document menu. The method for 
entering codes is exactly the same. 

1 Press Format (Shift-F8). then select Document (3). 

Select Document fmm the Lavout menu. 

2 Select Initial Codes (2). 

3 Select a feature as you normally would, then enter the information. When 
you select a feature. a code is inserted in the bottom half of the screen. 

An example of a few settings is shown below. 

The list of codes you can enter is discussed in Codes below. You should not 
enter text in an Initial Codes screen. 

4 Press Exit (F7 ) until you return to the normal editing screen . 

When you save a document for the first time. the settings you make on both the 
Setup: Initial Settings menu and Format: Document menu are saved with the 
document. From that point on, the only way you can change the initial codes for 
that document is by changing them in Initial Codes on the Format: Document 
menu with the document on the screen. You must save the document for any 
changes to be saved with the document. 

Codes inserted in the document itself or in features such as headers and footnotes 
take precedence over initial codes. 
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Notes Codes
The following codes are allowed in the Initial Codes screen:

Base Font 
Column Definition 
Column On
Decimal/Align Character 
Endnote Number 
Endnote Options 
Footnote Number 
Footnote Options 
Graphics Box Number 
Graphics Box Options 
Hyphenation On/Off 
Hyphenation Zone 
Justification 
Kerning 
Language 
Line Height

Line Numbering 
Line Spacing 
Margins, Left/Right 
Margins, Top/Bottom 
Math Column Definition 
Math On
New Page Number 
Page Number Position 
Page Number Style 
Paper Size/Type 
Print Color 
Suppress Page Format 
Tab Set
Underline Spaces and Tabs 
Widow/Orphan On/Off 
Word and Letter Spacing

You may be able to enter codes other than the ones listed above as well as text, 
but they will have no effect.

A list of initial settings for these and other codes is shown in Appendix G: Initial 
Settings.

Existing Documents
A n y  d o c u m e n t  r e t r i e v e d  into an existing document will not retain its initial 
codes. Instead, it will use the initial codes for the existing document.

If you want to change initial codes for an existing document, you should retrieve 
the document to the screen, edit the codes in the Initial Codes option on the 
Format: Document menu, then save the document.

Initial Codes on the Format: Document Menu
Any codes in Initial Codes on the Setup: Initial Settings menu also appear in 
Initial Codes on the Format: Document menu. You can then edit the Initial 
Codes for an individual document in Initial Codes on the Format: Document 
menu as you like.

Merge
If you are using one primary file and several records from a secondary file to 
create a mass-mailing, it is a good idea to include initial codes for the primary 
file in Initial Codes on the Format: Document menu. If you don’t, the codes at 
the top of the document are repeated each time the primary file is repeated.
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Codes 
The following codes are allowed in the Initial Codes screen: 

• Base Font • Line Numbering 
• Column Definition • Line Spacing 
• Column On • Margins, Left/Right 
• Decimal/ Align Character • Margins. Top/Bottom 
• Endnote Number • Math Column Definition 

• Endnote Options • Math On 
• Footnote Number • New Page Number 
• Footnote Options • Page Number Position 
• Graphics Box Number • Page Number Style 
• Graphics Box Options • Paper Size/Type 
• Hyphenation On/Off • Print Color 
• Hyphenation Zone • Suppress Page Format 
• Justification • Tab Set 
• Kerning • Underline Spaces and Tabs 
• Language • Widow/Orphnn On/Off 
• Line Height • Word and Letter Sp.icing 

You may be able to enter codes other than the ones listed above as well as text. 
but they will have no effect. 

A list of initial settings for these and other codes is shown in Appendix C: Initial 
Settings. 

Existing Documents 
Any document retrieved into an existing document will not retain its initial 
codes. Instead. it will use the initial codes for the existing document. 

If you want to ch,mge initial codes for an existing document, you should retrieve 
the document to the screen. edit the codes in the Initial Codes option on the 
Format: Document menu. then save the document. 

Initial Codes on the Format: Document Menu 
Any codes in Initial Codes on the Setup: Initial Settings menu also appear in 
Initial Codes on the Format: Document menu. You can then edit the Initial 
Codes for an individual document in Initial Codes on the Format: Document 
menu as you like. 

Merge 
If you are using one primary tile and several records from a secondary file to 
create a mass-mailing, it is a good idea to include in it ial codes for the primary 
file in Initial Codes on the Format: Document menu. If you don't. the codes at 
the top of the document are repeated each time the primary file is repeated. 



Initial Settings

Notes

If you are using merge to create labels, the Paper Size/Type code must be placed 
in Initial Codes. Otherwise, only one entry per page of labels will be printed. 
For more information, see Labels in Reference.

See Also: Initial Settings; Appendix G

Setup: Initial Settings is a menu on the Setup key that allows you to make 
default settings for WordPerfect features that will affect all subsequently created 
WordPerfect documents.

Several of the options on the Setup: Initial Settings menu are repeated on other 
keys throughout WordPerfect and are set similarly. The difference is that Initial 
Settings sets options for all subsequently created WordPerfect documents. These 
options can be temporarily overridden for a single document with similar options 
on different keys.

Specific relationships between options on the Setup: Initial Settings menu and 
similar options on other keys are discussed for each option under Notes below.

To change an option on the Setup: Initial Settings menu,

1 Press Setup (Shift-Fl).

□3 Select Setup from the File menu.

2 Select Initial Settings (4), then select the option of your choice.

3 Change the settings for the option. The options are discussed under Notes 
below.

4 Press Exit (F7) until you return to the normal editing screen.

These settings are stored in the WP{WP} .SET file and are in effect each time 
you start WordPerfect. In addition, these settings are saved with subsequently 
created documents when you save the documents and are in effect when you 
retrieve those documents.

Documents created before you change these settings retain their old settings.

Date Format
This option lets you change the format for dates that you enter in your 
documents with the WordPerfect Date feature. A similar feature exists on the 
Date Format menu (Shift-F5,3) and the method for creating a format is the same 
(see Date in Reference).
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Initial Settings 

Notes 

If you are using merge to create labels. the Paper Sizeffype code must be placed 
in Initial Codes. Otherwise. only one entry per page of labels will be printed. 
For more information, see Labels in Reference. 

See Also: Initial Settings: Appendix G 

Setup: Initial Settings is a menu on the Setup key that allows you to make 
default settings for WordPerfect features that will affect all subsequently created 
WordPerfect documents. 

Several of the options on the Setup: Initial Settings menu are repeated on other 
keys throughout WordPerfect and are set similarly. The difference is that lnitial 
Settings sets options for all subsequently created WordPerfect documents. These 
options can be temporarily overridden for a single document with similar options 
on different keys. 

Specific relationships between options on the Setup: Initial Settings menu and 
similar options on other keys are discussed for each option under Notes below. 

To change an option on the Setup: Initial Settings menu, 

1 Press Setup (Shift-F 1 ). 

C8 Select Setup from the File menu. 

2 Select Initial Settings (4), then select the option of your choice. 

3 Change the senings for the option. The options are discussed under Notes 
below. 

4 Press Exit (F7) until you return to the normal editing screen. 

These settings are stored in the WP{WP).SET file and are in effect each time 
you start WordPerfect. In addition, these settings are saved with subsequently 
created documents when you save the documents and are in effect when you 
retrieve those documents. 

Documents created before you change these settings retain their old settings. 

Date Format 
This option lets you change the forrnat for dates that you enter in your 
documents with the WordPerfect Date feature. A similar feature exists on the 
Date Format menu (Shift-F5,3) and the method for creating a format is the same 
(see Date in Reference). 
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Settings made with the options on the Date Format menu insert a code into your 
document and affect the document from the code forward. The code will 
override the same settings made with the Date Format option in Initial Settings.

See Language in Reference to learn about other ways o f changing the date format.

Equations
This option lets you determine printing and alignment options for equations. It 
also lets you select a keyboard layout that will be used only when you are in the 
Equation Editor.

Printing and alignment options made in the Equation Editor itself override 
settings made with this option, but if you do not make settings in the Equation 
Editor, the equations use the settings made with this option. Once an equation is 
created, the only way you can change the printing and alignment options is in the 
Equation Editor. Information about these printing and alignment options is found 
in Equations in Reference.

The option for specifying the equations keyboard can only be set with this 
option. To do so, select the Equations option from the Setup: Initial Settings 
screen, then select Keyboard for Editing (5). Next, move the cursor to the 
keyboard you want to select, then choose Select (1). Press Exit (F7) until you 
return to the normal editing screen.

To learn how to create a keyboard layout (remap keys), see Keyboard Layout in 
Reference. If you want to learn more about equations or the equation keyboard 
in general, see Equations in Reference.

Format Retrieved Documents for Default Printer
When a document is saved, the printer selection for that document is also saved 
with it. If you are retrieving a document that was saved for a printer that is not 
the printer currently selected on the Printer, Select feature (Shift-F7,s), 
WordPerfect needs to know if you want to reformat the document for the 
currently selected printer or select the printer with which the document was 
saved.

A Yes setting for this option instructs WordPerfect to reformat the document for 
the currently selected printer. Keep in mind that among other things, this may 
change the way certain fonts and attributes are printed.

A No setting for this option instructs WordPerfect to try to select the printer for 
which the document was created. If that printer is not on your list of selectable 
printers, and the ,PRS File is not found in the printer directory, WordPerfect 
displays a message indicating that the document is not formatted for the currently 
selected printer, then formats the document for the currently selected printer.

If you decide to change Format Retrieved Documents to Yes after a document 
has been retrieved, the printer selection already attached to that document will 
not change.

Settings made with the options on the Date Format menu insen a code into your 
document and affect the document from the code forward . The code will 
override the same settings made with the Date Format option in Initial Settings. 

See Language in Reference to learn about other ways of changing the date format. 

Equations 
This option lets you determine printing and alignment options for equations. It 
also lets you select a keyboard layout that will be used only when you are in the 
Equation Editor. 

Printing and alignment options made in the Equation Editor itself override 
settings made with this option, but if you do not make settings in the Equation 
Editor. the equations use the settings made with this option. Once an equation is 
created. the only way you can change the printing and alignment options is in the 
Equation Editor. Information about these printing and alignment options is found 
in Equations in Reference. 

The option for specifying the equations keyboard can only be set with this 
option. To do so, select the Equations option from the Setup: Initial Settings 
screen. then select Keyboard for Editing (5). Next, move the cursor to the 
keyboard you want to select, then choose Select (I). Press Exit (F7) until you 
return to the normal editing screen. 

To learn how to create a keyboard layout (remap keys), see Keyboard Layout in 
Reference. If you want to learn more about equations or the equation keyboard 
in general, see Equations in Reference. 

Format Retrieved Documents for Default Printer 
When a document is saved, the printer selection for that document is also saved 
with it. If you are retrieving a document that was saved for a printer that is not 
the printer currently selected on the Printer, Select feature (Shift-F7,s), 
WordPerfect needs to know if you want to reformat the document for the 
currently selected printer or select the printer with which the document was 
saved. 

A Yes setting for this option instructs WordPerfect to reformat the document for 
the currently selected printer. Keep in mind that among other things, this may 
change the way certain fonts and attributes are printed. 

A No setting for this option instructs WordPerfect to try to select the printer for 
which the document was created. If that printer is not on your list of selectable 
printers, and the .PRS File is not found in the printer directory, WordPerfect 
displays a message indicating that the document is not formatted for the currently 
selected printer, then formats the document for the currently selected printer. 

If you decide to change Format Retrieved Documents to Yes after a document 
has been retrieved, the printer selection already attached to that document will 
not change. 



For more information on printer selection and the printing process, see 
Printing—General Information and Printer, Select in Reference.

Initial Codes
This option lets you enter codes that will be in effect each time you begin 
creating a document in WordPerfect. A feature similar to this option is located 
on the Format: Document menu (Shift-F8,3), and the method for entering the 
codes is the same (see Initial Codes in Reference).

Examples of codes you can enter in the Initial Codes options are margin, 
justification, tab, and paper size/type settings.

Any settings made with the feature on the Format: Document menu override 
settings made with this option. Any settings made in the document itself 
override settings made with both options.

Merge
This option determines the field and record delimiters for a DOS text (or pre- 
WordPerfect 4.0) secondary merge file. In other words, when you merge 
information using a DOS text (or pre-WordPerfect 4.0) file as a secondary file, 
this option tells WordPerfect how fields and records are divided in that 
secondary file.

After you select this option, select Field Delimiters (1) or Record Delimiters (2). 
Then, type the characters that determine where fields or records begin, press 
Down Arrow (i), and type the characters that determine where fields or records 
end. While you may not have beginning characters, you should definitely have 
ending characters. Pressing Enter inserts a Line Feed code [LF], Pressing 
Ctrl-m inserts a Carriage Return code [CR],

For more information on m e r g e ,  see Merge in Reference.

Print Options
These options let you change the appearance of a printed document. Most of 
them are also located on the Print menu (Shift-F7) and are discussed in detail 
under Print Options in Reference.

Settings made on the Print menu override settings made with this option but are 
only in effect until you exit the current document.

One of the two options that are located on this menu, but not on the Print menu, 
is the Redline Method. It is also located on the Format: Document menu 
(Shift-F8,3). The method for setting it is the same, but the setting on the 
Format: Document menu overrides the setting on this menu (see 
Redline/Strikeout in Reference).

The other option, Size Attribute Ratios, lets you determine the size ratio of text 
with certain attributes as compared to the current base font. For example, if you 
want to make text formatted as Large to be twice as large as normal text, enter

INITIAL SETTINGS 2 9 7

For more information on printer selection and the printing process, see 
Printing-General Information and Printer. Select in Reference. 

Initial Codes 
This option lets you enter codes that will be in effect each time you begin 
creating a document in WordPerfect. A feature similar to this option is located 
on the Format: Document menu (Shift-F8,3), and the method for entering the 
codes is the same (see Initial Codes in Reference). 

Examples of codes you can enter in the Initial Codes options are margin, 
justification, tab, and paper size/type settings. 

Any settings made with the feature on the Format: Document menu override 
settings made with this option. Any settings made in the document itself 
override settings made with both options. 

Merge 
This option determines the field and record delimiters for a DOS text (or pre­
WordPerfect 4.0) secondary merge file. In other words, when you merge 
information using a DOS text ( or pre-WordPerfect 4.0) file as a secondary file, 
this option tells WordPerfect how fields and records are divided in that 
secondary file. 

After you select this option, select Field Delimiters (I) or Record Delimiters (2). 
Then, type the characters that determine where fields or records begin, press 
Down Arrow ( J.. ), and type the characters that determine where fields or records 
end. While you may not have beginning characters. you should definitely have 
ending characters. Pressing Enter inserts a Line Feed code [LF]. Pressing 
Ctrl-m inserts a Carriage Return code [CR]. 

For more information on merge, 5cc Merge in Reference. 

Print Options 
These options let you change the appearance of a printed document. Most of 
them are also located on the Print menu (Shift-F7) and are discussed in detail 
under Print Options in Reference. 

Settings made on the Print menu override settings made with this option but are 
only in effect until you exit the current document. 

One of the two options that are located on this menu, but not on the Print menu, 
is the Redline Method. It is also located on the Format: Document menu 
(Shift-F8,3). The method for setting it is the same, but the setting on the 
Format: Document menu overrides the setting on this menu (see 
Redline/Strikeout in Reference). 

The other option, Size Attribute Ratios, lets you determine the size ratio of text 
with certain attributes as compared to the current base font. For example, if you 
want to make text formatted as Large to be twice as large as normal text, enter 
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200% next to the Large heading. WordPerfect will use this information to select 
the correct font when the document is printed.

The Size Attribute Ratio option does not change your printer’s capabilities. In 
other words, the fonts your printer has or what it can do with those fonts, 
determines how much effect the Size Attribute Ratio has on your printed text. If 
you have a printer with numerous fonts that can be scaled to size, the Size 
Attribute Ratio will have a large effect. If you have a printer with one font or 
print wheel, the Size Attribute Ratio will have no effect.

If you do not have a font that is the exact size you specified, WordPerfect will 
usually pick the font closest to that size.

Changes to the Size Attribute Ratio option only affect printer definitions. In 
order for the changes to take effect in the printer definition for a non-PostScript 
printer, you must update the definition (see Update under Printer, Select in 
Reference). After updating the definition, documents saved with that printer 
selected will reflect the changes.

You do not have to update PostScript printer definitions.

For a discussion on how fonts are assigned to WordPerfect attributes, see Font in 
Reference.

Repeat Value
This option determines the initial (default) value for the Repeat Value feature. 
You can also set this value with the Repeat Value feature itself, and the setting 
made with the Repeat Value feature overrides the setting made with this option 
(See Repeat Value in Reference).

Table of Authorities
This option determines how entries in your table of authorities will be formatted. 
The information is exactly the same as on the Definition for Table of Authorities 
menu (Alt-F5,5,4). Settings made on the Definition for Table of Authorities 
menu insert a code in your document and override settings made with this option 
(see Table o f Authorities in Reference).

See Also: Date; Equations; Initial Codes; Merge; Print Options; Repeat Value; 
Table of Authorities

200% next to the Large heading. WordPerfect will use this information to select 
the correct font when the document is printed. 

The Size Attribute Ratio option does not change your printer's capabilities. In 
other words, the fonts your printer has or what it can do with those fonts, 
determines how much effect the Size Attribute Ratio has on your printed text. If 
you have a printer with numerous fonts that can be scaled to size, the Size 
Attribute Ratio will have a large effect. If you have a printer with one font or 
print wheel, the Size Attribute Ratio will have no effect. 

If you do not have a font that is the exact size you specified, WordPerfect will 
usually pick the font closest to that size. 

Changes to the Size Attribute Ratio option only affect printer definitions. In 
order for the changes to take effect in the printer definition for a non-PostScript 
printer. you must update the definition (see Update under Printer, Select in 
Reference). After updating the definition, documents saved with that printer 
selected will reflect the changes. 

You do not have to update PostScript printer definitions. 

For a discussion on how fonts are assigned to WordPerfect attributes, see Font in 
Reference. 

Repeat Value 
This option determines the initial (default) value for the Repeat Value feature. 
You can also set this value with the Repeat Value feature itself, and the setting 
made with the Repeat Value feature overrides the setting made with this option 
(see «.epeut Value in R,,f,,rn1ce). 

Table of Authorities 
This option determines how entries in your table of authorities will be formatted. 
The information is exactly the same as on the Definition for Table of Authorities 
menu ( Alt-FS.5,4 ). Settings made on the Definition for Table of Authorities 
menu insert a code in your document and override settings made with this option 
(see Table of Authorities in Reference). 

See Also: Date; Equations; Initial Codes; Merge; Print Options; Repeat Value; 
Table of Authorities 



J Justification

The WordPerfect Justification feature is used to align text. Using the 
Justification feature, you can align multiple lines of text on the right or left 
margins, on both margins, or center it between margins.

The screen below shows the four types of justification you can use in 
WordPerfect.

A  LEFT JUSTIFICATION 
A  RIGHT JUSTIFICATION
A FULL JUSTIFICATION 

(BOTH LEFT AND RIGHT)
A  CENTER JUSTIFICATION

You can use the Flush Right (Alt-F6) and Center (Shift-F6) features to right-align or 
center a single line o f text.

To change justification in your document,

1 Move the cursor to the beginning of the line where you want to change 
justification.

I f  you don't change justification at the beginning o f a line, WordPerfect inserts a 
Deletable Soft Return [DSRt] in your document before the Justification code in order to 
force the code to be placed at the beginning o f a line.

2 Press Format (Shift-F8), then select Line (1).

□3 Select Line from the Layout menu.

3 Select Justification (3).

4 Select the justification option of your choice (details about the options are 
described below).

5 Press Exit (F7) until you return to the normal editing screen.
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J Justification 

A. LEFT JUSTIFICATION 

.d'i. RIGHT JUSTIFICATION 

A FULL JUSTIFICATION 
(BOTH LEFT ANO RIGHT) 

A CENTER JUSTIFICATION 

The WordPerfect Justification feature is used to align text. Using the 
Justification feature. you can align multiple lines of text on the right or left 
margins, on both margins, or center it between margins. 

The screen below shows the four types of justifa:ation you can use in 
WordPerfect. 
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You can use the Flush Right (Alt-F6) and Center (Shift-F6 ) features to right-aliRn or 
center a single line of text. 

To change justification in your document. 

1 Move the cursor to the beginning of the line where you want to change 
justification. 

If you don't change justification at the beginning of a line, WordPerfect inserts a 
Deletable Soft Return [ DSRt J in your document before the Justification code in order to 
force the code to be placed at the beginning of a line. 

2 Press Format (Shift-F8), then select Line ( 1 ). 

□~ Select Line from the Layout menu. 

3 Select Justification (3). 

4 Select the justification option of your choice (details about the options are 
described below). 

5 Press Exit (F7) until you return to the normal editing screen. 
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The change remains in effect from the cursor forward in the document. If you 
want to change the justification again, you must go through the steps above.

Center Justification
Center Justification centers lines of text between margins as you can see in the 
example that accompanies this reference section. If you divide a center-justified 
line of text in half, the same amount of text exists on both the left and right 
sides of the line.

This setting is much like the Center (Shift-F6) feature except it is much better at 
centering multiple lines of text. If you were to use the Center feature to center 
multiple lines of text, you would need to turn on Center at the beginning of 
every line. With Center Justification, all you need to do is turn it on and 
subsequent lines of text are centered.

When Center Justification is active, you cannot use the Center, Flush Right, Tab, 
and Tab Align features.

Full Justification
Full Justification aligns lines of text on both the left and right margins as you 
can see in the example that accompanies this reference section. In order to do 
so, spaces between words must be compressed or expanded as necessary (see 
Word Spacing Justification Limits below). Full Justification will not show on the 
normal editing screen but will display in the View Document screen correctly.

When Full Justification is active, you can use the Center, Flush Right, and Tab 
Align features.

Left Justification
Left Justification is used to produce a “ragged right” margin as you can see in 
the example that accompanies this reference section. Text is aligned at the left 
margin, but not at the right margin. If Left Justification is active, you can still 
use the Center, Tab Align, and Flush Right features.

Right Justification
Right Justification is used to produce a "ragged left” margin as you can see in 
the example that accompanies this reference section. Text is aligned at the right 
margin, but not at the left margin.

This setting is much like the Flush Right (Alt-F6) feature except it is much better 
at right-aligning multiple lines of text. If you were to use the Flush Right 
feature to right-align multiple lines of text, you would need to turn on Flush 
Right at the beginning of every line. With Right Justification, all you need to do 
is turn it on and subsequent lines of text are flushed right.

When Right Justification is active, you cannot use the Center, Flush Right, and 
Tab Align features.
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The change remains in effect from the cursor forward in the document. If you 
want to change the justification again, you must go through the steps above. 

Center Justification 
Center Justification centers lines of text between margins as you can see in the 
example that accompanies this reference section. If you divide a center-justified 
line of text in half, the same amount of text exists on both the left and right 
sides of the line. 

This setting is much like the Center (Shift-F6) feature except it is much better at 
centering multiple lines of text. If you were to use the Center feature to center 
multiple lines of text, you would need to turn on Center at the beginning of 
every line . With Center Justification, all you need to do is tum it on and 
subsequent lines of text are centered. 

When Center Justification is active, you cannot use the Center, Flush Right, Tab, 
and Tab Align features. 

Full Justification 
Full Justification aligns lines of text on both the left and right margins as you 
can see in the example that accompanies this reference section. In order to do 
so, spaces between words must be compressed or expanded as necessary (see 
Word Spacing Justificu1iv11 Limits below). Full Justification will not show on the 
nonnal editing screen but will display in the View Document screen correctly. 

When Full Justification is active, you can use the Center, Flush Right, and Tab 
Align features. 

Left Justification 
Left Justification is used to produce a "ragged right" margin as you can see in 
the example that accompanies this reference section. Text is aligned at the left 
margin, but not at the right margin. If Left Justification is active, you can still 
use the Center, Tab Align, and Flush Right features. 

Right Justification 
Right Justification is used to produce a "ragged left" margin as you can see in 
the example that accompanies this reference section. Text is aligned at the right 
margin, but not at the left margin. 

This setting is much like the Flush Right (Alt-F6) feature except it is much better 
at right-aligning multiple lines of text. If you were to use the Flush Right 
feature to right-align multiple lines of text, you would need to turn on Flush 
Right at the beginning of every line. With Right Justification, all you need to do 
is turn it on and subsequent lines of text are flushed right. 

When Right Justification is active, you cannot use the Center, Flush Right, and 
Tab Align features. 



Notes Existing Text
If you want to Center or Right Justify existing lines of text, block the text, press 
the Center (Shift-F6) or Flush Right (AU-F6) keys, then type y. Even though 
you are pressing those keys, a Justification code (rather than a Center or Flush 
Right code) is placed in front of the block. At the end of the block, WordPerfect 
inserts another Justification code which changes justification back to what it was 
before the text you blocked.

Hyphenation
Like Justification, Hyphenation improves the look of the printed page. You 
cannot, however, hyphenate right- or center-justified text. For more information 
on hyphenation, see Hyphenation in Reference.

Search
If you enter a Justification code in the Search feature, you will notice that the 
code is represented as [Just]. This is a generic Justification code that will find 
any of the four types of Justification codes.

Tables
When WordPerfect encounters a table, the justification setting is turned off at the 
beginning of the table, then turned back on at the end of the table. Within the 
table, the Table Position option determines the alignment of the entire table 
structure (see Position under Table. Edit Structure in Reference).

The Justification feature can be used within a table to determine text alignment 
inside cells. When a justification setting is made with the Justification feature, it 
only affects text in the cell where the justification setting is made.

You can also change the Justify settings under the Table Format options to make 
justification s e t t i n g s  f o r  i n d i v i d u a l  c e l l s  o r  e n t i r e  columns of cells. Table Justify 
settings, however, are overridden by any settings you make with the Justification 
feature inside of the table. The Table Justify settings allow for an additional 
option, Decimal Align, which lets you align text on a decimal character. This is 
useful if the table contains numbers.

For more information on justification in tables, see Table, Format Columns and 
Cells in Reference.

Word Spacing Justification Limits
When Full Justification is active, WordPerfect expands or compresses spacing 
between words as needed to justify the text on a line. The Word Spacing 
Justification Limits option lets you set limits on this expansion and compression. 
Once a limit is reached, WordPerfect then begins to adjust spacing between 
characters.
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Notes Existing Text 
If you want to Center or Right Justify existing lines of text, block the text , press 
the Center (Shift-F6) or Flush Right (Alt-F6) keys, then type y. Even though 
you are pressing those keys, a Justification code (rather than a Center or Flush 
Right code) is placed in front of the block. At the end of the block, WordPerfect 
inserts another Justification code which changes justification back to what it was 
before the text you blocked. 

Hyphenation 
Like Justification, Hyphenation improves the look of the printed page. You 
cannot, however, hyphenate right- or center-justified text. For more information 
on hyphenation, see Hyphenation in Reference. 

Search 
If you enter a Justification code in the Search feature, you will notice that the 
code is represented as [Just]. This is a generic Justification code that will find 
any of the four types of Justification codes . 

Tables 
When WordPerfect encounters a table, the justification setting is turned off at the 
beginning of the table, then turned back on at the end of the table. Within the 
table, the Table Position option determines the alignment of the entire table 
structure (see Position under Table, Edit Structure in Reference) . 

The Justification feature can be used within a table to determine text alignment 
inside cells. When a justification setting is made with the Justification feature , it 
only affects text in the cell where the justification setting is made . 

You can also change the Justify settings under the Table Format options to make 
justification settings for individual cell:; or entire columns of cells. Table Justify 
settings, however, are overridden by any settings you make with the Justification 
feature inside of the table. The Table Justify settings allow for an additional 
option, Decimal Align, which lets you align text on a decimal character. This is 
useful if the table contains numbers. 

For more information on justification in tables, see Table, Format Columns and 
Cells in Reference. 

Word Spacing Justification Limits 
When Full Justification is active, WordPerfect expands or compresses spacing 
between words as needed to justify the text on a line. The Word Spacing 
Justification Limits option lets you set limits on this expansion and compression. 
Once a limit is reached. WordPerfect then begins to adjust spacing between 
characters. 
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To adjust the Word Spacing Justification Limits,

1 Move the cursor to where you want to set the limits.

2 Press Format (Shift-F8), then select Other (4).

LB Select Other from the Layout menu.

3 Select Printer Functions (6), then select Word Spacing Justification Limits
(4).

4 Enter a compression percentage, then enter an expansion percentage.

The percentages you enter are percentages of an existing space. For example, if 
you do not want WordPerfect to compress a space more than 60% (.6) of its 
normal size, enter 60% for the compression percentage. If you do not want 
WordPerfect to expand a space more than 120% (1.2) of its normal size, enter 
120% for the expansion percentage.

For the expansion percentage, anything over 999% is considered unlimited.

5 Press Exit (F7) until you return to the normal editing screen.

If your printer cannot support this feature. Word and Letter Spacing will have no 
effect.

See Also: Center; Flush Right; Tab Align
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To adjust the Word Spacing Justification Limits, 

1 Move the cursor to where you want to set the limits. 

2 Press Format ( Shift-F8 ). then select Other ( 4 ). 

all Select Other fi·om the Larollf menu. 

3 Select Printer Functions (6), then select Word Spacing Justification Limits 
(4) . 

4 Enter a compression percentage, then enter an expansion percentage. 

The percentages you enter are percentages of an existing space. For example, if 
you do not want WordPerfect to compress a space more than 60% (.6) of its 
normal size. enter 60% for the compression percentage. If you do not want 
WordPerfect to expand a space more than 120% ( 1.2) of its normal size, enter 
120% for the expansion percentage. 

For the expansion percentage. anything over 999% is considered unlimited. 

5 Press Exit (F7) until you return to the normal editing screen. 

If your printer cannot support this feature. Word and Letter Spacing will have no 
effect. 

See Also: Center; Flush Right; Tab Align 



K Kerning

On the printed page, certain letter pairs appear to have more space between them 
than others because of the shape and slant of each letter. If you would like to 
reduce the space between these letters. WordPerfect offers a feature called 
Kerning.

A  UN-KERNED LETTER PAIRS 
A  KERNED LETTER PAIRS

Some fonts are defined with kerning tables while others are not. For example, 
there is no mono spaced font with defined kerning tables. The printer resource 
file (.PRS file) determines which letter combinations are kerned.

1 Move the cursor to where you want kerning to begin.

2  Press F o r m a t  (Shift-F8) to display the Format menu, then select Other (4 ) .  

C l Select Other from the Layout menu.

3 Select Printer Functions (6).

4 Select Kerning (1).

5 Type y to turn on kerning 

or

Type n to turn off kerning.

6 P r e s s  E x i t  ( F 7 )  t o  r e t u r n  t o  t h e  d o c u m e n t .

V  V
WALTER

V  V
WALTER

Notes Codes
Kerning starts at the [KermOn] code and affects text from that point forward in 
the document until it reaches a [KermOff] code.

Manual Kerning
Depending on your needs, you can manually kern by inserting an Advance code 
between the pair of characters to be kerned (see Advance in Reference).

Printers and Kerning
By using the Printer Program, it is possible to define kerning tables for specific 
sets of characters by making adjustments to your .ALL file. For more 
information, see Printer Program in Reference.

Test File
KERN.TST is a file containing the letter pairs which are most often kerned. 
Retrieve this file, select the printer you are using, and change the base font to the
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K Kerning 

A UN-KERNED LETTER PAIRS 

Al. KERNED LETTER PAIRS 

Notes 

On the printed page, certain letter pairs appear to have more space between them 
than others because of the shape and slant of each letter. If you would like to 
reduce the space between these letters. WordPerfect offers a feature called 
Kerning. 

V V 
WALTER 
vv 

WALTER 

Some fonts are defined with kerning tables while others are not. For example, 
there is no mono-spaced font with defined kerning tables. The printer resource 
file (.PRS file) determines which letter combinations are kerned. 

1 Move the cursor to where you want kerning to begin. 

2 Press Format (Shift-F8) to display the Format menu. then select Other (4) . 

CB Select Other from the Layout menu. 

3 Select P rinter Functions (6) . 

4 Select Kerning (I). 

5 Type y to turn on kerning 

or 

Type n to turn off kerning. 

6 Press Exit (F7) 10 return to the document. 

Codes 
Kerning starts at the [Kern:On] code and affects text from that point forward in 
the document until it reaches a [Kern:Ofn code. 

Manual Kerning 
Depending on your needs, you can manually kern by inserting an Advance code 
between the pair of characters to be kerned (see Advance in Reference). 

Printers and Kerning 
By using the Printer Program, it is possible to define kerning tables for specific 
sets of characters by making adjustments to your .ALL file. For more 
information, see Printer Program in Reference. 

Test File 
KERN.TST is a file containing the letter pairs which are most often kerned . 
Retrieve this file, select the printer you are using, and change the base font to the 
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font which you want to test. You may then print the file to see how the letter 
pairs are kerned for the chosen font.

KERN.TST is installed with the Printer Program files. I f you did not install the Printer 
Program files when you installed WordPerfect or have not subsequently done so. you 
must do so if  you wish to use KERN.TST (see the Installation Instructions card).

See Also: Printer Program; Word and Letter Spacing

Keyboard Layout

When WordPerfect is shipped, certain WordPerfect features and operations are 
assigned to certain keyboard keys. For example, Cancel is assigned to the FI 
function key, Help is assigned to the F3 function key, and so on. Many of you 
have learned how to use WordPerfect with these key assignments, and changing 
the assignments might prove frustrating to those of you who like the key 
assignments just the way they are.

But to keep the key assignments as they are and to prohibit you from changing 
them can prove frustrating if you have switched to WordPerfect from another 
word processing program, or if you would simply like to design a keyboard 
layout of your own. To help those of you who would like to tailor key 
assignments to your own needs, WordPerfect provides the Keyboard Layout 
feature.

T he K eyboard L ayout feature lets you  reassign or remap WordPerfect features 
and operations to the keys on your keyboard. This includes the function keys 
(FI through F10 or FI through F12, depending on your keyboard), the character 
keys, and the Alt, Ctrl, and Shift states of the character and function keys.

This lets you assign features and operations to the keys of your choice. For 
example, many software programs use FI as the Help key. If you feel more 
comfortable with FI as the Help key instead of F3, you can re-assign Help to the 
FI key. Then, you can re-assign Cancel to another key. To do this, you can 
create a keyboard layout from which you can modify some, or all, of the key 
assignments.

There are two ways of assigning keys, and they are discussed in Keyboard 
Layout. Edit and Keyboard Layout, Map in Reference. After you have created a 
keyboard layout, the process for selecting it and putting it to use is very simple.

WordPerfect includes some keyboard layouts when it is shipped. For more detail on 
these, see Appendix H: Keyboards.

1 Press Setup (Shift-Fl).

(7H Select Setup from the File menu.

2 Select Keyboard Layout (5).
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font which you want to test. You may then print the file to see how the letter 
pairs are kerned for the chosen font. 

K£RN. TST is ins/ailed wilh !he Printer Program files. If you did not insw/1 !he Printer 
Program files when you installed WordPe rfecr or have not subsequently done so. you 
must do so if you wish to use KERN.TST (see the Installation Instructions card). 

See Also: Printer Program; Word and Letter Spacing 

When WordPerfect is shipped, certain WordPerfect features and operations are 
assigned to certain keyboard keys. For example, Cancel is assigned to the Fl 
function key, Help is assigned to the F3 function key, and so on. Many of you 
have learned how to use WordPerfect with these key assignments, and changing 
the assignments might prove frustrating to those of you who like the key 
assignments just the way they are. 

But to keep the key assignments as they are and to prohibit you from changing 
them can prove frustrating if you have switched to WordPerfect from another 
word processing program, or if you would simply like to design a keyboard 
layout of your own. To help those of you who would like to tailor key 
assignments to your own needs, WordPerfect provides the Keyboard Layout 
feature. 

The Keyboard Luyout feature lets you reas!'.ign or remap WordPerfect features 
and operations to the keys on your keyboard. This includes the function keys 
(Fl through Fl O or Fl through Fl 2, depending on your keyboard), the character 
keys, and the Alt. Ctr!, and Shift states of the character and function keys. 

This lets you assign features and operations to the keys of your choice. For 
example, many software programs use FI as the Help key. If you feel more 
comfortable with Fl as the Help key instead of F3, you can re-assign Help to the 
Fl key. Then, you can re-assign Cancel to another key. To do this, you can 
create a keyboard layout from which you can modify some, or all. of the key 
assignments. 

There are two ways of assigning keys, and they are discussed in Keyboard 
Layout. Edit and Keyboard Layout. Map in Reference. After you have created a 
keyboard layout, the process for selecting it and putting it to use is very simple. 

WordPerfecl includes some kevboard /ayouls when it is shipped. For more detail on 
!he.ff. see Appendix H: Keyboards. 

1 Press Setup (Shift-Fl) . 

ca Se/eel Setup from 1he File menu. 

2 Select Keyboard Layout (5 ). 



Notes

3 Move the cursor to the keyboard of your choice, then choose Select (1) to 
select it.

The keyboard names displayed on the Setup: Keyboard Layout menu are the 
keyboard files (files with a .WPK extension) listed in the keyboard/macro 
directory (see Location o f Files in Reference). If the keyboard you want to use 
is not listed, either you have not created it, or it is not located in the 
keyboard/macro directory that you specified in Location of Files. If you have 
not created it, see Create below. If it is not located in the keyboard/macro 
directory, see Location o f Files in Reference.

4  Press Exit (F7) to return to the normal editing screen.

The keyboard selection you make is stored in the WP{WP}.SET file and remains 
in effect each time you start WordPerfect.

Copy
The Copy option on the Setup: Keyboard Layout menu lets you copy an existing 
keyboard layout. Use this option if you want to create a keyboard layout using 
an existing keyboard layout as a model.

To copy a keyboard layout, move the cursor to the name of the keyboard layout 
you want to copy in the Setup: Keyboard Layout menu, select Copy (5), then 
enter a name for the new keyboard.

You can enter up to eight characters for a keyboard name. If you try to name a 
keyboard with the name of an existing keyboard, you will get an error message 
and must try naming the keyboard with another name.

Create
The Create option on the Setup: K eyboard  L ayout m enu lets you create and 
name a keyboard layout. To do so, select Create (4) from the Setup: Keyboard 
Layout menu, then enter a name (up to eight characters) for the keyboard. When 
you give a keyboard a name, it is stored as a file in the keyboard/macro 
directory and a .WPK extension is added to the name (see Location o f Files in 
Reference).

The new keyboard initially has the same key assignments as your original 
keyboard. For information on editing the keyboards you create, see Keyboard 
Layout. Edit in Reference.

Delete
The Delete option on the Setup: Keyboard Layout menu lets you delete a 
keyboard on the menu. To delete a keyboard layout, move the cursor to the 
name of the keyboard you want to delete in the Setup: Keyboard Layout menu, 
select Delete (2), then type y.

The keyboard is deleted from the Setup: Keyboard Layout menu and its 
associated .WPK file is deleted from your disk.
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Notes 

3 Move the cursor to the keyboard of your choice, then choose Select ( 1) to 
select it. 

The keyboard names displayed on the Setup: Keyboard Layout menu are the 
keyboard files (files with a .WPK extension) listed in the keyboard/macro 
directory (see Location of Files in Reference). If the keyboard you want to use 
is not listed, either you have not created it. or it is not located in the 
keyboard/macro directory that you specified in Location of Files. If you have 
not created it. see Create below. If it is not located in the keyboard/macro 
directory, see Location of Files in Reference. 

4 Press Exit (F7) to return to the normal editing screen. 

The keyboard selection you make is stored in the WP(WP}.SET file and remains 
in effect each time you start WordPerfect. 

Copy 
The Copy option on the Setup: Keyboard Layout menu lets you copy an existing 
keyboard layout. Use this option if you want to create a keyboard layout using 
an existing keyboard layout as a model. 

To copy a keyboard layout, move the cursor to the name of the keyboard layout 
you want to copy in the Setup: Keyboard Layout menu, select Copy (5), then 
enter a name for the new keyboard. 

You can enter up to eight characters for a keyboard name. If you try to name a 
keyboard with the name of an existing keyboard, you will get an error message 
and must try naming the keyboard with another name. 

Create 
The Create option on the Setup: Keyboard Layout menu lets you create and 
name a keyboard layout. To do so, select Create (4) from the Setup: Keyboard 
Layout menu, then enter a name (up to eight characters) for the keyboard. When 
you give a keyboard a name, it is stored as a file in the keyboard/macro 
directory and a .WPK extension is added to the name (see Location of Files in 
Reference) . 

The new keyboard initially has the same key assignments as your original 
keyboard. For information on editing the keyboards you create, see Keyboard 
Layout, Edit in Reference. 

Delete 
The Delete option on the Setup: Keyboard Layout menu lets you delete a 
keyboard on the menu. To delete a keyboard layout, move the cursor to the 
name of the keyboard you want to delete in the Setup: Keyboard Layout menu, 
select Delete (2), then type y. 

The keyboard is deleted from the Setup: Keyboard Layout menu and its 
associated .WPK file is deleted from your disk. 
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Edit
The Edit option on the Setup: Keyboard Layout menu lets you edit key 
assignments for a keyboard layout. Using this option, you can assign 
WordPerfect features, macros, Compose characters, and keyboard characters to 
the various keyboard keys. For more information, see Keyboard Layout, Edit in 
Reference.

The Map option also lets you perform many of the same operations as the Edit 
option. For more information on the Map option, see Keyboard Layout, Map in 
Reference.

Keyboard Layouts and Macros
If you have defined an Alt-macro and execute it by pressing A lt  -letter, 
WordPerfect first looks to see if a feature or operation has been assigned to that 
Alt-letter key on the current keyboard layout. If it has, WordPerfect will use the 
key assignment. If not, WordPerfect will search for the macro file, then execute 
it.

For example, if you have an Alt-d macro that normally inserts the date in your 
document, but are using a keyboard where Alt-d has been defined to turn on 
Bold, pressing A lt - d  will turn on Bold. If Alt-d is not assigned in the keyboard 
layout you are using, pressing A lt - d  will insert the date in your document.

If you want to make sure that the macro file is executed, you can press M a c r o  
(Alt-FlO), then enter the name of the Alt-macro (e.g., a ltp ) .

Non-Alt-macros (macros invoked with Alt-FlO) will always be accessible no 
matter which keyboard is active. Their operation, however, depends on several 
factors (see K ey M acro  under K eyboard  Layout, Edit and Keyboard Layout, Map 
in Reference).

Keyboard Layouts vs. Alt-Macros
Keyboard layouts let you assign features and operations to Alt-character keys. 
But so does the Macro feature. What’s the difference?

The obvious difference is that keyboard layouts give you more flexibility. If you 
read through the information in this and the following keyboard sections, you 
will learn that keyboard layouts let you assign more than macros to most keys on 
the keyboard.

When you are deciding whether to create an Alt-macro or a keyboard layout, 
however, you should be aware that an individual Alt-macro file takes up less 
disk space than a keyboard layout file. In other words, you may not want to 
create a keyboard layout that simply re-assigns one or two Alt keys. Try 
creating an Alt-macro instead (see Macros, Define in Reference).

Map
The Map option on the Setup: Keyboard Layout menu gives you a “big picture” 
or “map” of key assignments, while letting you assign WordPerfect features,

Edit 
The Edit option on the Setup: Keyboard Layout menu lets you edit key 
assignments for a keyboard layout. Using this option, you can assign 
WordPerfect features, macros, Compose characters, and keyboard characters to 
the various keyboard keys. For more information, see Keyboard Layout, Edit in 
Reference. 

The Map option also lets you perform many of the same operations as the Edit 
option. For more information on the Map option, see Keyboard Layout, Map in 
Reference. 

Keyboard Layouts and Macros 
If you have defined an Alt-macro and execute it by pressing Alt-letter, 
WordPerfect first looks to see if a feature or operation has been assigned to that 
Alt-letter key on the current keyboard layout. If it has, WordPerfect will use the 
key assignment. If not. WordPerfect will search for the macro file, then execute 
it. 

For example, if you have an Alt-d macro that normally inserts the date in your 
document, but are using a keyboard where Alt-d has been defined to turn on 
Bold, pressing Alt-d will turn on Bold. If Alt-d is not assigned in the keyboard 
layout you are using. pressing Alt-d will insert the date in your document. 

If you want to make sure that the macro file is executed, you can press Macro 
(Alt-FlO), then enter the name of the Alt-macro (e.g ., altp). 

Non-Alt-macros (macros invoked with Alt-FIO) will always be accessible no 
matter which keyboard is active. Their operation. however, depends on several 
factors (sec:: Kt:y Macro under K,,yboard Layout. Edit and Keyboard Layout, Map 
in Reference). 

Keyboard Layouts vs. Alt-Macros 
Keyboard layouts let you assign features and operations to Alt-character keys. 
But so does the Macro feature. What's the difference? 

The obvious difference is that keyboard layouts give you more flexibility. If you 
read through the information in this and the following keyboard sections, you 
will learn that keyboard layouts let you assign more than macros to most keys on 
the keyboard. 

When you are deciding whether to create an Alt-macro or a keyboard layout, 
however, you should be aware that an individual Alt-macro file takes up less 
disk space than a keyboard layout file. In other words, you may not want to 
create a keyboard layout that simply re-assigns one or two Alt keys. Try 
creating an Alt-macro instead (see Macros, Define in Reference). 

Map 
The Map option on the Setup: Keyboard Layout menu gives you a "big picture" 
or "map" of key assignments, while letting you assign WordPerfect features, 



Compose characters, and keyboard characters to various keyboard keys. For 
more information, see Keyboard Layout, Map in Reference.

The Edit option is similar to the Map option in that it can perform all of the 
same operations and more, including making assignments for function keys and 
assigning macros to a keyboard key. For more information on the Edit option, 
see Keyboard Layout, Edit in Reference.

Name Search
The Name Search option on the Setup: Keyboard Layout menu lets you easily 
move the cursor to the keyboard name you are looking for. Select Name Search 
(n) in the Setup: Keyboard Layout menu, then begin typing the name of the 
keyboard you are looking for. As you type letters, the cursor moves to the 
keyboard name that matches those letters. To exit Name Search, press Enter or 
one of the arrow keys.

Original
The Original option on the Setup: Keyboard Layout menu lets you re-select the 
original keyboard. To do so, simply select Original (6) in the Setup: Keyboard 
Layout menu.

You can also switch to the original keyboard from anywhere in WordPerfect by 
pressing Ctrl-6. Unlike the Original option, Ctrl-6 temporarily disables the 
selected soft keyboard. Press Ctrl-6 when you want to perform keystrokes that 
have been disabled by the keyboard currently in use. If you don’t use the 
Original option or select another keyboard on the Setup: Keyboard Layout menu, 
the keyboard you selected prior to pressing Ctrl-6 will be in effect the next time 
you start WordPerfect.

To switch back to the keyboard you temporarily disabled without using the Setup menus, 
press Ctrl-6,Ctrl-6. The messaage, "Active keyboard-[keyboard name]" is displayed. To 
disable the Ctrl-6 option, use the /no startup option (see Appendix N: Startup Options/

Rename
The Rename option on the Setup: Keyboard Layout menu lets you rename a 
keyboard. To use this option, move the cursor to a keyboard on the menu, select 
Rename (3), then enter the new name. When you select this option, the filename 
for the keyboard layout is also changed to the new filename. The filename 
maintains the .WPK extension and is stored in the keyboard/macro directory (see 
Location o f Files in Reference).

See Also: Lesson 26; Compose; Keyboard Layout, Edit; Keyboard Layout, Map
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Compose characters, and keyboard characters to various keyboard keys. For 
more information. see Keyboard Layout, Map in Reference. 

The Edit option is similar to the Map option in that it can perform all of the 
same operations and more, including making assignments for function keys and 
assigning macros to a keyboard key. For more information on the Edit option, 
see Keyboard Layour. Edit in Reference. 

Name Search 
The Name Search option on the Setup: Keyboard Layout menu lets you easily 
move the cursor to the keyboard name you are looking for. Select Name Search 
(n) in the Setup: Keyboard Layout menu. then begin typing the name of the 
keyboard you are looking for. As you type letters. the cursor moves to the 
keyboard name that matches those letters. To exit Name Search. press Enter or 
one of the arrow keys. 

Original 
The Original option on the Setup: Keyboard Layout menu lets you re-select the 
original keyboard. To do so, simply select Original (6) in the Setup: Keyboard 
Layout menu. 

You can also switch to the original keyboard from anywhere in WordPerfect by 
pressing Ctrl-6. Unlike the Original option, Ctrl-6 temporarily disables the 
selected soft keyboard. Press Ctrl-6 when you want to perform keystrokes that 
have been disabled by the keyboard currently in use. If you don't use the 
Original option or select another keyboard on the Setup: Keyboard Layout menu, 
the keyboard you selected prior to pressing Ctrl-6 will be in effect the next time 
you start WordPerfect. 

To switch back to the keyboard you temporarily disabled without using the Setup menus, 
press Ctrl-6,Ccrl-6. The messaage, "Active keyboard-[keyboard name/" is displayed. To 
disable the Ctrl-6 option, use the /no starfllp option (see Appendix N: Startup Options). 

Rename 
The Rename option on the Setup: Keyboard Layout menu lets you rename a 
keyboard. To use this option, move the cursor to a keyboard on the menu, select 
Rename (3), then enter the new name. When you select this option, the filename 
for the keyboard layout is also changed to the new filename. The filename 
maintains the .WPK extension and is stored in the keyboard/macro directory (see 
Location of Files in Reference). 

See Also: Lesson 26; Compose; Keyboard Layout, Edit; Keyboard Layout, Map 
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Keyboard Layout, Edit

The Edit option on the Setup: Keyboard Layout menu (Shift-Fl,5,7) is one of the 
two options (Map is the other) that lets you re-assign (or remap) WordPerfect 
features to keys on your keyboard. These keys become part of a keyboard 
layout.

If you want to learn more about keyboard layouts in general, see Keyboard 
Layout in Reference.

To use the Edit option,

1 Press Setup (Shift-Fl).

LB Select Setup from the File menu.

2 Select Keyboard Layout (5), then move the cursor to the keyboard you want 
to edit.

The keyboard names displayed on the Setup: Keyboard Layout menu are the 
keyboard files (files with a ,WPK extension) listed in the keyboard/macro 
directory (see Location of Files in Reference). If the keyboard you want to edit 
is not listed, either you have not created it, or it is not located in the 
keyboard/macro directory you specified in Location of Files. If you have not 
created it, see Create under Keyboard Layout in Reference. If it is not located in 
the keyboard/macro directory, see Location of Files in Reference.

3 Select Edit (7).

The K e y b o a r d :  E d i t  m e n u  is shown below.

Keyboard: Edit 
Name: MACROS

Alt-F
Alt-G
Alt-C
Alt-B
Alt-N
Alt-M
Ctrl-F8
Alt-F9
Ctrl-C
Ctrl-D
Ctrl-E
Ctrl-G

{KEY
{KEY
{KEY
{KEY
{KEY
{KEY
{KEY
{KEY
(KEY
{KEY
{KEY
{KEY
{KEY
{KEY
{KEY

Description

MACRO 7) 
MACRO 2 I 
MACRO 3} 
MACRO 10} 
MACRO 4} 
MACRO 8} 
MACRO 6} 
MACRO 5} 
MACRO 9} 
MACRO 17} 
MACRO 1} 
MACRO 13} 
MACRO 12} 
MACRO 19} 
MACRO 18}

ilace an W c  with a di^rerent type 
Transpose 2 visible characters 
Insert a line.
Delete a line 
Find the Bookmark 
Send GO to printer
Capitalize 1st letter of current word 
Restore the previous block 
Edit the Next or Previous Note.
Insert Bookmark 
Font Key
List Files from Graphics Key 
Calculator
Generate Standard Documents
Print Name & Address on an Envelope
Glossary Macro - Expand Abbreviations

1 Action; 2 Dscrptn; 3 Original; 4 Create; 5 Move; Macro: 6 Save; 7 Retrieve:

Key
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The Edit option on the Setup: Keyboard Layout menu (Shift-Fl,5,7) is one of the 
two options (Map is the other) that lets you re-assign (or remap) WordPerfect 
features to keys on your keyboard. These keys become pan of a keyboard 
layour. 

If you want to learn more about keyboard layouts in general, see Keyboard 
Layout in Reference. 

To use the Edit option, 

1 Press Setup (Shift-FI) . 

[8) Select Setup from the File menu. 

2 Select Keyboard Layout (5), then move the cursor to the keyboard you want 
to edit. 

The keyboard names displayed on the Setup: Keyboard Layout menu are the 
keyboard files (files with a .WPK extension) listed in the keyboard/macro 
directory (see Location of Files in Reference) . If the keyboard you want to edit 
is not listed, either you have not created it, or it is not located in the 
keyboard/macro directory you specified in Location of Files. If you have not 
created it, see Create under Keyboard layout in Reference. If it is not located in 
the keyboard/macro directory, see location of Files in Reference . 

3 Select Edit (7). 

The Keyboard: Edit menu is shown below. 

Keyboar-d , Edit 

Name : l'IAC AOS 

Ah T .,. 
AU P 
,-1 t-F 
Alt -G 
11.lt- C 
Alt-B 
Alt-N 
Alt-M 
Ctrl - F8 
Alt-F9 
Ctrl-C 
Ctrl - D 
Ctrl-E 
Ctrl-G 

"I 
( 11:E V MACRO 7) 
{ KE V MACRO 2) 
{ KEV MACRO J) 
{ KEV MACRO 10) 
{ ICEV MACAO 4) 
(KEV MACRO 81 
( l<EV MACRO 6} 
( KEV MACRO 5} 
fk EV MACRO 9) 
(l<E V MACRO 17) 
( l<EV MACRO l ) 
( l<EV MACRO 13) 
f KEV MACRO 121 
f l<EV MACRO 19} 
fl< EV MACRO 18) 

.., Wl ff't type 
'f'r-anspose 2 visible ctlaracters 
Il'lsert a l 11'1e. 
Oelete a l11'1e 
F'1nd tl'1e Bookma rk 
Send GO to printer 
Cap1tal1ze 1st letter cl cur rent word 
Restore ttle prev ious block 
Edit the Next or PreVlC\J! Note 
tnsert Bookmark 
tol'l t key 
List F'i les from Graph1cs Key 
Calculator 
Generate Standard Documents 
Print Name f, Address o r, an Envel opil"' 
Glossar y Macro - £111p11nd Abbrev1at1ons 

1 Action: 2 Dscrptn: 3 Origina l; 4. Crea te: 5 Hove; "'aero: 6 Sa ve; 7 Ret rieve~ 



Notes

Notice the Name heading at the top of the screen. This reminds you which 
keyboard layout you are editing.

4 Move the cursor to the key you want to edit.

I f the key you want to edit is not displayed, its function is the same as on the original 
keyboard (see Create below). You can move directly to a key on the list by selecting 
Name Search (n), then pressing the key.

5 Select one of the options on the Keyboard: Edit screen and perform the 
necessary operations (see the option headings under Notes below).

6 Press Exit (F7) to return to the Setup: Keyboard Layout menu.

At this point, you may select one of the options from the Setup: Keyboard 
Layout menu, or you can press Exit (F7) to return to the normal editing screen. 
If you wish to select the keyboard for use, move the cursor to the keyboard 
name, then choose Select (1).

Action
This option on the Keyboard: Edit menu takes you directly into a macro editing 
screen called the Key: Action screen, where you can assign a WordPerfect 
feature or operation to the key.

Key: Action

Key Alt-H

Description Replace an AFC with a different type

1flF}{STATE)&4 {;}At•edit■acreen/no- block-
{ELSE}
{RETURN}
[END IF)
{IF}{STATE)& 128 ~
[r>ORrT)Dlwik-iw«t t'<* ■ -«=,££*
{RETURN)
{END IF)
(DISPLAY OFF) {;)Check- for•confirmation"
{CHAR)0*Confirm-Replace?•(Y /N)■No[Left){Left}'
1 (CASE) [VAR o r
y~yes“Y“yes'
(ASSIGN)O

Ctrl-PgUp for macro commands; Press Exit when done

Depending on what you want to do in this screen, your task can be as simple as 
assigning a feature located on a function key to another key, or it can be as 
intricate as creating the most powerful WordPerfect macro.

To use this option, move the cursor to the key on the Keyboard: Edit menu 
whose assignment you want to change, select Action (1), then edit the key as 
necessary. Press Exit (F7) when you are finished.

The procedure for editing in the Key: Action screen is the same as editing in the 
WordPerfect Macro Editor. Before you decide to edit in the Key: Action screen,

KEYBOARD LAYOUT, EDIT 3 0 9

Notes 

Notice the Name heading at the top of the screen. This reminds you which 
keyboard layout you are editing. 

4 Move the cursor to the key you want to edit. 

If the key you want to edit is not displayed. its function is the same as on the original 
keyboard / see Create below). You can move directly to a key on the list by selecting 
Name Search /n). then pressing the key. 

5 Select one of the options on the Keyboard: Edit screen and perform the 
necessary operations (see the option headings under Notes below). 

6 Press Exit (F7) to return to the Setup: Keyboard Layout menu. 

At this point, you may select one of the options from the Setup: Keyboard 
Layout menu, or you can press Exit (F7) to return to the normal editing screen. 
If you wish to select the keyboard for use, move the cursor to the keyboard 
name, then choose Select ( 1 ). 

Action 
This option on the Keyboard: Edit menu takes you directly into a macro editing 
screen called the Key : Action screen, where you can assign a WordPerfect 
feature or operation to the key. 

Key: Act ion 

Description Rep l.1ce .an Arc 1.1ith a dlff@rent type 

t IS'} { STIITIE 1&4 (; )At· ed1 t: • 9Creen/no · block-
{ ELSE) 

{RETURN) 
( END IF) 
( H){S"l'A'1£]r. J2A-

J:~T~:~ r• - J 
( OJSPLllY OFF) (;}Chi!cck•for •confirmetion· 
(CHAR)O·conf lr111•Repl11ce':. fY/N) · Nr. fLo>ft l I L eft} . 
{CAS E J(VIIR 01· 
y·yes·ryes 

' ( ASSIC M) O 

Ct r l- PgUp for mar.ro commands;; Pres s EJCit when done 

Depending on what you want to do in this screen, your task can be as simple as 
assigning a feature located on a function key to another key, or it can be as 
intricate as creating the most powerful WordPerfect macro. 

To use this option, move the cursor to the key on the Keyboard: Edit menu 
whose assignment you want to change, select Action ( l ), then edit the key as 
necessary. Press Exit (F7) when you are finished. 

The procedure for editing in the Key: Action screen is the same as editing in the 
WordPerfect Macro Editor. Before you decide to edit in the Key: Action screen, 
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you may want to read Macros, Macro Editor in Reference to learn about the 
things you can do in the Key: Action screen.

The following are some simple operations you can perform:

To assign a function key feature to the key. press the function key for that 
feature. For example, press the function key for * Indent (F4) if you want to 
assign the ^Indent feature to the key.

If you want to assign Cancel, Exit, Help, or many of the cursor movement keys (e.g., 
arrow keys), you must press Ctrl-v before pressing the key assigned to those features.

If you want to assign a Compose character, press Compose (Ctrl-2), type the 
WordPerfect character set number, a comma, the character within the character 
set. then press Enter (see Compose in Reference).

If you want to use the WordPerfect macro programming language, press Macro 
Commands (Ctrl-PgUp) to display the programming commands, move the cursor 
to the command you want, then press Enter.

Notice that commands such as Block Append/Copy/Move and Item Up/Down/Left/Right 
are located on the list o f programming commands. This is how you can assign these 
functions to keys on keyboards without an enhanced BIOS.

Cancel
Pressing Cancel (FI) in the Keyboard: Edit menu displays the prompt “Cancel 
Changes? No (Yes).” Typing n keeps you in the Keyboard: Edit menu while 
typing y cancels all changes you made since you entered the Keyboard: Edit 
menu and exits you to the Setup: Keyboard Layout menu. If you don’t want to 
c a n c e l  th e  changes, press Exit (F 7 )  instead o f  Cancel to  exit th e  menu and save
the changes.

Create
This option on the Keyboard: Edit menu lets you assign a WordPerfect feature or 
operation to a key that is not listed on the Keyboard: Edit menu. To use this 
option, select Create (4) from the Keyboard: Edit menu, then press the key you 
want to assign the feature or operation to.

After you press the key and enter a description for the key, you are placed in a 
screen called the Key: Action screen, and the procedure is the same as if you 
had selected the Action option for an existing key assignment. Read the 
information under Action above to find out what your options are at this point.

Delete
If you want to delete a key and its assignment from the Keyboard: Edit menu, 
move the cursor to the key you want to delete, press Delete (Del) or Backspace, 
then type y to confirm the deletion. When you delete a key from the Keyboard: 
Edit menu, its assignment is returned to what it was on the original keyboard.
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you may want to read Macros, Macro Editor in Reference to learn about the 
things you can do in the Key: Action screen. 

The following are some simple operations you can perform: 

To assign a function key feature to the key. press the function key for that 
feature. For example. press the function key for tlndent (F4) if you want to 
assign the tlndent feature to the key. 

ff you want to assign Cancel. Exit, Help, or many of the cursor movement keys ( e.g., 
arrow keys). you musr press Ctrl-v before pressing rhe key assigned to those features. 

If you want to assign a Compose character. press Compose (Ctrl-2), type the 
WordPerfect character set number, a comma, the character within the character 
set. then press Enter (see Compose in Reference) . 

If you want to use the WordPerfect macro programming language, press Macro 
Commands (Ctrl-PgUp) to display the programming commands, move the cursor 
to the command you want, then press Enter. 

Notice that commands such as Block Append/Copy/Move and Item Up/Down/Left/Right 
are located on the list of programming commands. This is how you can assign these 
Junctions to ke_ys on ke_yboards without an enhanced BIOS. 

Cancel 
Pressing Cancel (Fl ) in the Keyboard: Edit menu displays the prompt "Cancel 
Changes? No (Yes)." Typing n keeps you in the Keyboard: Edit menu while 
typing y cancels all changes you made since you entered the Keyboard: Edit 
menu and exits you to the Setup: Keyboard Layout menu. If you don't want to 
cancel the changes , press Exit (F7 ) instead of Cancel to exit the menu and save 
the changes. 

Create 
This option on the Keyboard: Edit menu lets you assign a WordPerfect feature or 
operation to a key that is not listed on the Keyboard: Edit menu. To use this 
option, select Create ( 4 ) from the Keyboard: Edit menu, then press the key you 
want to assign the feature or operation to. 

After you press the key and enter a description for the key, you are placed in a 
screen called the Key : Action screen, and the procedure is the same as if you 
had selected the Action option for an existing key assignment. Read the 
information under Action above to find out what your options are at this point. 

Delete 
If you want to delete a key and its assignment from the Keyboard: Edit menu, 
move the cursor to the key you want to delete, press Delete (Del) or Backspace, 
then type y to confirm the deletion. When you delete a key from the Keyboard: 
Edit menu, its assignment is returned to what it was on the original keyboard. 



Description
This option on the Keyboard: Edit menu lets you enter or add a description for a 
key. The description is used to tell you what the key does and is displayed on 
the Keyboard: Edit screen.

To use this option, move the cursor to a key on the Keyboard: Edit menu, select 
Description (2), then enter a description for the key.

Key Macro
If you retrieve a macro file to a key (see Retrieve below) or if you create a 
macro for a key (see Action above), the macro is represented as (Key Macro #} 
under the Action heading on the Keyboard: Edit screen.

The Key Macro command is used in macros where you press the key associated 
with the key macro. For example, suppose you assign a macro to the FI key in 
a keyboard layout called TESTKEY, and suppose that macro becomes 
(Key Macro 1}. If you are using TESTKEY while defining a macro called 
MACRO, and then press FI, (Key Macro 1} is inserted into the macro (and can 
be viewed in the Macro Editor).

When you execute MACRO and it comes time for WordPerfect to interpret the 
{Key Macro 1} command, it will look in the keyboard layout you are currently 
in, then execute the steps associated with the key assigned to {Key Macro 1}.
As long as everything is the same as when you defined the macro (the keyboard 
layout, the key assigned to (Key Macro 1}, the operation that (Key Macro 1} 
represents), the macro will work as expected. If any of those things have 
changed by the time you execute the macro, the macro may not function as you 
would like.

For this reason, we suggest that you create your macros with the original 
k e y b o a r d  in  e f f e c t .  W ith  th e  o r ig in a l  k e y b o a r d  in effect, it is impossible to insert 
(Key Macro} commands into a macro. Therefore, as long as the macro is 
created correctly, it should execute as expected no matter which keyboard layout 
you are in. The only exception to this is an Alt-macro which is discussed in 
Keyboard Layouts and Macros under Keyboard Layout in Reference.

Keyboard Layout: Map
The Map option on the Setup: Keyboard Layout menu is similar to the Edit 
option discussed in this section in that it lets you assign WordPerfect features 
and operations to keys. It is another way to edit the same keyboard layout.

Unlike the Edit option, the Map option does not let you assign an existing macro 
to a key, save a key assignment as a macro, or assign features and operations to 
function keys. One advantage the Map option has over the Edit option, however, 
is that it gives you a “big picture” of your keyboard layout. It shows most of 
the keys on your keyboard and the features or operations assigned to them.
More information on this option can be found in Keyboard Layout, Map in 
Reference.
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Description 
This option on the Keyboard: Edit menu lets you enter or add a description for a 

key. The description is used to tell you what the key does and is displayed on 
the Keyboard: Edit screen. 

To use this option, move the cursor to a key on the Keyboard: Edit menu, select 
Description (2), then enter a description for the key. 

Key Macro 
If you retrieve a macro file to a key (see Retrieve below) or if you create a 
macro for a key (see Action above ), the macro is represented as { Key Macro #} 
under the Action heading on the Keyboard: Edit screen. 

The Key Macro command is used in macros where you press the key associated 
with the key macro. For example, suppose you assign a macro to the Fl key in 
a keyboard layout called TESTKEY, and suppose that macro becomes 
{ Key Macro I}. If you are using TESTKEY while defining a macro called 
MACRO, and then press Fl, [ Key Macro 1} is inserted into the macro (and can 
be viewed in the Macro Editor). 

When you execute MACRO and it comes time for WordPerfect to interpret the 
( Key Macro l} command, it will look in the keyboard layout you are currently 
in, then execute the steps associated with the key assigned to { Key Macro l}. 
As long as everything is the same as when you defined the macro (the keyboard 
layout, the key assigned to ( Key Macro 1 } , the operation that { Key Macro I } 
represents), the macro will work as expected. If any of those things have 
changed by the time you execute the macro, the macro may not function as you 
would like. 

For this reason, we suggest that you create your macros with the original 
keyboard in effect. With the original keyboard in effect, it is impossible to insert 
{ Key Macro} commands into a macro. Therefore, as long as the macro is 
created correctly, it should execute as expected no matter which keyboard layout 
you are in. The only exception to this is an Alt-macro which is discussed in 
Keyboard Layouts and Macros under Keyboard Layout in Reference. 

Keyboard Layout: Map 
The Map option on the Setup: Keyboard Layout menu is similar to the Edit 
option discussed in this section in that it lets you assign WordPerfect features 
and operations to keys. It is another way to edit the same keyboard layout. 

Unlike the Edit option, the Map option does not let you assign an existing macro 
to a key, save a key assignment as a macro, or assign features and operations to 
function keys. One advantage the Map option has over the Edit option, however, 
is that it gives you a "big picture" of your keyboard layout. It shows most of 
the keys on your keyboard and the features or operations assigned to them. 
More information on this option can be found in Keyboard Layout, Map in 
Reference. 
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Move
This option on the Keyboard: Edit menu lets you move a key assignment from a 
key existing on the Keyboard: Edit menu to a key that may or may not exist on 
the menu. To use the option, move the cursor to the key on the Keyboard: Edit 
menu whose assignment you want to move, select Move (5), then press the key 
you want to move the feature or operation to.

For example, if you have retrieved a macro named TEST.WPM to F6 and you 
want to change its assignment to F8, move the cursor to the F6 key assignment 
on the Keyboard: Edit menu, select Move (5), then press F8.

If you are replacing a key assignment that previously existed on a key, you must 
type y to confirm the replacement. The key from which an assignment was 
moved is returned to its assignment on the original keyboard and is no longer 
displayed on the Keyboard: Edit menu.

Original
This option on the Keyboard: Edit menu lets you return a key’s function to what 
it was on the original keyboard. In effect, it deletes the “remapped” definition of 
this key from the keyboard layout.

To use this option, move this cursor to the key on the Keyboard: Edit menu you 
want to change, select Original (3), then type y.

Retrieve
This option on the Keyboard: Edit menu lets you assign an existing macro to a 
key. To do so, select Retrieve (7) from the Keyboard: Edit menu, press the key 
you want to assign the macro to, th e n  e n t e r  th e  n a m e  o f  th e  m a c ro .  I f  y o u  a re  
replacing a key assignment that previously existed on a key, you must type y to 
confirm the replacement.

WordPerfect will look for the macro in the keyboard/macro directory unless you 
enter a different pathname.

Once a macro is retrieved to a key, the association with the macro ends. In 
other words, editing changes to the macro itself (not the key assignment), or the 
macro assigned to the key do not affect each other.

More information about naming macros can be found in Macros, Define in 
Reference. More information about the keyboard/macro directory can be found 
in Location o f Files in Reference.

Save
This option on the Keyboard: Edit menu lets you save a key assignment as a 
macro. This enables you to use that assignment as a macro no matter which 
keyboard is selected.

For example, suppose you have a key assignment that saves a document, then 
clears the screen. If you want that assignment to be stored as a macro that can
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Move 
This option on the Keyboard: Edit menu lets you move a key assignment from a 
key existing on the Keyboard : Edit menu to a key that may or may not exist on 
the menu. To use the option, move the cursor to the key on the Keyboard: Edit 
menu whose assignment you want to move, select Move (5 ). then press the key 
you want to move the feature or operation to. 

For example, if you have retrieved a macro named TEST.WPM to F6 and you 
want to change its assignment to F8. move the cursor to the F6 key assignment 
on the Keyboard: Edit menu. select Move (5), then press F8. 

If you are replacing a key assignment that previously existed on a key, you must 
type y to confirm the replacement. The key from which an assignment was 
moved is returned to its assignment on the original keyboard and is no longer 
displayed on the Keyboard: Edit menu. 

Original 
This option on the Keyboard: Edit menu lets you return a key's function to what 
it was on the original keyboard. In effect, it deletes the "remapped" definition of 
this key from the keyboard layout. 

To use this option. move this cursor to the key on the Keyboard: Edit menu you 
want to change, select Original (3). then type y. 

Retrieve 
This option on the Keyboard: Edit menu lets you assign an existing macro to a 
key. To do so, select Retrieve (7 ) from the Keyboard: Edit menu, press the key 
you want to assign the macro to. then enter the name of the macro. If you are 
replacing a key assignment that previously existed on a key, you must type y to 
confirm the replacement. 

WordPerfect will look for the macro in the keyboard/macro directory unless you 
enter a different pathname. 

Once a macro is retrieved to a key, the association with the macro ends. In 
other words, editing changes to the macro itself (not the key assignment), or the 
macro assigned to the key do not affect each other. 

More information about naming macros can be found in Macros, Define in 
Reference. More information about the keyboard/macro directory can be found 
in Location of Files in Reference. 

Save 
This option on the Keyboard: Edit menu lets you save a key assignment as a 
macro. This enables you to use that assignment as a macro no matter which 
keyboard is selected. 

For example, suppose you have a key assignment that saves a document, then 
clears the screen. If you want that assignment to be stored as a macro that can 



be executed with the Macro feature regardless of the keyboard layout you are 
using, use this option.

To do so, move the cursor to the key on the Keyboard: Edit menu whose 
assignment you want to save as a macro, select Save (6) from the Keyboard:
Edit menu, then enter the name you want to call the macro. If you are replacing 
a macro that previously existed under the same name, you must type y to replace 
the macro. The macro will be saved to the keyboard/macro directory (unless you 
enter a pathname to a different directory) and a .WPM extension will be added.

More information about naming macros can be found in Macros, Define in 
Reference. More information about the keyboard/macro directory can be found 
in Location o f Files in Reference.

See Also: Lesson 26; Compose; Keyboard Layout; Keyboard Layout, Map; 
Macros, Macro Editor

Keyboard Layout, M ap

The Map option on the Setup: Keyboard Layout menu lets you see the key 
assignments for most keys on a keyboard layout. In addition, you can assign 
WordPerfect features and operations to keys on the Keyboard: Map menu.

If you like to assign WordPerfect characters to keys on a keyboard layout, this 
option is especially useful for helping you determine which keys the characters 
are assigned to.

To use the Map option,

1 Press Setup (Shift-Fl).

. 5  Select Setup from the File menu.

2 Select Keyboard Layout (5), then move the cursor to the keyboard whose 
map you want to display.

The keyboard names displayed on the Setup: Keyboard Layout menu are the 
keyboard files (files ending with a .WPK extension) listed in the keyboard/macro 
directory (see Location o f Files in Reference). If the keyboard whose map you 
want to display is not listed, either you have not created it, or it is not located in 
the keyboard/macro directory you specified in Location of Files. If you have not 
created it, see Create under Keyboard Layout in Reference. If it is not located in 
the keyboard/macro directory, see Location o f Files in Reference.

3 Select Map (8).
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be executed with the Macro feature regardless of the keyboard layout you are 
using, use this option. 

To do so, move the cursor to the key on the Keyboard: Edit menu whose 
assignment you want to save as a macro, select Save (6) from the Keyboard: 
Edit menu, then enter the name you want to call the macro. If you are replacing 
a macro that previously existed under the same name, you must type y to replace 
the macro. The macro will be saved to the keyboard/macro directory (unless you 
enter a pathname to a different directory) and a .WPM extension will be added. 

More information about naming macros can be found in Macros, Define in 
Reference. More information about the keyboard/macro directory can be found 
in Location of Files in Reference. 

See Also: Lesson 26; Compose; Keyboard Layout; Keyboard Layout, Map; 
Macros, Macro Editor 

Keyboard Layout, Map 

The Map option on the Setup: Keyboard Layout menu lets you see the key 
assignments for most keys on a keyboard layout. In addition, you can assign 
WordPerfect features and operations to keys on the Keyboard: Map menu. 

If you like to assign WordPerfect characters to keys on a keyboard layout, this 
option is especially useful for helping you determine which keys the characters 
are assigned to. 

To use the Map option. 

1 Press Setup (Shift-Fl) . 

. 8l Select Setup from the File menu. 

2 Select Keyboard Layout (5), then move the cursor to the keyboard whose 
map you want to display. 

The keyboard names displayed on the Setup: Keyboard Layout menu are the 
keyboard files (files ending with a .WPK extension) listed in the keyboard/macro 
directory (see Location of Files in Reference). If the keyboard whose map you 
want to display is not listed, either you have not created it, or it is not located in 
the keyboard/macro directory you specified in Location of Files. If you have not 
created it, see Create under Keyboard Layout in Reference. If it is not located in 
the keyboard/macro directory, see Location of Files in Reference. 

3 Select Map (8) . 
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The Keyboard: Map menu is shown below. Notice that the name of the 
keyboard is located near the top of the screen.

ALT KEYS 
CTRL KEYS
CHARACTER AND 
SHIFT-CHARACTER KEYS

Keyboard: Map

Action CMMMCMMCMCCCMMCCCMCMCCCCCCCCCCCCCCCCCC
A  SHIFT KEYS 
A  NORMAL KEYS

ABCDEFGHIJKLMNOPQRSTUVWXYZ[\] 
CCMMMCMCCCCCCCCCCCCCCCCCCCCCCC

! ) * + , - . /O123456709 
I )*+.-./0123456769

C ” Command 
M = Keyboard Macro

Action ?8
Key ABCDEFGHIJKLMNOPQRSTUVWXYZ[\]' *
Action ABCDEFGHIJKLMNOPQRSTUVWXYZ[\j* _‘Action

Action
abcdefghijklmnopqrstuvwnyzf!)“ 
abcdefghijklmnopqrstuvwxyzf]}“

Key
Alt-A

Action Description
{ALT A)

1 Key: 2 Macro; 3 Description; 4 Original; 5 Compose; N Key Name Search: 1

As you can see, the keyboard map menu shows all of the assignable or mappable 
keys on your keyboard (minus the function keys and a few others). A non- 
bolded letter or character on the Action row beneath the key means that letter or 
character is assigned to that key. A bolded C on the Action row indicates a non­
macro feature or operation is assigned to the key, while a bolded M indicates a 
macro is assigned to the key.

If you want to make assignments for the function keys, you must do so with the Keyboard:
Edit option (see Keyboard Layout, Edit in Reference).

As you move the cursor from key to key on the Keyboard: Map menu, notice the 
"Key,” “Action,” and “Description” headings at the bottom of the screen. “Key” 
indicates the key on which the cursor is located, “Action” represents the feature 
or operation assigned to the key, and “Description” is the description associated 
with the action.

4 Move the cursor to the key whose assignment you want to change.

5 Select one of the options on the Keyboard: Map menu (see the option 
headings under Notes below).

6 Press Exit (F7) to return to the Setup: Keyboard Layout menu.

At this point, you may select one of the options from the Setup: Keyboard 
Layout menu, or you can press Exit (F7) to return to the normal editing screen.
If you wish to select the keyboard for use, move the cursor to the keyboard 
name, then choose Select (1).
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The Keyboard: Map menu is shown below. Notice that the name of the 
keyboard is located near the top of the screen. 
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As you can see, the keyboard map menu shows all of the assignable or mappable 
keys on your keyboard (minus the function keys and a few others). A non­
bolded letter or character on the Action row beneath the key means that letter or 
character is assigned to that key. A bolded C on the Action row indicates a non­
macro feature or operation is assigned to the key, while a bolded M indicates a 
macro is assigned to the key. 

If you want to make assignments for the function keys. you must do so with the Keyboard: 
Edit option (see Keyboard Laym1t. Edit in R.,ference) 

As you move the cursor from key to key on the Keyboard: Map menu, notice the 
··Key," .. Action," and "Description" headings at the bottom of the screen. "Key" 
indicates the key on which the cursor is located, "Action" represents the feature 
or operation assigned to the key, and "Description" is the description associated 
with the action. 

4 Move the cursor to the key whose assignment you want to change. 

5 Select one of the options on the Keyboard: Map menu (see the option 
headings under Notes below). 

6 Press Exit (F7) to return to the Setup: Keyboard Layout menu. 

At this point, you may select one of the options from the Setup: Keyboard 
Layout menu, or you can press Exit (F7) to return to the normal editing screen. 
If you wish to select the keyboard for use, move the cursor to the keyboard 
name, then choose Select ( 1 ). 



Notes Cancel
Pressing Cancel (FI) in the Keyboard: Map menu displays the “Cancel 
Changes?” prompt. Typing n keeps you in the Keyboard: Map menu, while 
typing y cancels all changes you made since you entered the Keyboard: Map 
menu and exits you to the Setup: Keyboard Layout menu. If you don’t want to 
cancel the changes, press Exit (F7) instead of Cancel to exit the screen and save 
the changes.

Compose
This option on the Keyboard: Map menu lets you enter a WordPerfect character 
for a key. To use the option, move the cursor to the Action line under the key, 
select Compose (5), type the WordPerfect character set number, a comma, the 
character within the character set, then press Enter (see Compose in Reference).

Since the Keyboard: Map menu is in text mode, the number of characters 
WordPerfect can display is limited by the computer, monitor, and display card.
If a character cannot be displayed, a box appears on the screen. Read the 
Printing—General Information section in Reference to learn how WordPerfect 
characters are printed.

Delete
If you want to delete a key assignment for a key, move to the Action line under 
that key on the Keyboard: Map menu, press Delete (Del) or Backspace, then 
type y (if necessary) to confirm the deletion. When you delete a key assignment, 
the key is then assigned to its function on the original keyboard.

Description
This option on the Keyboard: Map menu lets you enter a description for the key. 
The description is used to tell you what the key does.
To use this option, move the cursor to the Action line under the key on the 
Keyboard: Map menu whose description you want to change, select Description 
(3), then enter a description for the key.

Key
This option on the Keyboard: Map menu lets you assign a feature or operation 
that exists on one key to the key on which the cursor is resting. To use this 
option, move the cursor to the Action line under a key on the Keyboard: Map 
menu, select Key (1), then press the key whose feature or operation you want to 
assign.

For example, move the cursor to Alt-c, select Key (1), then press Cancel (FI) to 
assign Cancel to Alt-c.

If you are replacing an existing macro, WordPerfect will display the “Replace 
KEY MACRO?” message before letting you replace the macro. Type y to 
confirm.
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Notes Cancel 
Pressing Cancel (Fl) in the Keyboard: Map menu displays the "Cancel 
Changes?" prompt. Typing n keeps you in the Keyboard: Map menu, while 
typing y cancels all changes you made since you entered the Keyboard : Map 
menu and exits you to the Setup: Keyboard Layout menu. If you don't want to 
cancel the changes, press Exit (F7) instead of Cancel to exit the screen and save 
the changes. 

Compose 
This option on the Keyboard: Map menu lets you enter a WordPerfect character 
for a key. To use the option, move the cursor to the Action line under the key, 
select Compose (5), type the WordPerfect character set number, a comma, the 
character within the character set. then press Enter (see Compose in Reference ). 

Since the Keyboard: Map menu is in text mode, the number of characters 
WordPerfect can display is limited by the computer, monitor, and display card. 
If a character cannot be displayed, a box appears on the screen. Read the 
Printing-General Information section in Reference to learn how WordPerfect 
characters are printed. 

Delete 
If you want to delete a key assignment for a key, move to the Action line under 
that key on the Keyboard: Map menu. press Delete (Del) or Backspace. then 
type y (if necessary) to confirm the deletion. When you delete a key assignment, 
the key is then assigned to its function on the original keyboard. 

Description 
This option on the Keyboard: Map menu lets you enter a description for the key. 
The description is used to tell you what the key does. 

To use this option, move the cursor to the Action line under the key on the 
Keyboard: Map menu whose description you want to change, select Description 
(3), then enter a description for the key. 

Key 
This option on the Keyboard: Map menu lets you assign a feature or operation 
that exists on one key to the key on which the cursor is resting. To use this 
option, move the cursor to the Action line under a key on the Keyboard: Map 
menu, select Key ( 1 ), then press the key whose feature or operation you want to 
assign. 

For example, move the cursor to Alt-c, select Key ( 1 ), then press Cancel (Fl) to 
assign Cancel to Alt-c. 

If you are replacing an existing macro, WordPerfect will display the "Replace 
KEY MACRO?" message before letting you replace the macro. Type y to 
confirm. 
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If the key you press after selecting this option already has a function or operation 
assigned to it in the current keyboard, it will execute that function. For this 
reason, we suggest you use Ctrl-6 or the Original option on the Setup: Keyboard 
Layout screen to make sure the original keyboard is in effect before you make 
assignments with this feature (see Original under Keyboard Layout, Edit in 
Reference).

Key Macro
If you create a macro for a key (see Macro below), the macro is represented as 
(Key Macro #) under the Action heading on the Keyboard: Map screen.

The Key Macro command is used in macros where you press the key associated 
with the key macro. For example, suppose you assign a macro to the FI key in 
a keyboard layout called TESTKEY, and suppose that macro becomes 
{Key Macro 1}. If you are using TESTKEY while defining a macro called 
MACRO, and then press FI, (Key Macro 1} is inserted into the macro (and can 
be viewed in the Macro Editor).

When you execute MACRO and it comes time for WordPerfect to interpret the 
(Key Macro 1} command, it will look in the keyboard layout you are currently 
in, then execute the steps associated with the key assigned to (Key Macro 1).
As long as everything is the same as when you defined the macro (the keyboard 
layout, the key assigned to {Key Macro 1}, the operation that (Key Macro 1} 
represents), the macro will work as expected. If any of those things have 
changed by the time you execute the macro, the macro may not function as you 
would like.

For this reason, we s u g g e s t  t h a t  y o u  c r e a t e  y o u r  m a c r o s  w i t h  t h e  o r i g i n a l  

keyboard in effect. With the original keyboard in effect, it is impossible to insert 
(Key Macro) commands into a macro. Therefore, as long as the macro is 
created correctly, it should execute as expected no matter which keyboard layout 
you are in. The only exception to this is an Alt-macro which is discussed in 
Keyboard Layouts and Macros under Keyboard Layout in Reference.

Keyboard Layout: Edit
The Edit option on the Setup: Keyboard Layout menu is similar to the Map 
option discussed in this section in that it lets you assign WordPerfect features 
and operations to keys. It is another way to edit the same keyboard layout.

The Edit option doesn't give you the “big picture” that Map gives you. The 
advantages to using the Edit option, however, are that it lets you retrieve an 
existing macro to a key, save a key assignment as a macro, and assign features 
and operations to function keys and other keys such as Escape, Backspace, and 
the arrow keys that are not located on the Keyboard: Map menu.

More information on this option can be found in Keyboard Layout, Edit in 
Reference.
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If the key you press after selecting this option already has a function or operation 
assigned to it in the current keyboard, it will execute that function. For this 
reason, we suggest you use Ctrl-6 or the Original option on the Setup: Keyboard 
Layout screen to make sure the original keyboard is in effect before you make 
assignments with this feature (see Original under Keyboard Layout, Edit in 
Reference). 

Key Macro 
If you create a macro for a key (see Macro below}, the macro is represented as 
{ Key Macro #} under the Action heading on the Keyboard: Map screen. 

The Key Macro command is used in macros where you press the key associated 
with the key macro. For example, suppose you assign a macro to the Fl key in 
a keyboard layout called TESTKEY, and suppose that macro becomes 
{ Key Macro 1} . If you are using TESTKEY while defining a macro called 
MACRO, and then press Fl, { Key Macro I} is inserted into the macro (and can 
be viewed in the Macro Editor). 

When you execute MACRO and it comes time for WordPerfect to interpret the 
{ Key Macro I} command, it will look in the keyboard layout you are currently 
in, then execute the steps associated with the key assigned to { Key Macro l } . 
As long as everything is the same as when you defined the macro (the keyboard 
layout. the key assigned to { Key Macro 1}, the operation that [ Key Macro 1 } 
represents), the macro will work as expected . If any of those things have 
changed by the time you execute the macro, the macro may not function as you 
would like . 

For this reason. we sugge~t that you create your macrog with the original 
keyboard in effect. With the original keyboard in effect, it is impossible to insert 
{ Key Macro} commands into a macro. Therefore, as long as the macro is 
created correctly, it should execute as expected no matter which keyboard layout 
you are in. The only exception to this is an Alt-macro which is discussed in 
Keyboard Layouts and Macros under Keyboard Layout in Reference. 

Keyboard Layout: Edit 
The Edit option on the Setup: Keyboard Layout menu is similar to the Map 
option discussed in this section in that it lets you assign WordPerfect features 
and operations to keys. It is another way to edit the same keyboard layout. 

The Edit option doesn"t give you the "big picture" that Map gives you. The 
advantages to using the Edit option, however. are that it lets you retrieve an 
existing macro to a key, save a key assignment as a macro, and assign features 
and operations to function keys and other keys such as Escape, Backspace, and 
the arrow keys that are not located on the Keyboard: Map menu. 

More information on this option can be found in Keyboard Layout, Edit in 
Reference. 



Macro
This option on the Keyboard: Map menu lets you use the Key: Action screen to 
create a macro for a key. To do so, move the cursor to the Action line under a 
key on the Keyboard: Map menu, select Macro (2), then edit the key as 
necessary. Press Exit (F7) when you are finished.

The procedure for editing in the Key: Action screen is the same as editing in the 
WordPerfect Macro Editor. Before you decide to edit in the Key: Action screen, 
you may want to read Macros, Macro Editor in Reference to learn about the 
things you can do in the Key: Action screen.

The following are some simple operations you can perform:

To assign a function key feature to the key, press the function key for that 
feature. For example, press the function key for ^Indent (F4) if you want to 
assign the Undent feature to the key.

If you want to assign Cancel, Exit, Help, or many of the cursor movement keys (e.g., 
arrow keys), you must press Ctrl-v before pressing the key assigned to those features.

If you want to assign a Compose character, press Compose (Ctrl-2), type the 
WordPerfect character set number, a comma, the character within the character 
set, then press Enter (see Compose in Reference).

If you want to use the WordPerfect macro programming language, press Macro 
Commands (Ctrl-PgUp) to display the programming commands, move the cursor 
to the command you want, then press Enter.

Notice that commands such as Block Append/Copy/Move and Item Up/Down/Left/Right 
are located on the list of programming commands. This is how you can assign these 
functions to keys on keyboards without an enhanced BIOS.

Name Search
The Key Name Search option on the Keyboard: Map menu lets you easily move 
the cursor to the key you are looking for. To use this option, select Key Name 
Search (n) in the Keyboard: Map menu, then press the key you are looking for.

Original
This option on the Keyboard: Map menu lets you return a key’s function to what 
it was on the original keyboard layout. To use this option, move to the Action 
line under a key on the Keyboard: Map menu, select Original (4), then type y (if 
asked to confirm).

You will be asked to confirm if you are deleting a key macro.

See Also: Lesson 26; Compose; Keyboard Layout; Keyboard Layout, Edit; 
Macros, Macro Editor
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Macro 
This option on the Keyboard: Map menu lets you use the Key: Action screen to 
create a macro for a key. To do so, move the cursor to the Action line under a 
key on the Keyboard: Map menu, select Macro (2), then edit the key as 
necessary. Press Exit (F7) when you are finished. 

The procedure for editing in the Key: Action screen is the same as editing in the 
WordPerfect Macro Editor. Before you decide to edit in the Key: Action screen, 
you may want to read Macros, Macro Editor in Reference to learn about the 
things you can do in the Key: Action screen. 

The following are some simple operations you can perform: 

To assign a function key feature to the key, press the function key for that 
feature. For example, press the function key for • Indent (F4) if you want to 
assign the •Indent feature to the key. 

If you want to assign Cancel, Exit, Help, or many of the cursor movement keys ( e.g., 
arrow keys). you must press Ctrl-v before pressing the key assigned to those features. 

If you want to assign a Compose character. press Compose (Ctrl-2), type the 
WordPerfect character set number, a comma, the character within the character 
set, then press Enter (see Compose in Reference). 

If you want to use the WordPerfect macro programming language, press Macro 
Commands (Ctrl-PgUp) to display the programming commands, move the cursor 
to the command you want, then press Enter. 

Notice that commands such as Block Append/Copy/Move and Item Up/Down/Left/Right 
are located on the list of programming commands. This is how you can assign these 
functions to keys on keyboards without an enhanced BIOS. 

Name Search 
The Key Name Search option on the Keyboard: Map menu lets you easily move 
the cursor to the key you are looking for. To use this option, select Key Name 
Search (n) in the Keyboard: Map menu, then press the key you are looking for. 

Original 
This option on the Keyboard: Map menu lets you return a key's function to what 
it was on the original keyboard layout. To use this option, move to the Action 
line under a key on the Keyboard: Map menu, select Original (4), then type y (if 
asked to confirm). 

You will be asked to confi,m if you are deleting a key macro. 

See Also: Lesson 26; Compose; Keyboard Layout; Keyboard Layout, Edit; 
Macros, Macro Editor 
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WordPerfect is commonly used to produce mailing labels. This process is as 
simple as providing WordPerfect with the information it needs to know about 
your labels, then inserting that information in your document where you want to 
begin creating mailing labels.

Once you have done so, you can type the labels individually or merge one or 
more labels from a secondary file into a primary file.

Since the Labels feature is actually an option on the Paper Size/Type menu and 
can be used for more than labels (e.g., program covers, side-by-side landscape 
pages), it is a good idea to become familiar with the Paper Size/Type feature 
(see Paper Size/Type in Reference). Also, Lesson 28: Envelopes and Labels in 
the WordPerfect Workbook talks about using Merge to create mailing labels.

The steps below take you through creating paper size and type information for 
labels. If you have already created this information, skip to the notes at the 
bottom of the steps to see what your options are at that point.

1 Press Format (Shift-F8), then select Page (2).

Select Page from the Layout menu.

2 Select Paper Size/Type (7).

3 Select Add (2).

4 Select a paper type. We suggest you select Labels (4) to make the paper 
type easily recognizable, but you have the option of selecting any of the 
other types listed or creating one of your own.

5 At this point, you can select and change any of the Format: Edit Paper 
Definition options. These options tell WordPerfect the size of the page you 
are using, the font orientation, where the form is located in your printer and 
more. These options are explained in Paper Size/Type in Reference.

Of particular importance is the size. If you are printing an entire sheet of 
labels, enter the dimensions of the entire sheet. If you are using tractor-fed 
labels, see Tractor-Fed Labels under Notes below.

6 Select Labels (8), then type y to move to the Format: Labels screen.

7 Change your label settings as necessary. For more information about the 
options on the Format: Labels menu, see the option headings below.

8 Press Exit (F7) twice to return to the Paper Size/Type menu.

After you have created a Paper Size/Type for your labels, you can select it 
immediately by choosing Select (1), then pressing Exit (F7) until you return to 
the normal editing screen. You can also select it at any other time by moving 
the cursor to where you want to start using labels, going to the Paper Size/Type

LABELS 3 1 9

L Labels 

WordPerfect is commonly used to produce mailing labels. This process is as 
simple as providing WordPerfect with the infonnation it needs to know about 
your labels, then inserting that infonnation in your document where you want to 
begin creating mailing labels. 

Once you have done so, you can type the labels individually or merge one or 
more labels from a secondary file into a primary file. 

Since the Labels feature is actually an option on the Paper Sizeffype menu and 
can be used for more than labels (e.g., program covers, side-by-side landscape 
pages), it is a good idea to become familiar with the Paper Sizeffype feature 
(see Paper Size/I'ype in Reference). Also, Lesson 28: Envelopes and Labels in 
the WordPerfect Workbook talks about using Merge to create mailing labels. 

The steps below take you through creating paper size and type infonnation for 
labels. If you have already created this information, skip to the notes at the 
bottom of the steps to see what your options are at that point. 

1 Press Format (Shift-F8), then select Page (2). 

Select Page from the Layout menu. 

2 Select Paper Sizeffype (7). 

3 Select Add (2). 

4 Select a paper type. We suggest you select Labels (4) to make the paper 
type easily recognizable, but you have the option of selecting any of the 
other types listed or creating one of your own. 

5 At this point, you cun select and change any of the Format: Edit Paper 
Definition options. These options tell WordPerfect the size of the page you 
are using, the font orientation, where the form is located in your printer and 
more. These options are explained in Paper Size/I'ype in Reference. 

Of particular importance is the size. If you are printing an entire sheet of 
labels, enter the dimensions of the entire sheet. If you are using tractor-fed 
labels, see Tractor-Fed Labels under Notes below. 

6 Select Labels (8), then type y to move to the Fonnat: Labels screen. 

7 Change your label settings as necessary. For more information about the 
options on the Format: Labels menu, see the option headings below. 

B Press Exit (F7) twice to return to the Paper Size/Type menu. 

After you have created a Paper Sizeffype for your labels, you can select it 
immediately by choosing Select (I), then pressing Exit (F7) until you return to 
the normal editing screen. You can also select it at any other time by moving 
the cursor to where you want to start using labels, going to the Paper Sizeffype 
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menu (Shift-F8,2,7), highlighting the correct Paper Type, choosing Select (1), 
and pressing Exit (F7).

If you are not merging information (see Merge in Reference), place the code at 
the top of the page where you want it to take effect. If you don't place it at the 
top of the page, it will go into effect starting with the next page.

Important: If you are creating a primary file preparatory to merging name and address 
information from a secondary file (see Merge in ReferenceJ, you should place the Paper 
Size/Type information in Document Initial Codes (Shift-F8,3,2) (see Initial Codes in 
Reference).

Also, if WordPerfect will not allow you to enter the Paper Size/Type code, try setting the 
left and right (Shift-F8,l,7) and top and bottom (Shift-F8,2,5) page margins (not the label 
margins) to 0" before entering the Paper Size/Type code.

Once you have selected the labels paper size and type, you can begin typing the 
text for your labels if you aren’t merging information from a secondary file. If 
you are merging information from a secondary file, you can begin creating your 
primary file.

After a Paper Size and Type code is entered, any editing changes you make to 
the information on the Paper Size/Type menu do not affect the existing code. If 
you want to have your editing changes reflected in the document, you must 
delete the existing code, then re-enter the paper size/type information after you 
make the changes.

When you are satisfied with your label text, insert the labels into your printer 
and print them as you would any other document (see Printing Labels under 
Notes below).

Label Size
This option on the Format: Labels menu lets you enter the width and height of 
an individual label. If your labels are 2.75" wide by 1" high, these are the 
measurements you should enter.

Number of Labels
This option on the Format: Labels menu lets you enter the number of columns 
and rows you have on your sheet of labels. Columns run vertically, while rows 
run horizontally.

Top Left Corner
This option on the Format: Labels menu lets you enter the location of the top left 
comer of the first label on the sheet of labels. The top measurement is measured 
from the top edge of the page to the top edge of the first label, while the left 
measurement is measured from the left edge of the page to the left edge of the 
first label.

If your first label starts .5" from the top of the page and .5" from the left edge of 
the page, these are the measurements you should enter for this option. If your

menu (Shift-F8.2,7), highlighting the correct Paper Type, choosing Select (I), 
and pressing Exit (F7). 

If you are not merging information (see Merge in Reference). place the code at 
the top of the page where you want it to take effect. If you don't place it at the 
top of the page, it will go into effect starting with the next page. 

Important: If you are creating a primary file preparatory to merging name and address 
information from a secondarv file (see Merge in Reference). you should place the Paper 
Size/Type information in Document Initial Codes (Shift-F8,3,2) (see Initial Codes in 
Reference). 

Also, if WordPerfect will not allow you to enter the Paper SizetType code. try selling the 
left and right (Shift-F8, 1, 7) and top and bottom (Shift-FB,2,5) page margins (not the label 
margins) to (f' before entering the Paper SizetType code. 

Once you have selected the labels paper size and type, you can begin typing the 
text for your labels if you aren't merging information from a secondary file. If 
you are merging information from a secondary file, you can begin creating your 
primary file. 

After a Paper Size and Type code is entered, any editing changes you make to 
the information on the Paper Size/Type menu do not affect the existing code. If 
you want to have your editing changes reflected in the document, you must 
delete the existing code, then re-enter the paper size/type information after you 
make the changes. 

When you are satisfied with your label text, insert the labels into your printer 
and print them as you would any other document (see Printing Labels under 
Notes below). 

Label Size 
This option on the Format: Labels menu lets you enter the width and height of 
an individual label. If your labels are 2.75" wide by I" high, these are the 
measurements you should enter. 

Number of Labels 
This option on the Format: Labels menu lets you enter the number of columns 
and rows you have on your sheet of labels . Columns run vertically, while rows 
run horizontally. 

Top Left Corner 
This option on the Format: Labels menu lets you enter the location of the top left 
comer of the first label on the sheet of labels. The top measurement is measured 
from the top edge of the page to the top edge of the first label, while the left 
measurement is measured from the left edge of the page to the left edge of the 
first label. 

If your first label starts .5" from the top of the page and .5" from the left edge of 
the page, these are the measurements you should enter for this option. If your 
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labels start at the top left edge of the page, 0" and 0" are the measurements you 
should enter.

If you are using tractor-fed labels, the top left comer measurements should be 0", 
0", and the label(s) should be positioned in the printer so that the printer will 
print on the first line of the top left-most label (see Tractor-Fed Labels under 
Notes below).

Distance Between Labels
This option on the Format: Labels menu lets you enter the distance between 
labels on your sheet of labels. There are two measurements, one for distance 
between columns and one for distance between rows.

When you measure the distance, measure the distance between two labels. The 
illustration below shows you an example of a sheet of labels and where you 
should measure the distance between columns and rows.

COLUMN DISTANCE 

ROW DISTANCE

V

If there is no space between labels on the page, enter 0" and 0" for the 
measurements.

Label Margins
This option on the Format: Labels menu lets you enter the left, right, top, and 
bottom margins you want for each individual label. In other words, this option 
does not set margins for the entire sheet of labels; it sets them for the individual 
labels themselves.
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labels start at the top left edge of the page, O" and O" are the measurements you 
should enter. 

If you are using tractor-fed labels, the top left comer measurements should be O", 
O", and the label(s) should be positioned in the printer so that the printer will 
print on the first line of the top left-most label (see Tractor-Fed Labels under 
Notes below). 

Distance Between Labels 
This option on the Format: Labels menu lets you enter the distance between 
labels on your sheer of labels. There are two measurements, one for distance 
between columns and one for distance between rows. 

When you measure the distance. measure the distance between two labels. The 
illustration below shows you an example of a sheet of labels and where you 
should measure the distance between columns and rows. 

V 

If there is no space between labels on the page, enter O" and O" for the 
measurements . 

Label Margins 
This option on the Format: Labels menu lets you enter the left, right. top, and 
bottom margins you want for each individual label. In other words, this option 
does not set margins for the entire sheet of labels; it sets them for the individual 
labels themselves. 
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Notes Centering Text on Labels
You can vertically center text on a label by entering a Center Page code 
(Shift-F8,2,l,y) at the top of each label. If you are merging information and 
want to vertically center text on every label, place the Center Page code at the 
top of the primary file (not in Document Initial Codes).

Code
The labels Paper Size/Type code (which you can see in Reveal Codes (Alt-F3)) 
will display like other Paper Size/Type codes except that the label size will also 
be displayed (e.g., [Paper Sz/Type:8.5"x 11",Labels,2"x3”]).

WordPerfect ignores any duplicate Paper Size/Type codes for labels. When 
WordPerfect encounters a second Paper Size/Type code for the same label form, 
the second Paper Size/Type code is ignored.

Entering Measurements
This feature, like other WordPerfect features that call for measurements, allows 
you to enter fractions (see Units o f Measure in Reference).

Label Information Needs to be Updated for Paper Size
If you get this message when you exit the Format: Paper Size/Type menu, it is 
because you have changed the paper size for a paper type that is set to print 
labels. This message means that the current label information cannot be correct 
for the new paper size. You must update the label information to make it match 
the paper size.

Check information such as the label size, the number of rows and columns you 
have on the page, the lahel margins, and the location of the top left label. Then 
make the necessary corrections.

Label Margins Increased Due to Printer’s Minimum Margin
This message means that at least one of the label margins (left, right, top, or 
bottom) had to be increased due to an unprintable region for your printer.

An unprintable region is an area measured from the edge of the page in which 
your printer cannot print. If one or more of your label margins is less than the 
unprintable region, WordPerfect increases the margin(s). This increase takes 
effect for all labels on the page.

Check your printer manual or consult your printer manufacturer to see if your 
printer has an unprintable region.

Labels Macro
A macro called LABELS.WPM has been included with WordPerfect. This 
macro allows you to create and insert a label Paper Size/Type code into 
Document Initial Codes. Using the Labels macro can greatly simplify the 
process of creating labels. If you want to use this macro, press Macro 
(Alt-FlO), then enter labels.
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Centering Text on Labels 
You can vertically center text on a label by entering a Center Page code 
(Shift-F8,2, l ,y) at the top of each label. If you are merging information and 
want to vertically center text on every label, place the Center Page code at the 
top of the primary file (not in Document Initial Codes). 

Code 
The labels Paper Sizeffype code (which you can see in Reveal Codes (Alt-F3)) 
will display like other Paper Sizeffype codes except that the label size will also 
be displayed (e.g., [Paper Szffype:8.S"x l l ",Labels,2"x3"]). 

WordPerfect ignores any duplicate Paper Sizeffype codes for labels. When 
WordPerfect encounters a second Paper Sizeffype code for the same label form, 
the second Paper Sizeffype code is ignored. 

Entering Measurements 
This feature, like other WordPerfect features that call for measurements, allows 
you to enter fractions (see Units of Measure in Reference). 

Label Information Needs to be Updated for Paper Size 
If you get this message when you exit the Format: Paper Sizeffype menu, it is 
because you have changed the paper size for a paper type that is set to print 
labels. This message means that the current label information cannot be correct 
for the new paper size. You must update the label information to make it match 
the paper size. 

Check information such as the label size, the number of rows and columns you 
huv,; on lhe page, che label margms, and the location of the top left label. Then 
make the necessary corrections. 

Label Margins Increased Due to Printer's Minimum Margin 
This message means that at least one of the label margins (left, right, top, or 
bottom) had to be increased due to an unprintable region for your printer. 

An unprintable region is an area measured from the edge of the page in which 
your printer cannot print. If one or more of your label margins is less than the 
unprintable region, WordPerfect increases the margin(s). This increase takes 
effect for all labels on the page. 

Check your printer manual or consult your printer manufacturer to see if your 
printer has an unprintable region. 

Labels Macro 
A macro called LABELS.WPM has been included with WordPerfect. This 
macro allows you to create and insert a label Paper Sizeffype code into 
Document Initial Codes. Using the Labels macro can greatly simplify the 
process of creating labels. If you want to use this macro, press Macro 
(Alt-FlO), then enter labels. 



WordPerfect will search the keyboard/macro directory for the Labels macro (see 
Location o f Files in Reference). If the macro is elsewhere, you must enter the 
full pathname (including the filename) to the macro after pressing Macro.

Important: The Labels macro is installed with the macro and keyboard files. I f you 
chose not to install the macro and keyboard files when you installed WordPerfect or have 
not subsequently done so, you must do so before executing the macro (see the Installation 
Instructions card).

When you retrieve the Labels macro, a list of preset label definitions for laser 
printers appears. Press Switch (Shift-F3) to see a list of label definitions for 
tractor-fed (dot matrix) printers.

You can scroll through either list by pressing the arrow keys or Page Up (PgUp) 
and Page Down (PgDn). You can also move the cursor to a particular definition 
by typing the name of that definition. With the definition highlighted, press 
Enter to begin building the label.

WordPerfect prompts you to specify how paper is fed into your printer. For 
information on these location options, see Editing a Definition under Paper 
Size/Type in Reference.

When you select an option, a message on the status line asks whether you want 
to insert the label definition into Document Initial Codes. Even if you choose 
not to insert the label definition into Document Initial Codes, the definition will 
be added to your Format: Paper Size/Type menu.

If you have already created a labels Paper Size/Type and then run the Labels 
macro, the “Error: Labels Previously Defined” message will appear. You are 
then taken to the Format: Paper Size/Type menu where the specified labels paper 
size is highlighted.

Labels Will Not Fit on Paper Size
If you get this error message, the information you have entered on the Format: 
Labels menu or the Format: Edit Paper Definition is incorrect. WordPerfect 
gives you this message because it calculates the information you have given it 
and knows that the labels you defined cannot fit on the page.

Check information such as the size of the page of labels, the number of rows and 
columns you have on the page, the label margins, and the location of the top left 
label. Then make the necessary corrections.

Merging Labels
If you are creating several labels, it is probably best to merge the information 
from a secondary file into a primary file. The secondary file should contain your 
mailing list, while the primary file contains the merge codes that represent the 
information you want to extract from the secondary file (see Merge in Reference 
and Lesson 28: Envelopes and Labels in the WordPerfect Workbook).

LABELS 3 2 3

WordPerfect will search the keyboard/macro directory for the Labels macro (see 
Location of Files in Reference). If the macro is elsewhere. you must enter the 
full pathname (including the filename) to the macro after pressing Macro. 
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Instructions card). 

When you retneve the Labels macro. a list of preset label definitions for laser 
printers appears. Press Switch (Shift-F3) to see a list of label definitions for 
tractor-fed (dot matrix) printers. 

You can scroll through either list by pressing the arrow keys or Page Up (PgUp) 
and Page Down (PgDn). You can also move the cursor to a particular definition 
by typing the name of that definition. With the definition highlighted. press 
Enter to begin building the label. 

WordPerfect prompts you to specify how paper is fed into your printer. For 
information on these location options, see Editing a Definition under Paper 
Sizeffype in Reference. 

When you select an option, a message on the status line asks whether you want 
to insert the label definition into Document Initial Codes. Even if you choose 
not to insert the label definition into Document Initial Codes. the definition will 
be added to your Format: Paper Sizeffype menu. 

If you have already created a labels Paper Sizeffype and then run the Labels 
macro. the "Error: Labels Previously Defined" message will appear. You are 
then taken to the Format: Paper Sizeffype menu where the specified labels paper 
size is highlighted. 

Labels Wi ll Not Fit on Paper Size 
If you get this error message, the information you have entered on the Format: 
Labels menu or the Format: Edit Paper Definition is incorrect. WordPerfect 
gives you this message because it calculates the information you have given it 
and knows that the labels you defined cannot fit on the page. 

Check information such as the size of the page of labels. the number of rows and 
columns you have on the page, the label margins, and the location of the top left 
label. Then make the necessary corrections. 

Merging Labels 
If you are creating several labels, it is probably best to merge the information 
from a secondary file into a primary file. The secondary file should contain your 
mailing list, while the primary file contains the merge codes that represent the 
information you want to extract from the secondary file (see Merge in Reference 
and Lesson 28: Envelopes and Labels in the WordPe,fect Workbook). 
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An example of a primary file that would extract the first three fields of each 
record in your secondary file is shown below.

(FI ELD}1" 
(FIELD)2' 
{FIELD}3"

An example of two records in a secondary file is shown below.

Robin PiercefEND FIELD)
Interchange, Inc.
544 Westminster Circle NW{END FIELD} 
Atlanta, GA 30327{END FIELD)
{END RECORD}
Jayna Wilder-Smith(END FIELD)
6611 Market St.(END FIELD}
San Francisco, CA 94102{END FIELD} 
(END RECORD)

Field: 1 Doc 1 Pg 1 Ln 1" Pos 1“

If you are merging records, go to Document Initial Codes (Shift-F8,3,2), select 
Paper Size/Type (Shift-F8,2,7), highlight the labels paper size/type, choose Select 
(1), then press Exit (F7) to insert the labels Paper Size/Type code into the 
Document Initial Codes of the primary file. If you do not and are printing 
multiple labels, the labels may not be printed where you expect them to be.

Physical Page vs. Logical Page
WordPerfect considers the entire sheet of labels as a physical page and each 
individual label as a logical page. It gets the size information for the physical 
page under Paper Size on the Format: Edit Paper Definition menu and the size 
information for logical page on the Format: Labels menu. It numbers the logical
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An example of a primary file that would extract the first three fields of each 
record in your secondary file is shown below. 

( f"IELD) I 
(FIELD)l" 
(F"IELD)r 

An example of two records in a secondary file is shown below. 

Robin Pierce{END f!ELD) 
Interchange, Inc. 
S44 Westm1n9ter Circle NW(l:':ND F'"IELD) 
Atlanta, GA 3032?{1:': ND FIELD} 
( END Rl!:CORD) 

Jaynei W1ldec--S111ith(£ND F'JELO ) 
6611 Marlcet St. (END FIELD) 
Snn Fr<!!nci.sco, CA 'l4102{ENO FIELD) 
( ENO Rf::CORO) 

Doc 1 Pg l Ln lH Poll 1 -

If you are merging records, go to Document Initial Codes (Shift-F8,3,2), select 
Paper Sizeffype (Shift-F8,2,7), highlight the labels paper size/type, choose Select 
( 1 ), then press Exit (F7) to insert the labels Paper Sizeffype code into the 
Document Initial Codes of the primary file. If you do not and are printing 
multiple labels, the labels may not be printed where you expect them to be. 

Physical Page vs. Logical Page 
WordPerfect considers the entire sheet of labels as a physical page and each 
individual label as a logical page. It gets the size information for the physical 
page under Paper Size on the Format: Edit Paper Definition menu and the size 
information for logical page on the Format: Labels menu. It numbers the logical 



pages from left to right, then top to bottom from the top left label to the bottom 
right label. For example,

A LABEL ONE 
A LABEL TWO 
A LABEL FOUR 
A LABEL SEVEN 
A LABEL NINE

S 3 ? s«„ WSRs

SSjJBE- a s s w . sL.'—'-''" "
a M a

c u v s . sSs2‘-“k .

^ ■........ • ' BKS/MK-’'

&' iESrs'-Si >

After you have selected the label paper size/type, the “Pg” heading on the status 
line in the normal editing screen reflects the logical page the cursor is on. So, 
even though you may be working on one sheet (physical page) of labels, you 
will notice that the sheet has several logical pages. This is very useful in letting 
you know which label the cursor is resting on and helping you move from one 
label to another. You can see the entire physical page of labels in View 
Document (Shift-F7,6).
Page Down (PgDn) will move you to the next label. Page Up (PgUp) will move 
you to the previous label. Go To (Ctrl-Home), then a page number will send 
you to a specific label.

Since labels are considered as separate “pages,” formatting features that affect 
subsequent pages, such as Page Numbering, Headers, and Footers, will be in 
effect for each label. Thus, if you have a header for every page defined at the 
top of the document, each label will have the header.

Also, if you print a single page, only one label (rather than the entire sheet) will 
be printed. Likewise, if you print selected pages, only those labels will be 
printed.

Printing Labels
There are several measurements you need to enter when you create labels, and a 
mistake on one of these measurements will give WordPerfect incorrect 
information. We suggest you look at your final document in View Document 
(Shift-F7,6) to make sure everything is correct.
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& LABEL FOUR 

A LABEL SEVEN 

A LABEL NINE 

pages from left to right, then top to bottom from the top left label to the bottom 
right label. For example, 

···­____ ..,_ --- __ .... 
Mole•'·....,_ 
Itel ~ ~··•••••"• 
$fft l~H. 0. n10, 

)0161.,1, ....... 
rorH"'QO<"" ,...t1•61 

After you have selected the label paper size/type, the "Pg" heading on the status 
line in the normal editing screen reflects the logical page the cursor is on. So, 
even though you may be working on one sheet (physical page) of labels, you 
will notice that the sheet has several logical pages. This is very useful in letting 
you know which label the cursor is resting on and helping you move from one 
label to another. You can see the entire physical page of labels in View 
Document (Shift-F7,6). 

Page Down (PgDn) will move you to the next label. Page Up (PgUp) will move 
you to the previous label. Go To (Ctrl-Home), then a page number will send 
you to a specific label. 

Since labels are considered as separate "pages," formatting features that affect 
subsequent pages, such as Page Numbering, Headers, and Footers, will be in 
effect for each label. Thus, if you have a header for every page defined at the 
top of the document, each label will have the header. 

Also, if you print a single page, only one label (rather than the entire sheet) will 
be printed. Likewise, if you print selected pages, only those labels will be 
printed. 

Printing Labels 
There are several measurements you need to enter when you create labels, and a 
mistake on one of these measurements will give WordPerfect incorrect 
information. We suggest you look at your final document in View Document 
(Shift-F7,6) to make sure everything is correct. 
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If you think all of your measurements are set correctly, yet you only see one label on an 
entire sheet of labels in the View Document screen, make sure that your Paper Size/Type 
code is in Document Initial Codes (see the note marked as “Important” under the steps 
of this reference section).

Since sheets of labels are more expensive than regular sheets of paper, you may 
want to print some sample labels on a sheet of paper to make sure that 
everything is positioned properly. If you are merging a very large number of 
labels, just merge a few at first to make sure. This may save you the frustration 
of wasting several sheets of labels because a measurement was entered 
improperly.

If labels do not print the way you like or expect, re-check your measurements.

If you receive a beep from your computer or a message from your printer when you try to 
print labels, check the Control Printer menu (Shift-F7,4). If it instructs you to insert your 
label sheets, do so, then press g to continue. If you want to avoid this prompt, try setting 
the Prompt to Load setting for the labels Paper Size/Type to No (see Paper Size/Type in 
Reference/.

If you are printing selected logical pages of labels, the labels will be printed on a 
single physical page of labels until that page is full. For example, if you are 
printing labels 1, 15, 40, and 75 on a 30-label sheet of labels, all four of the 
labels will be printed on the same sheet.

Program Covers
You can also use the Labels feature to create program covers or print two pages 
of information side-by-side as shown below.
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A TRACTOR-FED LABELS

To do so, specify the physical page as a landscape form, then treat each half of 
the page as a “label” and enter the appropriate measurements. For example, you 
may have an 11" x 8.5" page with two 5.5" x 8.5" "labels.”

Tractor-Fed Labels
Tractor-fed labels are labels on a sheet that has holes along its side to guide the 
labels through the printer. Tractor-fed labels are commonly used on dot-matrix 
and daisy-wheel printers.

Probably the most time-consuming part of printing tractor-fed labels is 
positioning the labels in the printer so that the first line of text will print on the 
first line of a label. To position the labels, set your label margins (not your page 
margins; see Label Margins above) to 0", print a test label and calculate how far 
and in which direction you need to move the labels in the printer to have the 
first character in the label print at the top left corner of the row of labels.

Once the labels are positioned correctly, they should print correctly as long as 
you have entered the paper size/type and label information correctly.

When you enter label information for tractor-fed labels, we suggest you treat 
each row of labels as a “sheet” of labels.

When you treat each row of labels as a sheet of labels, the number of rows is 
always 1, and the distance between rows is always 0. However, the paper size 
should account for the distance between labels.

For example, if you have two-across labels that are 4" wide with a .5" space 
between columns, the paper width is 8.5" (4" + .5" + 4"). If you have labels 
that are 15/16" long with 1/16" between rows of labels, your paper height is 1" 
(15/16" + 1/16").
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To do so, specify the physical page as a landscape form, then treat each half of 
the page as a "label" and enter the appropriate measurements. For example, you 
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Probably the most time-consuming part of printing tractor-fed labels is 
positioning !he labels in !he primer so cha1 the firs! line of text will print on the 
first line of a label. To position the labels. set your label margins (not your page 
margins; see Label Margins above) to O". print a test label and calculate how far 
and in which direction you need to move the labels in the printer to have the 
first character in the label print at the top left corner of the row of labels. 

Once the labels are positioned correctly, they should print correctly as long as 
you have entered the paper size/type and label information correctly. 

When you enter label information for tractor-fed labels , we suggest you treat 
each row of labels as a "sheet" of labels . 

When you treat each row of labels as a sheet of labels, the number of rows is 
always I, and the distance between rows is always 0. However, the paper size 
should account for the distance between labels . 

For example, if you have two-across labels that are 4" wide with a .5" space 
between columns, the paper width is 8.5" (4" + .5" + 4"). If you have labels 
that are I 5/16" long with 1116" between rows of labels, your paper height is I" 
(15/16" + 1/16"). 
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This does not change the information you enter for the label size or the distance 
between columns (if you have multiple columns). Those measurements should 
accurately reflect the actual label size. Using the example in the paragraph 
above, your labels are still 4" wide and 15/16" high.

Typing Label Text
As you type label text, you can end the information for one label and move on 
to the next by pressing Hard Page (Ctrl-Enter). If you want to leave a label 
blank (maybe you already peeled it off and don’t want to waste the rest of the 
sheet), press Hard Page (Ctrl-Enter) without entering text for the label.

If you exceed the number of lines WordPerfect can fit on a label, you can try 
changing the base font to a smaller font or change the top and bottom label 
margins (see Font in Reference and Label Margins above). Once you exceed the 
number of lines, WordPerfect inserts a soft page break (represented by a row of 
dashes), and the remaining text is moved to the next label.

Similarly, you can end a line of text by pressing Enter. Once you exceed the 
amount of text WordPerfect can fit on one line of a label, WordPerfect wraps the 
text to the next line.

Use View Document (Shift-F7,6) to see how labels will appear when they are 
printed.

See Also: Lesson 28; Merge; Paper Size/Type

Language

Versions of WordPerfect are available in several languages. When you write or 
edit in any of these languages, you can have WordPerfect help you use them 
correctly.

You can change the language being used as a reference for your document at any 
time by entering a language code.

1 Press Format (Shift-F8), then select Other (4).

Select Other from the Layout menu.

2 Select Language (4), then enter letters which represent the language you 
want to use (see Language Codes below).

3 Press Exit (F7) to return to your document.

If you want the language code to affect all text in a document (including 
substructures such as footnotes), place the code in Document; Initial Codes.
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This does not change the information you enter for the label size or the distance 
between columns (if you have multiple columns). Those measurements should 
accurately reflect the actual label size. Using the example in the paragraph 
above, your labels are still 4" wide and 15/ 16" high. 

Typing Label Text 
As you type label text, you can end the information for one label and move on 
to the next by pressing Hard Page (Ctrl-Enter). If you want to leave a label 
blank (maybe you already peeled it off and don ' t want to waste the rest of the 
sheet), press Hard Page (Ctrl-Enter) without entering text for the label. 

If you exceed the number of lines WordPerfect can fit on a label, you can try 
changing the base font to a smaller font or change the top and bottom label 
margins (see Font in Reference and LLlbel Margins above). Once you exceed the 
number of lines, WordPerfect inserts a soft page break (represented by a row of 
dashes), and the remaining text is moved to the next label. 

Similarly, you can end a line of text by pressing Enter. Once you exceed the 
amount of text WordPerfect can fit on one line of a label, WordPerfect wraps the 
text to the next line. 

Use View Document (Shift-F7,6) to see how labels will appear when they are 
pnnted. 

See Also: Lesson 28; Merge; Paper Size/Type 

Versions of WordPerfect are available in several languages. When you write or 
edit in any of these languages, you can have WordPerfect help you use them 
correctly. 

You can change the language being used as a reference for your document at any 
time by entering a language code. 

1 Press Format (Shift-F8), then select Other (4). 

Select Other from the Layout menu. 

2 Select Language (4 ), then enter letters which represent the language you 
want to use (see LLlnguage Codes below). 

3 Press Exit (F7) to return to your document. 

If you want the language code to affect all text in a document (including 
substructures such as footnotes), place the code in Document: Initial Codes. 



Notes Keyboard Layout
If a language which you often use contains extended characters, you can create a 
keyboard for that language by mapping those special characters to the keys of 
your choice (see Keyboard Layout in Reference).

L a n g u a g e  C o d e s
The following list details the languages in which WordPerfect is available.

Language Language Code

Afrikaans AF
Catalan CA
Croatian HR
Czechoslovakian CZ
Danish DK
Dutch NL
English—Australia OZ
English—United Kingdom UK
English—United States US
Finnish SU
French—Canada CF
French—France FR
Galician GA
German—Germany DE
German—Switzerland SD
Greek GR
Hungarian MA
Icelandic IS
Italian IT
Norwegian NO
Portuguese—Brazil BR
Portuguese—Portugal PO
Russian RU
Slovak SL
Spanish ES
Swedish SV
Turkish TK
Ukranian YK

You can also display the most current list of language codes on-screen by 
pressing Help (F3) while the cursor is on the Language entry in the Format: 
Other menu in step 2 above.

When you select a reference language using steps 1 through 3 above, 
WordPerfect inserts a language code [Lang:xx| into your document, where xx 
represents the two-letter code denoting that language (e.g., CA for Catalan, DK 
for Danish).

At any point following the code, WordPerfect then uses that language as a 
reference for the Sort and Date features. When you sort the document,
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Notes Keyboard Layout 
If a language which you often use contains extended characters, you can create a 
keyboard for that language by mapping those special characters to the keys of 
your choice (see Keyboard Layout in Reference). 
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The following list details the languages in which WordPerfect is available. 

Language Language Code 

Afrikaans AF 
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Czechoslovakian CZ 
Danish DK 
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English-Australia oz 
English-United Kingdom UK 
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Icelandic IS 
Italian IT 
Norwegian NO 
Portuguese-Brazil BR 
Portuguese- Portugal PO 
Russian RU 
Slovak SL 
Spanish ES 
Swedish SY 
Turkish TK 
Ukranian YK 

You can also display the most current list of language codes on-screen by 
pressing Help (F3) while the cursor is on the Language entry in the Format: 
Other menu in step 2 above. 

When you select a reference language using steps I through 3 above, 
WordPerfect inserts a language code [Lang:x.x I into your document, where xx 
represents the two-letter code denoting that language (e.g., CA for Catalan. DK 
for Danish). 

At any point following the code, WordPerfect then uses that language as a 

reference for the Sort and Date features . When you sort the document, 
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WordPerfect uses the guidelines of that language’s alphabet, and when you insert 
a date, WordPerfect inserts the date in the way dates are written in that language 
(e.g., 12 decembre 1990 for French).

Inserting a language code does not change the language in which WordPerfect 
menus are being displayed.

Also, inserting a language code within the text of a document does not change 
the way the “(continued)” message is displayed in footnotes. If you want the 
“(continued)” message printed in a different language, you need to enter the 
language code for that language in the Initial Codes for that document 
(Shift-F8,3,2) (see Initial Codes in Reference). You must also set the Print 
Continued Message entry in Footnote Options to Yes (Ctrl-F7,1,4,8) (see 
Footnote and Endnote. Options in Reference). This affects only how the 
“(continued)” message is printed and not how it is displayed in the normal 
editing screen. You can view the change on-screen by using View Document 
(Shift-F7,6) to preview the printed document.

In order to know how to format dates and write the “(continued)” message in a 
given language, WordPerfect refers to the WP.LRS file. When you install 
WordPerfect, a WP.LRS file is stored in the same directory where the WP.EXE 
file is found. If you want to change the information concerning a language, you 
can do so by editing the WP.LRS file (see Language Resource File in 
Reference).

While each copy of WordPerfect normally comes with only one copy of the 
Speller, Thesaurus, and Hyphenation dictionaries, you can buy additional copies 
in many of these languages. For information on purchasing dictionaries, you can 
c a l l  W o r d P e r f e c t  I n f o r m a t i o n  S e r v i c e s  at ( 8 0 1 )  2 2 5 - 5 0 0 0 .  T h i s  number is not 
toll-free.

For WordPerfect to find and use a Speller, Thesaurus, or Hyphenation dictionary, 
that dictionary either needs to be stored in the same directory where the 
WP.EXE file is found, or the path to the directory where the dictionary is stored 
needs to be listed on the Location of Files entry in Setup (Shift-Fl,6,3).

If a dictionary is correctly installed, then at any point following the language 
code, WordPerfect uses that language’s Speller for spell-checking, its Thesaurus 
for displaying synonyms and antonyms, and its Speller, hyphenation dictionary, 
or hyphenation guidelines as a reference for hyphenation.

When WordPerfect cannot find a dictionary for a certain language, it displays an 
error message, “WP{ WPJxx.LEX Not Found” where xr is the language code for 
that language.

See Also: Language Resource File
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WordPerfect uses the guidelines of that language's alphabet, and when you insert 
a date, WordPerfect inserts the date in the way dates are written in that language 
(e.g., 12 decembre 1990 for French). 

Inserting a language code does not change the language in which WordPerfect 
menus are being displayed. 

Also, inserting a language code within the text of a document does not change 
the way the "(continued)" message is displayed in footnotes. If you want the 
"(continued)" message printed in a different language, you need to enter the 
language code for that language in the Initial Codes for that document 
(Shift-F8,3,2) (see Initial Codes in Reference). You must also set the Print 
Continued Message entry in Footnote Options to Yes (Ctrl-F7, 1,4,8) (see 
Footnote and Endnote, Options in Reference). This affects only how the 
"(continued)" message is printed and not how it is displayed in the nonnal 
editing screen. You can view the change on-screen by using View Document 
(Shift-F7,6) to preview the printed document. 

In order to know how to format dates and write the "(continued)" message in a 
given language, WordPerfect refers to the WP.LRS file. When you install 
WordPerfect, a WP.LRS file is stored in the same directory where the WP.EXE 
file is found. If you want to change the information concerning a language, you 
can do so by editing the WP.LRS file (see Language Resource File in 
Reference ). 

While each copy of WordPerfect normally comes with only one copy of the 
Speller, Thesaurus, and Hyphenation dictionaries, you can buy additional copies 
in many of these languages. For information on purchasing dictionaries, you can 
cull Wun.!Pcrfcct Informution Services ill (80 I) 225-5000. This number is not 
toll-free. 

For WordPerfect to find and use a Speller, Thesaurus, or Hyphenation dictionary, 
that dictionary either needs to be stored in the same directory where the 
WP.EXE file is found. or the path to the directory where the dictionary is stored 
needs to be listed on the Location of Files entry in Setup (Shift-Fl,6,3). 

If a dictionary is correctly installed, then at any point following the language 
code, WordPerfect uses that language's Speller for spell-checking, its Thesaurus 
for displaying synonyms and antonyms, and its Speller, hyphenation dictionary, 
or hyphenation guidelines as a reference for hyphenation. 

When WordPerfect cannot find a dictionary for a certain language, it displays an 
error message, "WP{WP}xx.LEX Not Found" where xx is the language code for 
that language. 

See Also: Language Resource File 



Language Resource File

Notes

When you install WordPerfect, a WP.LRS file is stored in the same directory 
where the WP.EXE file is found. The WP.LRS file is the WordPerfect language 
resource file. WordPerfect refers to it when you use the date feature, print the 
“(continued)” message in footnotes, print the Document Summary menu, and 
display the date and time for each file in List Files. You can change the 
language information by editing the WP.LRS file.

For example, you may want to use different abbreviations for the months and 
days than those contained in the WP.LRS file. You can modify any of the 
information in the WP.LRS file to suit your specific language needs, or you can 
change the entries being used at all times for the language in which you 
purchased WordPerfect (see Package Language below).

The WP.LRS file is a WordPerfect 5.0 secondary merge file. It is also saved in 
a format that can be used in the Notebook program which is a part of the 
WordPerfect Library and WordPerfect Office packages.

You can edit the WP.LRS file in the normal editing screen just as you would 
edit any secondary merge file.

1 Press Retrieve (Shift-FlO), then enter wp.lrs. If the file is not found in your 
default directory, you need to enter the full pathname (e.g., 
C:\WP51\WP.LRS).

The WP.LRS file is retrieved and displayed on the normal editing screen.

2 Make any changes you want (see Editing the Language Resource File 
below).

3 Press E xit (F7), then type y to indicate that you want to save the new file.

4 Press Enter and type y to replace the old WP.LRS, then type n to remain in 
WordPerfect and return to the normal editing screen.

Certain changes made to the WP.LRS file do not take effect until you exit WordPerfect 
and then enter again.

Editing the Language Resource File
When a WP.LRS file is retrieved into WordPerfect, the first thing that appears 
on-screen is the Notebook header which formats the file so that it can be
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Language Resource File 

Notes 

When you install WordPerfect. a WP.LRS file is stored in the same directory 
where the WP.EXE file is found . The WP.LRS file is the WordPerfect language 
resource file. WordPerfect refers to it when you use the date feature. print the 
"(continued)" message in footnotes. print the Document Summary menu. and 
display the date and time for each file in List Files. You can change the 
language information by editing the WP.LRS file. 

For example. you may want to use different abbreviations for the months and 
days than those contained in the WP.LRS file. You can modify any of the 
information in the WP.LRS file to suit your specific language needs. or you can 
change the entries being used at all times for the language in which you 
purchased WordPerfect (see Package Language below) . 

The WP.LRS file is a WordPerfect 5.0 secondary merge file. It is also saved in 
a fonnat that can be used in the Notebook program which is a part of the 
WordPerfect Library and WordPerfect Office packages. 

You can edit the WP.LRS file in the nonnal editing screen just as you would 
edit any secondary merge file. 

1 Press Retrieve (Shift-Fl 0). then enter wp.Irs . If the file is not found in your 
default directory, you need to enter the full pathname (e .g., 
C:\ WPS I\ WP.LRS). 

The WP.LRS file is retrieved and displayed on the normal editing screen. 

2 Make any changes you want (see Editing the Language Resource File 
below ). 

3 Press Exit (F7), then type y to indicate that you want to save the new file . 

4 Press Enter and type y to replace the old WP.LRS, then type n to remain in 
WordPerfect and return to the normal editing screen. 

Certain changes made to the WPLRS file do not take effect until you exit WordPerfect 
and then enter again. 

Editing the Language Resource File 
When a WP.LRS file is retrieved into WordPerfect, the first thing that appears 
on-screen is the Notebook header which formats the file so that it can be 
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retrieved into the Notebook in the WordPerfect Library or WordPerfect Office 
packages.

A HEADER
‘N

01 F01 1,1,1,3,
02 F02 1,5,1,37,
03 F03 2,1,13,26,
04 F04 2.30,13,35,
05 F05 15,1,21,26,
06 F06 15,30,21,35,
07 F07 1,39,1,57,
08 F03 1.59,1,77,
09 F09 2,39,2,77,
10 F10 3,39,3,77,
11 Fll 4,39,4,77,
12 F12 5,39,5,77,
13 F13 6,39,6,77.
14 F14 7,39,7,77,
15 FI 5 8,39.8.77.
16 F16 9,39,9.77,
17 F17 10,39,10, 77,
18 FI 8 11,39,11,77,
19 F19 12.39,12,77,
20 F20 13,39,13,77,
21 F21 15,39,15,39,
22 F22 15,42,15,45,
23 F23 15,55.15,56,
C:\WP51\WP.LRS Doc 1 Pg 1 Ln 1" Pos )"

When editing a WP.LRS file in WordPerfect, you need to be careful not to 
change or alter this header. Instead, you want to quickly move to the records 
which contain the language information. You can do this using ♦Search (F2).

A secondary merge file is made up of records which are divided into fields. The 
merge codes in the WP.LRS secondary merge file are in WordPerfect 5.0 and 
WordPerfect Office 2.0 Notebook format. In this format, each record ends with 
a AE (Ctrl-e) code and the fields in each record end with a AR (Ctrl-r) code.
You can move from record to record by searching for the AE codes, or from 
field to field by searching for the AR codes.

You can convert the merge codes in the WP.LRS file into WordPerfect 5.1 
merge code format (see Previous Versions under Merge in Reference). However, 
if you do so, you can no longer use the WP.LRS file with WordPerfect 5.0 or 
WordPerfect Office 2.0 Notebook.
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retrieved into the Notebook in the WordPerfect Library or WordPerfect Office 
packages. 

" N 

0 1 FOl 1, 1, 1,3, 
02 F02 l. 5, 1,37, 
03 FOJ 2,1,13,26 
04 F04 2,30,13,JS, 
05 FOS 15, 1, 21,26, 
06 F06 1S,J0,2l.JS, 
07 F07 1,39, I, 57, 
OB FOB 1. 59. 1. ?7, 
09 FOQ 2,39,2, 77, 
10 FlO 3,39,3,77, 

t>i, !i ~g ::~::::;;: 
13 f"lJ 6,39,6,77 
14 Fl4 7,39.7,77, 
1 5 Fl 5 8. 39 8 77. 
16 Fl 6 9,39,9,77, 
17 Fl? 10.39, 10, 77, 
18 FIB 11,39,11 77. 
19 Fl9 12, 39, 12, 77, 
20 F 20 13. 39, l~. 77, 
21 F21 15, 39. 15 Jg 
22 F22 IS, 42. 1<;, 45 
23 r23 15.55.i~.56, 
C:\WP51 \ WP.LR S Doc l Pg l Ln l .. Pos l 

When editing a WP.LRS file in WordPerfect, you need to be careful not to 
change or alter this header. Instead, you want to quickly move to the records 
which contain the language information. You can do this using •Search (F2). 

A secondary merge file is made up of records which are divided into fields. The 
merge codes in the WP.LRS secondary merge file are in WordPerfect 5.0 and 
WordPerfect Office 2.0 Notebook format. In this format, each record ends with 
a "E (Ctrl-e) code and the fields in each record end with a "R (Ctrl-r) code. 
You can move from record to record by searching for the "E codes. or from 
field to field by searching for the "R codes. 

You can convert the merge codes in the WP.LRS file into WordPerfect 5.1 
merge code format (see Previous Versions under Merge in Reference). However, 
if you do so, you can no longer use the WP.LRS file with WordPerfect 5.0 or 
WordPerfect Office 2.0 Notebook. 



Each record in the WP.LRS secondary merge hie begins with a held containing
the language code for the language referenced by that field.

A END OF HEADER 
A  FIRST LANGUAGE CODE
A FIELDS FOR THAT 

LANGUAGE
pm'R
Janeiro
fevereiro

; unha
ju lh o
a g o s t o
setembro
outubro
navembro
dezem bro*R

C:\WP51\WP.LRS Doc 1 Pg 3 Ln 3.83" Pos 0.5”

You can move to the record for a specific language by searching for the field 
which contains that language code. For a list of the language codes, see 
Language Codes under Language in Reference.

For example, you can press ♦Search (F2), type US and press Enter to insert 
US[HRt] as the search string, then press ♦Search to begin the search.

The cursor then moves to the record for the English—United States language.

A US LANGUAGE CODE 
A DATE FORMAT 
A  MONTHS OF THE YEAR 
A MONTHS, ABBREVIATED

US

p» »January
February
March
April
May
Jun*
July
August
September
October
November
December‘R

Mar ^
Apr
May
Jun_
C:\WP51\WP.LRS Doc 1 pg 41 Ln 4.67" POS 0.5"

Each field in the record is separated by a AR code.

While you need to be careful not to change the number of fields within the 
record or the number of lines within each field, you can edit the information 
contained within each field.
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A. END OF HEADER 

& FIRST LANGUAGE CODE 

A FIELDS FOR THAT 
LANGUAGE 

A. US LANGUAGE CODE 

A. DATE FORMAT 

A MONTHS OF THE YEAR 

A MONTHS, ABBRE VI AT ED 

Each record in the WP.LRS secondary merge file begins with a field containing 
the language code for the language referenced by that field. 

pm-R 

Jt1ne1i-o 
fevei-eiro 

:t,i,,hO 
julho 
iHJOStO 
se tembi:o 
cu ,;: ubro 

nnvQ'"hPC: 
,-,., ~.,mhr<i • l'I 

C:\ ~P SI \ WP .LRS Doc 1 Pg J Ln J.83 " Pas <l.S' 

You can move to the record for a specific language by searching for the field 
which contains that language code. For a list of the language codes, see 
Language Codes under Language in Reference. 

For example, you can press •Search (F2), type US and press Enter to insert 
US[HRt] as the search string, then press •Search to begin the search. 

The cursor then moves to the record for the English-United States language. 

us•· < ·····•····--······--····•· --•·--··••--•----•••--·•··· ···················· 
~ .... . ... v., .. -.- ....... .. 
:\ . .. .. . 
Janua ry 
February 
March 
April 
Moy 
J . ... 
July 
August 
September 
Octobe r 
November 
oecem ber· R 
J • n 
Te.D ~ 
Mar ~ 
Ap, 
May 
Jun_ 
C:\WP5l\WP.LAS Do c 1 PQ ,n Ln 4..67" POS o . s• 

Each field in the record is separated by a "R code. 

While you need to be careful not to change the number of fields within the 
record or the number of lines within each field, you can edit the information 
contained within each field. 
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Fields 2 through 6 apply to the Date feature. They determine the information 
that is inserted concerning a date whenever the language code for that language 
appears in your document.

Field 2 contains the information which controls the way a date is written when 
you insert Date Text (Shift-F5,l) or Date Code (Shift-F5,2). The first line of 
field 2 contains the format in which the date is written (see Date Format under 
Date in Reference). The second line of field 2 determines the way a.m. is 
written when it follows a time. The default is a.m. The third line determines 
the way p.m. is written. The default is p.m.

Field 3 contains the complete names of the months of the year. Each name is on 
a separate line so that the different names are separated by Hard Return codes 
[HRt]. You can display these Hard Return codes on-screen in Reveal Codes 
(Alt-F3).

Field 4 contains the abbreviated names of the months of the year, separated by 
Hard Return codes [HRt].

Field 5 contains the complete names of the days of the week, separated by Hard 
Return codes [HRt],

Field 6 contains the abbreviated names of the days of the week, separated by 
Hard Return codes [HRt].

Fields 7 and 8 contain the footnote “(continued)” messages. When you insert the 
language code for a language into the Initial Codes of the document, these fields
determine the way the continued m essages appear in the footnotes for that
document.

As explained above, you can move to the record for any language in the 
WP.LRS file by searching for the field which contains that language code. You 
can then edit any of the items in the fields in that record to suit your current 
needs.

For fields 1 through 8, any changes you make to the fields for a certain language 
will determine how those items appear when WordPerfect inserts them into your 
document after you have placed the language code in your document (see 
Language in Reference).

Package Language
The package language is the language which your version of WordPerfect comes 
in.

For example, if you bought an English version of WordPerfect for the United 
States, your package language is English—United States and your package 
language code is US. If you bought an English version of WordPerfect for 
England or Canada, your package language is English—United Kingdom and 
your package language code is UK.

The first field in each record contains the language code.
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The first field in each record contains the language code. 

Fields 2 through 6 apply to the Date feature. They determine the information 
that is inserted concerning a date whenever the language code for that language 
appears in your document. 

Field 2 contains the information which controls the way a date is written when 
you insert Date Text (Shift-FS, I) or Date Code (Shift-F5,2). The first line of 
field 2 contains the format in which the date is written (see Date Format under 
Date in Reference ). The second line of field 2 determines the way a.m. is 
written when it follows a time. The default is a.m. The third line determines 
the way p.m. is written. The default is p.111. 

Field 3 contains the complete names of the months of the year. Each name is on 
a separate line so that the different names are separated by Hard Return codes 
[HRtl . You can display these Hard Return codes on-screen in Reveal Codes 
(Alt-F3J. 

Field 4 contains the abbreviated names of the months of the year, separated by 
Hard Return codes [HRt] . 

Field 5 contains the complete names of the days of the week, separated by Hard 
Return codes [HRtl. 

Field 6 contains the abbreviated names of the days of the week, separated by 
Hard Return codes [HRt]. 

Fields 7 and 8 contain the footnote "(continued)" messages. When you insert the 
language code for a language into the Initial Codes of the document. these fields 
determine the way the continued messages appear in the footnotes for that 
document. 

As explained above, you can move to the record for any language in the 
WP.LRS file by searching for the field which contains that language code. You 
can then edit any of the items in the fields in that record to suit your current 
needs. 

For fields I through 8. any changes you make to the fields for a certain language 
will determine how those items appear when WordPerfect inserts them into your 
document after you have placed the language code in your document (see 
Language in Reference). 

Package Language 
The package language is the language which your version of WordPerfect comes 
in. 

For example. if you bought an English version of WordPerfect for the United 
States. your package language is English-United States and your package 
language code is US. If you bought an English version of WordPerfect for 
England or Canada. your package language is English-United Kingdom and 
your package language code is UK. 



Your package language determines which record in the WP.LRS file that your 
version of WordPerfect uses to obtain the default settings when you use the date 
feature, print the “(continued)” message in footnotes, print the Document 
Summary menu, and display the date and time for each file in List Files.

For example, if your package language is English—United States, WordPerfect 
searches for the US Language code and the US record in WP.LRS to determine 
the default entries for these items. If your package language is English—United 
Kingdom, WordPerfect searches for the UK Language code and the UK record 
to determine the default entries.

Consequently, if you want to change your default settings, you need to edit the 
record for your package language. You can even change the fields in this record 
to another language if you want that language to be used as the default.

A  DOCUMENT SUMMARY 
MENU ITEMS

>

System Namei'R 
System Filetype: R 
Document Name:* R 
Document Type:‘R 
Creation DateUR 
Revision Date:~R 
Subject:'R 
Account: R 
Keywords:*R 
Author:‘R

Typist:*R 
Abstract:~R 
2'R
- R
12‘R

p'P
. * R
Figure"R
Table'R
‘E .
C:\WP51\WP.LRS Doc 1 Pg 42 Ln 3“ POS 0.4"

Fields 9 through 20 contain the prompts that appear on the different entries in 
the Document Summary menu. These entries do not change the way the menu 
appears on the screen. They appear only when you print the document summary. 
You can do this either while in the Document Summary menu (see Document 
Summary in Reference) or while viewing a document summary using Look in 
List Files (see List Files in Reference).

Please note that the Document Summary fields will only print in a given 
language when the language code for that language is placed in Setup Initial

LANGUAGE RESOURCE FILE 33 5

A DOCUMENT SUMMARY 
MENU ITEMS 

Your package language determines which record in the WP.LRS file that your 
version of WordPerfect uses to obtain the default settings when you use the date 
feature, print the "(continued)" message in footnotes, pnnt the Document 
Summary menu, and display the date and time for each file in List Files. 

For example, if your package language is English-United States, WordPerfect 
searches for the US Language code and the US record in WP.LRS to determine 
the default entries for these items. If your package language is English-United 
Kingdom, WordPerfect searches for the UK Language code and the UK record 
to determine the default entries. 

Consequently, if you want to change your default settings, you need to edit the 
record for your package language. You can even change the fields in this record 
to another language if you want that language to be used as the default. 

Syct~"' Name: · A 
System F1JetypQ: A 
Oocumen t Norue: • A 
Oocu,.,ent Type:· 1:1 

t> ;::1~!~~ ~=~:: :: 
Subject: · A 
Account: A 
KeywOf"dS: . A 
Autho r : · A 

Typlst:"R 
A0stract: · A , .. . 
12 ° A 

.-. 
. .. 
f•gure ·A 
'l'ebl@ 0 A .. 
c:\wf'Sl\Wf' ,LRS Coe 1 Pei 42 t.n 3 .. f'OS C. 4' 

Fields 9 through 20 contain the prompts that appear on the different entries in 
the Document Summary menu. These entries do not change the way the menu 
appears on the screen. They appear only when you print the document summary. 
You can do this either while in the Document Summary menu (see Document 
Summary in Reference) or while viewing a document summary using Look in 
List Files (see list Files in Reference). 

Please note that the Document Summary fields will only print in a given 
language when the language code for that language is placed in Setup Initial 
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Codes (Shift-Fl,4,5). Placing the language code in the document or in 
Document Initial Codes is not sufficient.

A  LIST FILES MENU ITEMS
System Name:'R 
System Filetype:‘R 
Document Name:'R 
Document Type:‘R 
Creation Date:‘R 
Revision Date:'R 
Subject:‘R 
Account:R 
Keywords:"R 
Author:'R 
Typist: R 
Abstract:'R

- " R 
12'P

pH
. 'R
Figure'R 
Table'R
C:\WP51\WP.LRS Doc 1 Pg 42 Ln 2.67" Pos 0.36"

Fields 21 through 25 in the records in the WP.LRS file are referenced only for 
the package language for your version of WordPerfect. If you want to change 
the entries for these fields, you need to edit the record for your package 
language.

Fields 21 through 25 contain information that determines how the file attributes 
are displayed on the List Files screen. These file attributes include the date and 
time for each file and the thousands separator which can appear in the file size 
for each file (see List Files in Reference).
Field 21 contains a number which determines the order in which the items in the 
date are displayed for each file on the List Files screen, as detailed in the 
following list.

Number Order of Display

1 Day Month Year
2 Month Day Year
3 Year Month Day

Field 22 contains the two characters being used to separate each of these items in 
the date. These two characters are separated by a Hard Return code [HRt].

Field 23 contains either the number 12 or the number 24. This determines 
whether the time on the List Files screen is displayed according to a 12 or 24 
hour clock.

Field 24 contains the character used to separate hours from minutes, followed by 
the letters used to indicate a.m. and p.m. when a 12 hour clock is used. Each of 
these entries is separated by a Hard Return code [HRt],

Field 25 contains the thousands separator that is used when a file size is 
displayed for each file on the list files screen.
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Codes (Shift-Fl,4,5). Placing the language code in the document or in 
Document Initial Codes is not sufficient. 

Sys tem N.;ime: ·R 
Sys t:E!ffl F'i. let:ype: R 

Document "'"'"": R 
Cloc ument Type: 
Crea t!an D.!! t:e: 
Rev ision n~ u;,: 
Subject: ·A 
Account: R 
Keywo rds "A 
Aut riar: 'R 

Typist: R 
Ab'ltr.!lct: "R 

t),--·------------------------- ------- · -- - --- --- -- -- ---- - - -- -- --- - - - -- - -- -- -- --

p ' 
• R 
Figure A 
Table"R 

C: \WP5l\WP.LRS Ooc 1 Pg 42 Ln 2.67" PO!I 0.36" 

Fields 21 through 25 in the records in the WP.LRS file are referenced only for 
the package language for your version of WordPerfect. If you want to change 
the entries for these fields, you need to edit the record for your package 
language. 

Fields 21 through 25 contain information that determines how the file attributes 
are displayed on the List Files screen. These file attributes include the date and 
time for each file and the thousands separator which can appear in the file size 
for each file (see List Files in Reference) . 

Field 21 contains a number which determines the order in which the items in the 
date are displayed for each file on the List Files screen, as detailed in the 
following list. 

Number 

I 
2 
3 

Order of Display 

Day Month Year 
Month Day Year 
Year Month Day 

Field 22 contains the two characters being used to separate each of these items in 
the date. These two characters are separated by a Hard Return code [HRt]. 

Field 23 contains either the number 12 or the number 24. This determines 
whether the time on the List Files screen is displayed according to a 12 or 24 
hour clock. 

Field 24 contains the character used to separate hours from minutes, followed by 
the letters used to indicate a.m. and p.m. when a 12 hour clock is used. Each of 
these entries is separated by a Hard Return code [HRt]. 

Field 25 contains the thousands separator that is used when a file size is 
displayed for each file on the list files screen. 



Fields 26 and 27 contain information to be used with other operating systems 
(e.g., UNIX and VAX). They are not applicable to the IBM PC versions of 
WordPerfect.

Fields 28-31 contain symbols that are used when you import spreadsheets. For 
more information, see Currency Symbols under Spreadsheet, Import and Link in 
Reference.

Field 28 contains the character used to separate decimal numbers from whole 
numbers. Field 29 contains the currency symbol. Fields 30 and 31 contain the 
credit and debit symbols.

Please note that the spreadsheet import fields will only print in a given language 
when the language code for that language is placed in Document Initial Codes 
(Shift-F8,3,2) or Setup Initial Codes (Shift-Fl ,4,5). Merely placing the language 
code in the document is not sufficient.

See Also: Language

Line Draw

With the Line Draw feature, you can draw boxes, graphs, borders, and other 
illustrations using special line draw characters. Using the arrow keys, you can 
draw on a clear screen or around and over existing text. WordPerfect inserts 
comers automatically as you draw, and fills blank areas with spaces and/or hard 
returns. Any codes in front of the cursor are pushed forward.

You need to select a mono-spaced font that has a line draw automatic font 
change or a line draw font in order to print correctly. Most proportionally- 
spaced fonts cannot be used for Line Draw.

1 Press Screen (Ctrl-F3) to display the Screen menu, then select Line Draw (2) 
to display the Line Draw menu.

CB Select Line Draw from the Tools menu.

2 Type 1 and move the cursor with the arrow keys to begin drawing with a 
single line.

or

Type 2 and move the cursor with the arrow keys to draw with a double line. 

To choose one of the remaining Line Draw options, refer to Notes below.

3 Press E x it  (F7) when you finish drawing to return to normal editing.
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Line Draw 

Fields 26 and 27 contain infonnation to be used with other operating systems 

(e.g., UNIX and VAX). They are not applicable to the IBM PC versions of 
WordPerfect. 

Fields 28-31 contain symbols that are used when you import spreadsheets. For 
more information. see Currency Symbols under Spreadsheet, Import and Link in 
Reference. 

Field 28 contains the character used to separate decimal numbers from whole 
numbers. Field 29 contains the currency symbol. Fields 30 and 31 contain the 
credit and debit symbols. 

Please note that the spreadsheet import fields will only print in a given language 
when the language code for that language is placed in Document Initial Codes 
(Shift-F8,3,2) or Setup Initial Codes (Shift-F 1,4,5). Merely placing the language 
code in the document is not sufficient. 

See Also: Language 

With the Line Draw feature, you can draw boxes, graphs, borders, and other 
illustrations using special line draw characters. Using the arrow keys, you can 
draw on a clear screen or around and over existing text. WordPerfect inserts 
corners automatically as you draw, and fills blank areas with spaces and/or hard 
returns. Any codes in front of the cursor are pushed forward. 

You need to select a mono-spaced font that has a line draw automatic font 
change or a line draw font in order to print correctly. Most proportionally­
spaced fonts cannot be used for Line Draw. 

1 Press Screen (Ctrl-F3) to display the Screen menu, then select Line Draw (2) 
to display the Line Draw menu. 

[8) Select Line Draw from the Tools menu. 

2 Type 1 and move the cursor with the arrow keys to begin drawing with a 
single line. 

or 

Type 2 and move the cursor with the arrow keys to draw with a double line. 

To choose one of the remaining line Draw options, refer to Notes below. 

3 Press Exit (F7) when you finish drawing to return to normal editing. 
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Notes Arrows and Lines
The arrows that appear on the screen as you draw are used to represent two 
things. First, they represent a line that does not connect to another line. They 
also represent half-space lines, which means if printed or seen in the View 
Document screen, these arrows will appear as a line exactly one half-space long.

It is possible to erase these arrows and remove the half-lines (see Erase below). 
If you want, you can also extend the half-line into a full-space line simply by 
pressing the End key. These arrows will not show on a printed document at any 
time.

When you have one space representing a single line directly adjacent to a space 
representing a double line, WordPerfect inserts a character ( | ) to represent the 
intersection of the two lines. This character will not show on your printed 
document. To preview how the intersection will look when printed, look in the 
View Document screen.

Broken Lines
If you have broken lines in Line Draw, there are three things you should check. 
First, make sure Justification is set to Left. Second, make sure you are using a 
fixed pitch font. Third, make sure you have a hard return at the end of every 
line.

Character Options
The third option on the Line Draw menu lets you draw with an optional 
character. The third character is preset as an asterisk, but you can change that 
character with the Change option.
For example, if you select Change (4) from the Line Draw menu, you can select 
one of the menu characters by typing the corresponding number. You can, if 
you want, select Other (9) and enter the character of your choice. Once you do 
this, the chosen character will then appear on the menu, and you can select it by 
typing 3. You can use Compose to create any of the characters in the 
WordPerfect character sets (see Compose in Reference).

Dot-Matrix Lines
If you have a dot-matrix printer, vertical lines can sometimes appear on the 
printed page as broken or separated lines. This is because the initial setting for 
Line Height is Automatic, and in certain fonts the lines aren’t tall enough at that 
setting to touch the lines above them. If you have this problem, set your Line 
Height to .125" (8 lines per inch) (see Line Height in Reference).

Erase
When you want to delete a line, select Erase (5) from the Line Draw menu. As 
you move the cursor, lines are erased from the screen. Spaces and hard returns 
may be left or added by WordPerfect to keep the unerased part of the illustration 
intact.
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Arrows and Lines 
The arrows that appear on the screen as you draw are used to represent two 
things . First, they represent a line that does not connect to another line. They 
also represent half-space lines, which means if printed or seen in the View 
Document screen, these arrows will appear as a line exactly one half-space long. 

It is possible to erase these arrows and remove the half-lines (see Erase below). 
If you want, you can also extend the half-line into a full-space line simply by 
pressing the End key. These arrows will not show on a printed document at any 
time. 

When you have one space representing a single line directly adjacent to a space 
representing a double line, WordPerfect inserts a character ( I ) to represent the 
intersection of the two lines. This character will not show on your printed 
document. To preview how the intersection will look when printed, look in the 
View Document screen. 

Broken Lines 
If you have broken lines in Line Draw, there are three things you should check. 
First, make sure Justification is set to Left. Second, make sure you are using a 
fixed pitch font. Third, make sure you have a hard return at the end of every 
line. 

Character Options 
The third option on the Line Draw menu lets you draw with an optional 
character. The third character is preset as an asterisk, but you can change that 
character with the Change option. 

For example, if you select Change (4) from the Line Draw menu, you can select 
one of the menu characters by typing the corresponding number. You can, if 
you want, select Other (9) and enter the character of your choice. Once you do 
this, the chosen character will then appear on the menu, and you can select it by 
typing 3. You can use Compose to create any of the characters in the 
WordPerfect character sets (see Compose in Reference) . 

Dot-Matrix Lines 
If you have a dot-matrix printer, vertical lines can sometimes appear on the 
printed page as broken or separated lines . This is because the initial setting for 
Line Height is Automatic, and in certain fonts the lines aren't tall enough at that 
setting to touch the lines above them. If you have this problem. set your Line 
Height to .125" (8 lines per inch) (see Line Height in Reference). 

Erase 
When you want to delete a line. select Erase (5) from the Line Draw menu. As 
you move the cursor, lines are erased from the screen . Spaces and hard returns 
may be left or added by WordPerfect to keep the unerased part of the illustration 
intact. 



Graphics Lines and Tables
Lines and boxes can also be created by using Graphics Lines and Tables. It 
would be a good idea to experiment with these features to find out which method 
would best suit your needs (see Graphics Lines and Table, Create in Reference).

Justification
Using Full Justification with Line Draw can create problems with the borders of 
any illustration you might create. While using Line Draw, use Left Justification 
only (see Justification in Reference).

Move
When you want to move through lines or illustrations without disturbing any 
characters, select Move (6) from the Line Draw menu. As you move the cursor, 
WordPerfect may add spaces and hard returns to allow the cursor to move freely.

Repeat
You can use the Escape key to repeat a line of a specific length. For example, if 
you press Escape (Esc), type 54, and then press Right Arrow (-»), you will 
draw a horizontal line 54 characters long. The line is drawn in the direction of 
the arrow key that you press. Since WordPerfect will not draw lines past your 
right or left margin, it presents no problem to enter an Escape number that is 
larger than necessary.

Another way to repeat the value of your line is to use the Home key. For 
example, if you were to press Home and then Right Arrow your line would 
extend to the right margin of your screen. The exception to this is when you 
have a previously drawn line acting as a border, in which case your new line 
would extend only as far as the border line. If you would like to move through 
the border line to the right margin, press Home,Home,Right Arrow 
(Home,Home,->).

Text in a Line Draw Box
The area inside a Line Draw box is filled with spaces and hard returns. If you 
would like to keep your structure intact while including text, you must use 
Typeover (see Typeover in Reference).

See Also: Graphics Lines; Table, Create

Line Format

The Line Format options determine the way text is formatted horizontally on a 
line, between the left and right margins.

WordPerfect not only wraps the text at the end of each line, but it will also
handle hyphenation, justification, and line numbering.
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Line Format 

Graphics Lines and Tables 
Lmes and boxes can also be created by using Graphics Lines and Tables. It 
would be a good idea to experiment with these features to find out which method 
would best suit your needs (see Graphics Lines and Table, Create in Reference ). 

Justification 
Using Full Justification with Line Draw can create problems with the borders of 
any illustration you might create. While using Line Draw, use Left Justification 
only (see Justification in Reference). 

Move 
When you want to move through lines or illustrations without disturbing any 
characters, select Move (6) from the Line Draw menu. As you move the cursor, 
WordPerfect may add spaces and hard returns to allow the cursor to move freely. 

Repeat 
You can use the Escape key to repeat a line of a specific length. For example, if 
you press Escape (Esc), type 54, and then press Right Arrow (-➔ ) , you will 
draw a horizontal line 54 characters long. The line is drawn in the direction of 
the arrow key that you press. Since WordPerfect will not draw lines past your 
right or left margin. it presents no problem to enter an Escape number that is 
larger than necessary. 

Another way to repeat the value of your line is to use the Home key. For 
example, if you were to press Home and then Right Arrow your line would 
extend to the right margin of your screen. The exception to this is when you 
have a previously drawn line acting as a border, in which case your new line 
would extend only as far as the border line. If you would like to move through 
the border line to the right margin, press Home,Home,Right Arrow 
(Home.Home,-+). 

Text in a Line Draw Box 
The area inside a Line Draw box is filled with spaces and hard returns. If you 
would like to keep your structure intact while including text, you must use 
Typeover (see Typeover in Reference ). 

See Also: Graphics Lines; Table, Create 

The Line Format options determine the way text is formatted horizontally on a 
line, between the left and right margins. 

WordPerfect not only wraps the text at the end of each line, but it will also 
handle hyphenation. justification, and line numbering. 
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Notes

To change a line format setting,

1 Move the cursor to where you want the setting changed.

2 Press Format (Shift-F8), select Line (l), then select an option and make the 
necessary adjustments (see the options described in Notes below).

CB Select Line from the Layout menu.

3 Press Exit (F7) to return to your document.

Codes
Changing any of the Line Format options inserts a code into your text which 
changes that setting from that point forward in your document. However, if the 
code is not placed at the beginning of a line, it doesn’t take effect until the next 
line.

Hyphenation
The Hyphenation options let you determine whether you want WordPerfect to 
hyphenate the words that fall at the end of a line, as well as the region (“zone”) 
in which a word must be located if it is to be hyphenated (see Hyphenation and 
Hyphenation Zone in Reference).

Initial Codes
If you want different line format settings than those that come with WordPerfect, 
you can enter your own settings using Initial Codes in Setup (Shift-Fl,4,5) (see 
Initial Codes in Reference). They will then be in place each time you create a 
document.

Justification
WordPerfect lets you determine whether you want text centered, aligned at the 
left margin, at the right margin, or at both the left and right margins (i.e., full 
justification). Full justification is the default setting (see Justification in 
Reference).

Line Height
WordPerfect uses the Line Height option to calculate the space allotted to each 
line of text. This determines the number of lines on a page. You can set your 
own line height or have WordPerfect calculate it for you (see Line Height in 
Reference).

Line Numbering
Line Numbering lets you have WordPerfect number the lines in your text and 
print a number for each line at a specified position (see Line Numbering in 
Reference).
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To change a line format setting, 

1 Move the cursor to where you want the setting changed. 

2 Press Format (Shift-F8), select Line (I), then select an option and make the 
necessary adjustments (see the options described in Notes below). 

CB Select Line from the Layout menu. 

3 Press Exit (F7) to return to your document. 

Codes 
Changing any of the Line Format options inserts a code into your text which 
changes that setting from that point forward in your document. However, if the 
code is not placed at the beginning of a line, it doesn't take effect until the next 
line. 

Hyphenation 
The Hyphenation options let you determine whether you want WordPerfect to 
hyphenate the words that fall at the end of a line, as well as the region ("zone") 
in which a word must be located if it is to be hyphenated (see Hyphenation and 
Hyphenation Zone in Reference) . 

Initial Codes 
If you want different line format settings than those that come with WordPerfect, 
you can enter your own settings using Initial Codes in Setup (Shift-Fl ,4,5) (see 
Initial Codes in Reference). They will then be in place each time you create a 
document. 

Justification 
WordPerfect lets you determine whether you want text centered, aligned at the 
left margin, at the right margin, or at both the left and right margins (i.e., full 
justification). Full justification is the default setting (see Justification in 
Reference). 

Line Height 
WordPerfect uses the Line Height option to calculate the space allotted to each 
line of text. This determines the number of lines on a page. You can set your 
own line height or have WordPerfect calculate it for you (see Line Height in 
Reference ). 

Line Numbering 
Line Numbering lets you have WordPerfect number the lines in your text and 
print a number for each line at a specified position (see Line Numbering in 
Reference). 



Line Spacing
Line Spacing lets you select single spacing, double spacing, etc. This determines 
how many lines of space will be given to each Soft Return code [SRt] and Hard 
Return code [HRt] in your document (see Line Spacing in Reference).

Margins
This option lets you set new left and right margins for your document (see 
Margins, Left and Right in Reference).

Tabs
Initially, standard tabs are set at every one-half inch. You can use this option to 
change the tab settings and to select several different types of tabs (see Tab Set 
in Reference).

Widow/Orphan Protection
A widow is the last line of a paragraph appearing alone at the top of a page. An 
orphan is the first line of a paragraph appearing alone at the bottom of a page.
If this option is set to Yes, WordPerfect does not allow widows or orphans in 
your text (see Widow/Orphan in Reference).

See Also: Hyphenation; Hyphenation Zone; Justification; Line Height; Line 
Numbering; Line Spacing; Tab Set; Widow/Orphan

Line Height

Line Height lets you enter an exact amount of space to be used for each line on 
a page. You can adjust the line height to create documents that need to meet 
exact publishing specifications.

Normally, WordPerfect assigns a line height measurement to each different font 
or attribute you use. WordPerfect calculates line height to be the height of a 
font plus any additional leading which WordPerfect automatically includes with 
that font (see Leading Adjustment below).

When you are using single spacing and WordPerfect calculates the line height for 
you, you can usually measure line height from the baseline of one line to the
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Line Spacing 
Line Spacing lets you select single spacing, double spacing, etc. This determines 
how many lines of space will be given to each Soft Return code [SRt] and Hard 

Return code [HRt] in your document (see line Spacing in Reference). 

Margins 
This option lets you set new left and right margins for your document (see 
Margins, Left and Right in Reference). 

Tabs 
Initially, standard tabs are set at every one-half inch. You can use this option to 
change the tab settings and to select several different types of tabs (see Tab Set 
in Reference). 

Widow/Orphan Protection 
A widow is the last line of a paragraph appearing alone at the top of a page. An 
orphan is the first line of a paragraph appearing alone at the bottom of a page. 
If this option is set to Yes. WordPerfect does not allow widows or orphans in 
your text (see Widow/Orphan in Reference). 

See Also: Hyphenation; Hyphenation Zone; Justification; Line Height: Line 
Numbering; Line Spacing; Tab Set; Widow/Orphan 

Line Height lets you enter an exact amount of space to be used for each line on 
a page. You can adjust the line height to create documents that need to meet 
exact publishing specifications. 

Normally, WordPerfect assigns a line height measurement to each different font 
or attribute you use. WordPerfect calculates line height to be the height of a 
font plus any additional leading which WordPerfect automatically includes with 
that font (see Leading Adjustment below). 

When you are using single spacing and WordPerfect calculates the line height for 
you, you can usually measure line height from the baseline of one line to the 
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baseline of the next. The baseline is the line on which the characters in a line 
are placed. Each letter sits immediately on the baseline. For letters with 
descenders (i.e., g, j, p, and y) the descenders drop below the baseline.

Line Height is measured from oneV 
• 1baseline to the next.______________ i___*

A

Normally, the line height entry on the Format: Line menu is set to Automatic. 
This means that as you change fonts and attributes, WordPerfect automatically 
adjusts the line height to match the space required for the largest font on a line.

When only a few of the letters on a line are in a large font, you may not want 
your lines of text to be spaced according to the largest font on a line. You can 
then assign a line height measurement of your own.

A fixed line height measurement fixes the value of each Line Return code in 
your document (see Return, Soft and Hard in Reference). This causes the lines 
in your document to be of equal height, regardless of the font.

To set a fixed line height,

1 Press Format (Shift-F8), then select Line (1).

CB Select Line from the Layout menu.

2 Select Line Height (4), then select Fixed (2).

3 Enter a line height measurement (e.g.. 1/5").
4 Press Exit (F7) to return to the normal editing screen.

Notes Baseline Placement for Typesetters
One WordPerfect option requires you to set a fixed line height using steps 1 
through 4 at the beginning of this section. When you set the Baseline Placement 
for Typesetters entry on the Format: Printer Functions menu to Yes, you must 
also set a fixed line height.

This places the baseline for the first line of text on the top margin of your page, 
keeping it constant. It is like placing a grid over your page, where all the 
measurements on the page are measured from the top margin and every line 
height has a constant value (see Printer Functions in Reference).

Codes
Changing the line height inserts a Line Height code [Ln Height:#] into your 
document, where #  is the current line height. This code can be seen in Reveal 
Codes (Alt-F3). Adjustment takes effect from the line containing the code and 
continues until another Line Height code is encountered.

You can delete the line height setting by deleting the code.
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are placed. Each letter sits immediately on the b::iseline. Por letters with 
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Normally, the line height entry on the Format: Line menu is set to Automatic. 
This means that as you change fonts and attributes, WordPerfect automatically 
adjusts the line height to match the space required for the largest font on a line. 

When only a few of the letters on a line are in a large font, you may not want 
your lines of text to be spaced according to the largest font on a line. You can 
then assign a line height measurement of your own. 

A fixed line height measurement fixes the value of each Line Return code in 
your document (see Return, Soft and Hard in Reference). This causes the lines 
in your document to be of equal height, regardless of the font. 

To set a fixed line height, 

1 Press Format (Shift-F8), then select Line(]) . 

[8 Select Line from the Layow menu. 

2 Select Line Height (4), then select Fixed (2). 

3 Enter a line height measurement (e.g .. 1/5"). 

4 Press Exit (F7) to return to the normal editing screen. 

Baseline Placement for Typesetters 
One WordPerfect option requires you to set a fixed line height using steps 
through 4 at the beginning of this section. When you set the Baseline Placement 
for Typesetters entry on the Format: Printer Functions menu to Yes, you must 
also set a fixed line height. 

This places the baseline for the first line of text on the top margin of your page, 
keeping it constant. It is like placing a grid over your page, where all the 
measurements on the page are measured from the top margin and every line 
height has a constant value (see Printer Functions in Reference). 

Codes 
Changing the line height insens a Line Height code [Ln Height:#] into your 
document, where # is the current line height. This code can be seen in Reveal 
Codes (Alt-F3 ). Adjustment takes effect from the line containing the code and 
continues until another Line Height code is encountered. 

You can delete the line height setting by deleting the code. 



You can also return the line height setting back to Automatic by pressing 
Format (Shift-F8), selecting Line (1), selecting Line Height (4), selecting Auto 
(1), then pressing Exit (F7) to return to your document. This inserts a Line 
Height code [Ln Height:Auto] so that WordPerfect will resume adjusting the line 
height automatically.

Exceptions
If your printer can only print 6 lines per inch, adjusting the line height will not 
have any effect on printed text.

Initial Codes
If you want a certain line height to be in place each time you create a document, 
you can enter it in Initial Codes in Setup (Shift-Fl,4,5) (see Initial Codes in 
Reference).

Leading Adjustment
Leading is the extra space which is added to the height of the fonts you use in 
order to place white space between the lines in your text. The term leading 
refers to the long strips of lead that typesetters once placed between lines of text 
when they prepared a page for printing.

The height for a font is not merely the height of the largest characters in a line.
It also includes any leading which is built into that font.

The fonts you use can be classed in two different types: mono-spaced fonts, and 
proportionally-spaced fonts. For a definition of these font types, and also of font 
sizes (points), see the Glossary.

For mono-spaced fonts, the extra leading is built into the font size by the 
manufacturer WordPerfect does not add any additional leading when it 
calculates the line height. For example, if the font size for a mono-spaced font 
is 10 points, then the line height is 10 points. With single spacing, that makes 
the distance from baseline to baseline 10 points (see Spacing below).

For proportionally-spaced fonts, WordPerfect always adds an extra two points of 
leading to the height of a font, in addition to any leading built into the font size 
by the manufacturer. For example, if the font size of a proportionally-spaced 
font is 10 points, then WordPerfect adds 2 points, making the actual line height 
12 points. With single spacing, that makes the distance from baseline to baseline 
12 points (see Spacing below).

The default line height which WordPerfect calculates for you always includes the 
leading value which WordPerfect adds. This is the line height WordPerfect 
displays in the Line Height entry on the Format: Line menu. For example, a 12 
point mono-spaced font has a line height of 12 points. A 12 point 
proportionally-spaced font has a line height of 14 points (i.e., 12 points plus 2 
points of leading).

WordPerfect also provides you with an option that lets you add or subtract 
leading values of your own. You can add or subtract leading from line heights
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You can also return the line height setting back to Automatic by pressing 
Format (Shift-F8), selecting Line (1), selecting Line Height (4), selecting Auto 
( 1 ), then pressing Exit (F7) to return to your document. This inserts a Line 
Height code [Ln Height:Auto] so that WordPerfect will resume adjusting the line 
height automatically. 

Exceptions 
If your printer can only print 6 lines per inch, adjusting the line height will not 
have any effect on printed text. 

Initial Codes 
If you want a certain line height to be in place each time you create a document, 
you can enter it in Initial Codes in Setup (Shift-Fl ,4,5) (see Initial Codes in 
Reference ). 

Leading Adjustment 
Leading is the extra space which is added to the height of the fonts you use in 
order to place white space between the lines in your text. The term leading 
refers to the long strips of lead that typesetters once placed between lines of text 
when they prepared a page for printing. 

The height for a font is not merely the height of the largest characters in a line. 
It also includes any leading which is built into that font. 

The fonts you use can be classed in two different types: mono-spaced fonts, and 
proportionally-spaced fonts. For a definition of these font types, and also of font 
sizes (points), see the Glossary. 

For mono-spaced fonts, the extra leading is built into the font size by the 
manufacturer WordPerfect does not add any additional leading when it 
calculates the line height. For example, if the font size for a mono-spaced font 
is 10 points, then the line height is 10 points. With single spacing, that makes 
the distance from baseline to baseline IO points (see Spacing below). 

For proportionally-spaced fonts, WordPerfect always adds an extra two points of 
leading to the height of a font, in addition to any leading built into the font size 
by the manufacturer. For example, if the font size of a proportionally-spaced 
font is IO points, then WordPerfect adds 2 points, making the actual line height 
12 points. With single spacing, that makes the distance from baseline to baseline 
12 points (see Spacing below). 

The default line height which WordPerfect calculates for you always includes the 
leading value which WordPerfect adds. This is the line height WordPerfect 
displays in the Line Height entry on the Format: Line menu. For example, a 12 
point mono-spaced font has a line height of 12 points. A 12 point 
proportionally-spaced font has a line height of I 4 points (i.e .. 12 points plus 2 
points of leading). 

WordPerfect also provides you with an option that lets you add or subtract 
leading values of your own. You can add or subtract leading from line heights 
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by using the Leading Adjustment option on the Format: Printer Functions menu 
(Shift-F8,4,6,6) (see Printer Functions in Reference). This changes the distance 
from the baseline of one line of text to the baseline of the next line of text. You 
can also change the distance from baseline to baseline by changing the current 
line spacing (see Spacing below).

However, changing the Leading Adjustment or changing the line spacing does 
not change the line height which WordPerfect assigns to a line of text. 
Consequently, any leading value you have entered in the Leading Adjustment 
option on the Format: Printer Functions menu is not reflected on the Line Height 
entry on the Format: Line menu.

Spacing
With single spacing, the distance from baseline to baseline is one line height.
This is the default setting in WordPerfect. You can change the line spacing at 
any time by entering a different number in the Line Spacing entry on the Format: 
Line menu (Shift-F8,1,6). The number you enter is multiplied by the current line 
height, changing the distance from the baseline of one line of text to the baseline 
of the next line of text (see Line Spacing in Reference).

However, keep in mind that changing the spacing does not change the distance 
which WordPerfect calculates as a line height.

Total Lines
WordPerfect uses the line height, page length, and top and bottom margins to 
calculate the total number of lines on a page.

See Also: Line Format; Line Spacing; Printer Functions

Line Num bering

You can have WordPerfect number the lines in a document and print the number 
of each line at a specified position on the page. The actual numbers appear only 
when the document is printed or when you preview the document to be printed 
using View Document (Shift-F7,6).

To turn on Line Numbering,

1 Move the cursor to the place in your document where you want line 
numbering to begin.

2 Press Format (Shift-F8), then select Line (1).
□ 3  Select L ine  fro m  the L ayout menu.

3 Select Line Numbering (5), then type y to display the Format: Line 
Numbering menu.
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by using the Leading Adjustment option on the Format: Printer Functions menu 
(Shift-F8,4,6,6) (see Printer Functions in Reference). This changes the distance 
from the baseline of one line of text to the baseline of the next line of text. You 
can also change the distance from baseline to haseline by changing the current 
line spm;ing (see Spacing below). 

However. changing the Leading Adjustment or changing the line spacing does 
not change the line height which WordPerfect assigns to a line of text. 
Consequently, any leading value you have entered in the Leading Adjustment 
option on the Format: Printer Functions menu is not reflected on the Line Height 
entry on the Format: Line menu. 

Spacing 
With single spacing, the distance from baseline to baseline is one line height. 
This is the default setting in WordPerfect. You can change the line spacing at 
any time by entering a different number in the Line Spacing entry on the Format: 
Line menu (Shift-F8, 1,6). The number you enter is multiplied by the current line 
height, changing the distance from the baseline of one line of text to the baseline 
of the next line of text (see Line Spacing in Reference). 

However, keep in mind that changing the spacing does not change the distance 
which WordPerfect calculates as a line height. 

Total Lines 
WordPerfect uses the line height, page length, and top and bottom margins to 
calculate the total number of lines on a page. 

See Also: Line Format; Line Spacing; Printer Functions 

You can have WordPerfect number the lines in a document and print the number 
of each line at a specified position on the page. The actual numbers appear only 
when the document is printed or when you preview the document to be printed 
using View Document (Shift-F7,6) . 

To turn on Line Numbering, 

1 Move the cursor to the place in your document where you want line 
numbering to begin. 

2 Press Format (Shift-F8), then select Line ( 1 ). 

L9l Select Line from the Layout menu. 

3 Select Line Numbering (5), then type y to display the Format: Line 
Numbering menu. 



Notes

4 Select and change any option you want (see Notes below).

5 Press Exit (F7) to return to your document.

Codes
You can start and stop numbering anywhere in a document. When you turn on 
Line Numbering using the above steps, you place a Line Numbering On code 
[Ln NurmOn] in your document. If the code is not at the beginning of the line, 
line numbering starts on the next line. Lines will be numbered until you turn off 
Line Numbering again. You can do so by pressing Form at (Shift-F8), selecting 
Line (1), selecting Line Numbering (5), then typing n.

Line numbers are printed in the base font that is in effect where the Line 
Numbering On code is found (see Font in Reference).

Footnotes and endnotes are included in line numbering; headers and footers are 
not included.

Count Blank Lines
If this option is set to No, any lines that contain only a Hard Return code [HRt] 
will not be counted.

Number Every n Lines
This option lets you print the line numbers every n number of lines, where n is 
the number you specify.

Position of Number from Left Edge
In this option, you can enter the distance from the left edge of the page you want 
the line numbers to appear (e.g„ 1 1/8" for 1.13" inches).

Restart Number on Each Page
Selecting No for this option, gives you continued consecutive line numbering 
throughout the document. If this option is set to Yes, numbers restart with each 
new page either from 1 or from a starting number you have selected (see 
Starting Number below).

When you preview the printed page in View Document (Shift-F7,6), numbers 
always restart with every page regardless of how this option is set. Nevertheless, 
if this option is set to No, the numbers will still be numbered consecutively 
throughout the document when it is printed.

Starting Number
Unless you change this option and enter a number, WordPerfect will start 
numbering lines from 1. If you enter a number, the lines in your document will 
begin being numbered from that number.

See Also: Line Format
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4 Select and change any option you want (see Notes below). 

5 Press Exit (F7) to return to your document. 

Codes 
You can stare and stop numbering anywhere in a document. When you turn on 
Line Numbering using the above steps, you place a Line Numbering On code 
[Ln Num:On] in your document. If the code is not at the beginning of the line, 
line numbering starts on the next line . Lines will be numbered until you tum off 
Line Numbenng again . You can do so by pressing Format (Shift-F8), selecting 
Line (I), selecting Line Numbenng (5), then typing n. 

Line numbers are printed in the base font that is in effect where the Line 
Numbering On code is found (see Font in Reference) . 

Footnotes and endnotes are included in line numbering; headers and footers are 

not included. 

Count Blank Lines 
If this option is set to No, any lines that contain only a Hard Return code [HRt] 
will not be counted. 

Number Every n Lines 
This option lets you print the line numbers every n number of lines, where n is 
the number you specify. 

Position of Number from Left Edge 
In this option, you can enter the distance from the left edge of the page you want 
the line numbers to appear (e.g., I 1/8" for 1.13" inches). 

Restart Number on Each Page 
Selecting No for this option, gives you continued consecutive line numbering 
throughout the document. If this option is set to Yes, numbers restart with each 
new page either from 1 or from a starting number you have selected (see 
Starting Number below). 

When you preview the printed page in View Document (Shift-F7,6), numbers 
always restart with every page regardless of how this option is set. Nevertheless, 
if this option is set to No, the numbers will still be numbered consecutively 
throughout the document when it is printed. 

Starting Number 
Unless you change this option and enter a number, WordPerfect will start 
numbering lines from I. If you enter a number, the lines in your document will 
begin being numbered from that number. 

See Also: Line Format 
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Line Spacing

Notes

Line Spacing determines the number of lines that will be inserted for each Soft 
Return code [SRt] and Hard Return code [HRt] in your document. WordPerfect 
single spaces your documents unless you change the line spacing.

To change the line spacing in your document,

1 Press F o r m a t  (Shift-F8), then select Line (1 ) .

LB Select L ine  fro m  the L a you t menu.

2 Select Line Spacing (6), then enter a number (see Spacing below).

3 Press Exit (F7) to return to your document.

Codes
Changing the line spacing inserts a Line Spacing code [Ln Spacing:#] into your 
document where # represents the current line spacing. WordPerfect only changes 
the line spacing after the Line Spacing code. Any text before the code uses the 
previous setting.

This makes it easy to change the spacing at any point in the document. To 
change the line spacing of existing text, use steps 1 through 3 above to insert a 
Line Spacing code immediately before the text.

When you attempt to delete a Line Spacing code in the normal editing screen, 
you are asked to confirm the deletion.

Initial Codes
If you want different line spacing settings than those that come with 
WordPerfect, you can enter your own settings using Initial Codes in Setup 
(Shift-Fl ,4,5) (see Initial Codes in Reference). They will then be in place each 
time you create a document.

Leading Adjustments
Leading is the amount of space which is added to the height of the characters in 
a line of text (see Leading under Line Height in Reference).

You can change line spacing by changing the amount of leading added to the 
Soft Return codes [SRt] or Hard Return codes [HRt] in your document (see 
Return, Soft and Hard and Printer Functions in Reference).

Spacing
Line Spacing lets you increase the line spacing by multiplying. For example, 
entering 2 for the line spacing doubles the current setting and creates double 
spacing. You can also enter any fraction (e.g., 1.5", 1.33", 2 1/3", or 3 1/10") to 
more accurately adjust the line spacing.
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Line Spacing determines the number of lines that will be inserted for each Soft 
Return code [SRt] and Hard Return code [HRt] in your document. WordPerfect 
single spaces your documents unless you change the line spacing. 

To change the line spacing in your document, 

1 Press Format (Shift-F8), then select Line (I) . 

c:B Select Line from the Layout menu. 

2 Select Line Spacing (6), then enter a number (see Spacing below). 

3 Press Exit (F7) to return to your document. 

Codes 
Changing the line spacing inserts a Line Spacing code [Ln Spacing:#] into your 
document where # represents the current line spacing. WordPerfect only changes 
the line spacing after the Line Spacing code. Any text before the code uses the 
previous setting. 

This makes it easy to change the spacing at any point in the document. To 
change the line spacing of existing text, use steps I through 3 above to insert a 
Line Spacing code immediately before the text. 

When you attempt to delete a Line Spacing code in the normal editing screen, 
you are asked to confirm the deletion. 

Initial Codes 
If you want different line spacing settings than those that come with 
WordPerfect, you can enter your own settings using Initial Codes in Setup 
(Shift-F 1,4,5) (see Initial Codes in Reference). They will then be in place each 
time you create a document. 

Leading Adjustments 
Leading is the amount of space which is added to the height of the characters in 
a line of text (see leading under line Height in Reference) . 

You can change line spacing by changing the amount of leading added to the 
Soft Return codes [SRt] or Hard Return codes [HRt] in your document (see 
Return, Soft and Hard and Printer Functions in Reference). 

Spacing 
Line Spacing lets you increase the line spacing by multiplying. For example, 
entering 2 for the line spacing doubles the current setting and creates double 
spacing. You can also enter any fraction (e.g., 1.5'', 1.33", 2 1/3", or 3 1/10") to 
more accurately adjust the line spacing. 



List Files

Notes

The number you enter is multiplied by the current line height in order to create 
the new line spacing (see Line Height in Reference).

See Also: Lesson 13; Line Format; Line Height; Return, Soft and Hard

Files are stored in directories (see Directories in Reference). The directory can 
be the name of a disk drive (e.g., A:\, B:\) or a subdirectory on a floppy or hard 
disk (e.g., C:\LETTERS). The full name (pathname) of a file includes the drive 
letter, directory, and filename (e.g., B:CLIENT.l, C:\LETTERS\CLIENT.1).

The List Files feature lets you change the default directory (see Directories in 
Reference), as well as display the names of the files in a directory. It is an 
important feature for organizing and working with files.

Using List Files, you can retrieve, delete, rename, print, or copy a file. You can 
also change the default directory, look into a file or directory, or display all files 
that contain the same word(s).

1 Press List (F5) to display the name of the default directory at the bottom left 
of your screen.

CB Select List Files from the File menu.

2 Press Enter to display the names of the files in the default directory. 

or

Enter the nam e o f  another d irectory to d isp lay  the nam es o f  the files in  that 
directory.

I f you want to see the file list o f a diskette in an external drive, you must type the drive 
letter and a colon before pressing Enter. For example, if you want to see the file list o f 
a diskette in drive A, press List Files (F5) and enter a:.

3 Move the cursor to the name of a file, select an option from the List Files 
menu at the bottom of the file list, then enter any requested information (see 
the options listed under List Files Menu below).

Some options on the List Files menu do not need a file highlighted first. These options 
are explained under List Files Menu below.

4 Press Exit (F7) to return to the normal editing screen.

Current and Parent Directories
At the top of the list on the List Files screen are the words “Current" and 
“Parent.” The “<Dir>” on the same line indicates that these are directories. The 
Current directory is the one currently being displayed. It is listed in the header 
at the top of the screen. If there is more than one directory in the name, the
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Notes 

The number you enter is multiplied hy the current line height in order to create 
the new line spacing (see Lille Height in Reference). 

See Also: Lesson 13; Line Format; Line Height; Return, Soft and Hard 

Files are stored rn directories (see Directories in Reference) . The directory can 
be the name of a disk drive (e.g., A:\. 8 :\) or a subdirectory on a floppy or hard 
disk (e.g., C:\LETTERS). The full name (pathname) of a file includes the drive 
letter, directory, and filename (e.g .. B:CLIENT. I, C:\LETTERS\CLIENT. l ). 

The List Files feature lets you change the default directory (see Directories in 
Reference), as well as display the names of the files in a directory. It is an 
important feature for organizing and working with files. 

Using List Files, you can retrieve, delete, rename, print, or copy a file . You can 
also change the default directory, look into a file or directory, or display all files 
that contain the same word(s) . 

1 Press List (F5) to display the name of the default directory at the bottom left 
of your screen. 

[8] Select List Files from the File menu. 

2 Press Enter to display the names of the files in the default directory. 

or 

Enter the mune of another <lire~tury tu display the names of the files in that 

directory. 

If you want to see the file list of a diske11e in an external drive, you must type the drive 
lei/er and a colon before pressing Enter. For example, if you wanr to see the file list of 
a diskette in drive A. press List Files (F5) and enter a:. 

3 Move the cursor to the name of a file. select an option from the List Files 
menu at the bottom of the file list. then enter any requested information (see 
the options listed under List Files Menu below). 

Some options on the List Files menu do not need a file highlighted first. These options 
are explained under Lisi Files Menu below. 

4 Press Exit (F7) to return to the normal editing screen. 

Current and Parent Directories 
At the top of the list on the List Files screen are the words "Current" and 
"Parent." The "<Dir>" on the same line indicates that these are directories. The 
Current directory is the one currently being displayed. It is listed in the header 
at the top of the screen. If there is more than one directory in the name, the 
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parent directory is the one listed just before the current directory (e.g., in the 
path C:\WP51\LETTER, LETTER is the current directory and WP51 is the 
parent directory).

File List
The major portion of the List Files screen consists of the file list. Certain 
aspects of this list (e.g., the thousands’ separator, the date display) are displayed 
according to the ,LRS file. To make changes to the file list display, see 
Language Resource File in Reference.

When you display the List Files screen, you have the option of displaying the 
file list with “short” or “long” filenames. Use Short/Long Display (5) on the 
List Files menu to choose the type of display (see Short/Long Display under List 
Files Menu below). The appearance of the file list is one of the major 
differences between short and long display.

Another option affecting the file list is the Sort List Files option (see Sort List 
Files below for details). This option allows you to choose whether you want 
your subdirectories and files sorted alphabetically (default) or in the order that 
they reside on your disk.

If the Sort List Files option is set to No, subdirectories and files are displayed 
according to where they reside on disk for both short display and long display.

If the Sort List Files option is set to Yes, the subdirectories are listed first in 
alphabetical order, followed by an alphabetical listing of files for both short 
display and long display. Sorting takes place according to the package language. 
Flowever, when long display is on, only files created in WordPerfect version 5.x 
(no DOS, PlanPerfect, macro files, WordPerfect program files, etc.) appear on 
the screen, and the files are alphabetized by descriptive name rather than by 
filename.

Long Display
When you have long display on, the information for each filename takes up 
one line of the list rather than having two filenames per line (as in the short

parent directory is the one listed just before the current directory (e.g., in the 
path C:\WP51\LETTER, LETTER is the current directory and WPSI is the 
parent directory). 

File List 
The major portion of the List Files screen consists of the file list. Certain 
aspects of this list (e.g., the thousands' separator. the date display) are displayed 
according to the .LRS file. To make changes to the file list display, see 
Language Resource File in Reference. 

When you display the List Files screen, you have the option of displaying the 
file list with "shon" or "long" filenames. Use Short/Long Display (5) on the 
List Files menu to choose the type of display (see Short/Long Display under List 
Files Menu below). The appearance of the tile list is one of the major 
differences between short and long display. 

Another option affecting the file list is the Sort List Files option (see Sort List 
Files below for details) . This option allows you to choose whether you want 
your subdirectories and files sorted alphabetically (default) or in the order that 
they reside on your disk . 

If the Sort List Files option is set to No, subdirectories and files are displayed 
according to where they reside on disk for both short display and long display. 

If the Sort List Files option is set to Yes, the subdirectories are listed first in 
alphabetical order, followed by an alphabetical listing of files for both short 
display and long display. Sorting takes place according to the package language. 
However, when long display is on. only files created in WordPerfect version 5.x 
(no DOS, PlanPerfect, macro files, WordPerfect program files, etc.) appear on 
the screen, and the files are alphabetized by descriptive name rather than by 
filename. 

Long Display 
When you have long display on, the information for each filename takes up 
one line of the list rather than having two filenames per line (as in the short 



display). Additionally, the header at the top of the screen increases by one
row to display several column headings.

A HEADER 
A FILE LIST 
A MENU

ACCPAID . SSS 4, 130 12-15-88 08:11a
Letter to President Letter CORP .LET 12,549 09-28-B9 01:30p
List of Employees. June Work EMPLIST .JUN 3,128 09-28-89 01:35p
Mailing Label Lesson Lesson LESS-24 . 19,048 09-28-89 01:32p
Math Lesson Lesson LESS-25 . 11,620 09-28-89 01:33p

MEMOFORM.NEW 6,916 01-11-B9 01:48a
PLFILES .APP 6,153 06-12-69 10:16a

September Birthday List Work SEPT-OCT.B6W 1,298 09-28-89 01 :36p
SHOKTORD.NEW 2,643 12-15-68 07;38a
SIGDATES.DSL 3,500 12-15-00 07:39a

* 1 Retrieve: 2 Delete; 3 Hove/Rersame; 4  Print; 5 Short/Long Display;
6 Look; 7 Other Directory; 8 Copy; 9 Find; N Name Search: 6

This feature lets you add another level of organization to your files. For 
example, you can give the same “Type” name to a group of similar files, 
then use the Find option (9) on the List Files menu to display just the files 
with that document type (see Find in Reference).

The Descriptive Name column lists the long document name rather than the 
shorter DOS (8 characters plus 3 characters extension) filename (see 
Environment Setup in Reference for an explanation of long document names). 
If you have not entered a long document name, nothing is displayed in this 
column.

I f  you have a locked docum ent in your directory. “ [L o cked ]” is disp layed in this 
column rather than the long document name.

If you created an alias name for a subdirectory of the current directory (see 
Directory Alias under Directories in Reference), that name is displayed in 
this column. If you have not created an alias for a subdirectory, nothing is 
displayed in this column.

The Type column lists the long document type you entered (if any) when 
you saved the file with a long document name (see Environment Setup and 
Document Summary in Reference).

The Filename column lists the DOS filename or directory name.

The Size column lists the size of the file or “<Dir>” if referring to a 
directory.

The Revision Date column lists the date and time the file or directory was 
most recently revised.
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A HEADER 

A FILE LIST 

A. MENU 

display). Additionally, the header at the top of the screen increases by one 
row to display several column headings . 

Letter to Pregident: 
List of Ell'ployees, .lune 
Ma111ng labe l Lessen 
Ma th Lesson 

Septemllei:- Birthday List 

l flt fl l, l 
~ H.~l•t...; 

ACCPAJn .sss 4,130 12-15-eB 08:lla 
Letter cnRP .LET 12,549 0Q-28 -A<l 01i30p 
lolork ~MPIH:T .1lJ N J,12fl C9-28 -89 01:]Sp 
LF'S!':r'.n LE.5S-24 19 .<1 4E! 09 -28-89 Ql:J2p 
Lesson u:ss-25 . 11 ,620 OS- 28-89 01:JJp 

MEM0JO0RM.N£W fi,916 01-11-89 01: 48 .!! 
PLFILE.S .JIH 6,153 06-12-B9 10:16a 

\ol□ I"k SEPT-OCT . Sl,W I, 296 09-28- 89 01: J6p 
SHOftTOlsO.Nt:W 2,64~ 12-1:i-88 07:Jec 
~H":oa•n-£.D.t:.L ~.S80 12-15-1!8 0?:39o 

• 1 Retrieve: 2 Delete: 3 fllove/Rena111e: 4 Pn nt: S Short / Long D1splay: 
6 Look: 7 Other Directory: 8 Copy: 9 F'ind: N Na111e Search: 6 

This feature lets you add another level of organization to your files. For 
example, you can give the same "Type" name to a group of similar files, 
then use the Find option (9) on the List Files menu to display just the files 
with that document type (see Find in Reference). 

The Descriptive Name column lists the long document name rather than the 
shorter DOS (8 characters plus 3 characters extension) filename (see 
Environment Setup in Reference for an explanation of long document names) . 
If you have not entered a long document name, nothing is displayed in this 
column. 

If ynu have a locked document in your directn r_v. "I Lncked)" is displayed in this 
column rather than the long document name. 

If you created an alias name for a subdirectory of the current directory (see 
Directory Alias under Directories in Reference), that name is displayed in 
this column . If you have not created an alias for a subdirectory, nothing is 
displayed in this column. 

The Type column lists the long document type you entered (if any) when 
you saved the file with a long document name (see Environment Setup and 
Document Summary in Reference). 

The Filename column lists the DOS filename or directory name. 

The Size column lists the size of the file or "<Dir>" if referring to a 
directory. 

The Revision Date column lists the date and time the file or directory was 
most recently revised. 
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Short Display
When you have short display on, the file list is displayed with two filenames 
on each line. Each file or directory is identified by filename and the date 
and time the file or directory was last revised. In addition, the size of the 
file is displayed. An arrow at the bottom or top of the vertical line that 
divides the filenames indicates more files in that directory that can be 
scrolled onto the screen.

A  ARROW INDICATING MORE FILES

ill
WORK C l ::: :  a 8514A .VRS

<bir*
4,797 09-07-89 03:04p

ADDRESS TUT 97 8 09-07-8y 03:U4p ADDRESS .WKB 642 09-07-89 03;04p
ADVANCED TUT 3 09-07-89 03:04p ARROW-22.WPG 116 09-07-89 03:04p
BALLOONS WPG 2,806 09-07-89 03;04p BANNER .TUT 631 09-07-89 03:04p
BANNER-3 WPG 648 09-07-89 03:04p BEGIN -TUT 11 09-07-89 03:04p
BICYCLE WPG 607 09-07-89 03:04p BKGRND-1.WPG 11,391 09-07-89 03:Q4p
BORDER-8 WPG 144 09-07-89 03:04p BRIEF .WKB 6,640 09-07-89 03:04pBULB WPG 2,030 09-07-89 03:04p BURST-1 .WPG •48 OV-o' -ov 03:04p
8UTTRFLY WPG 5,276 09-07-89 03:04p CALENDAR.WPG 300 09-07-09 03;04p
CERTIF WPG 608 09-07-89 03:04p CHARACTR.DOC 42,522 09-07-89 03:04p
CHARMAF TST 15,216 09-07-B9 03:04p CHART .WKB 4,218 09-07-09 03:04p
CHKBOX-1 WPG 582 09-07-89 03:04p CLIENTS .WKB 1,357 09-07-89 03:04p
CLOCK WPG 1,811 09-07-89 03:04p CNTRCT-2.WPG 2,678 09-07-89 03:Q4p
COMPASS WKB 2,924 09-07-89 03:04p CONVERT .EXE L03,043 09-21-89 08:51a
CURSOR COM 1,452 09-07-89 03:04p CUSTOMER.WKB 1,729 09-07-89 03:04p
DEVICE-2 WPG 657 09-07-89 03:04p DIPLOMA .WPG 2,342 09-07-89 03:04p
EGAS12 FRS 3,584 09-07-89 03:04p EGAITAL .FRS 3,584 09-07-89 03:04p
EGASMC FFS 3,584 09-07-09 03:04p EGAUND .FRS 3,584 09-07-89 03:04p

1 Retrieve; 2 Delete; 3 Move/Rename; 4 t• 5 Short/Long Display; 
6 Look; 7 Other Directory; 8 Copy; 9 Find; N Name Search: 6

Filename Patterns
While entering a directory name after pressing List (F5) in step 2 above, you can 
include a filename pattern to display selected files. For example, b:\*.ltr would
lis t a ll file s  w ith  a .LTR ex ten sio n  on  the R drive (see  S e a r c h  P a t te r n s  under
Find in Reference).

Header
The header (the bar at the very top of the List Files screen) includes the current 
date, time of day, name of the directory being displayed, the size of the 
document on your screen, the amount of available space on the disk (or in your 
hard drive), the amount of used space on the disk (or in the current directory), 
and the number of files listed. In addition, the “long" display has several 
column headings on the bottom line of the header (see Long Display above).

List Files Menu
The options on the List Files menu are described below. Before using an option, 
highlight the desired file or directory by using the cursor keys (if necessary).

Copy
Use Copy (8) to copy the highlighted file to another file or directory.

When copying to another file, you can enter a new filename to create a file 
or enter an existing filename, then type y to replace a file. When copying to 
another directory, enter a directory name, then use the same filename or 
include a new or existing filename with the directory.
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Short Display 
When you have short display on. the file list is displayed with two filenames 
on each line. Each file or directory is identified by filename and the date 
and time the file or directory was last revised . In addition. the size of the 
file is displayed. An arrow at the bottom or top of the vertical line that 
divides the filenames indicates more files in that directory that can be 
scrolled onto the screen. 

' . ' ' . . . 
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AOORESS . TUT 
l'.DVANCED. TUT 
8ALU>ONS.WPC 
BANNER - 3. WPG 
BICYCLE . WPC; 
BORDER- e. WPC 
BULB . WP(; 

EIUTTRFLY .WPG 
CERTIF .WPG 
CHA~MAP .TST 
CHl<BOX-l. 1,iPG 
CLOCK • WPC 
COMPASS . ltikR 
CURSOR .COM 
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Filename Patterns 
While entering a directory name after pressing List (FS ) in step 2 above, you can 
include a filename pattern to display selected files . For example. b:\*.ltr would 
li s t all file s w ith a .LTR extens ion on the B dri v e (s e e S e arch Patte rns under 

Find in Ref erence ). 

Header 
The header (the bar at the very top of the List Files screen) includes the current 
date, time of day, name of the directory being displayed. the size of the 
document on your screen. the amount of available space on the disk ( or in your 
hard drive), the amount of used space on the disk (or in the current directory), 
and the number of files listed . In addition. the "long" display has several 
column headings on the bottom line of the header (see Long Display above). 

List Files Menu 
The options on the List Files menu are described below. Before using an option, 
highlight the desired file or directory by using the cursor keys (i f necessary). 

Copy 
Use Copy (8) to copy the highlighted file to another file or directory. 

When copying to another file , you can enter a ne w filename to create a file 
or enter an existing filename, then type y to replace a file . When copying to 
another directory. enter a directory name. then use the same filename or 
include a new or existing filename with the directory. 



When entering a filename, be sure to use the DOS filename.

If you mark files (see Marking Files below) before selecting this option, you 
will be asked if you want to copy the marked files. Type y, then enter the 
drive or directory where you want them copied, or type n and you can copy 
just the currently highlighted file.

Delete
Select Delete (2) to delete a filename or directory. (A directory must be 
empty before it can be deleted.) A prompt appears asking if you want to 
delete the file or directory. Type y to delete it; type any other key if you 
decide not to delete. Once deleted, a file cannot be retrieved.

If you mark files (see Marking Files below) before selecting this option, you 
will be asked twice if you want to delete the files. Type y twice to delete 
the marked files. If you type n with either prompt displayed, you will be 
asked if you want to delete the currently highlighted file. Type y to delete 
this file only or type n to return to the List Files menu.

Find
Use Find (9) to search for files in the current directory that meet certain 
conditions (see Find in Reference).

Look
If you highlight a directory on the List Files screen, you can select Look (6), 
then press Enter to display the names of the files in that directory on the 
List Files screen. With a file highlighted, select Look to display the text or 
document summary of that file in a special Look screen (see Look in 
Reference).

Move/Rename
Select Move/Rename (3). then enter a new filename to move or rename the 
highlighted file. If you enter the same filename, but specify a different path, 
the file is moved to another directory. If you enter a new filename, the file 
is renamed. If you specify a different path and enter a new filename, the file 
is moved and renamed. If you enter a filename that already exists, you will 
be asked if you want to replace that file. Type y to replace it or type n to 
return to the List Files menu.

If you mark files (see Marking Files below) before selecting this option, you 
will be asked if you want to move the marked files. Type y, then enter the 
drive or directory where you want them moved, or type n and you can move 
or rename the currently highlighted file.

Name Search
Besides using the cursor keys to move through the list of filenames, you can 
also move the cursor to a specific file by selecting Name Search (n), then 
typing the filename.

You can also use ♦Search (F2) to move the cursor to a specific file (see Search under 
WordPerfect Features in List Files below).
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When entering a filename, be sure to use the DOS .filename. 

If you mark files (see Marking Files below) before selecting this option, you 
will be asked if you want to copy the marked files. Type y, then enter the 
drive or directory where you want them copied, or type n and you can copy 
just the currently highlighted file. 

Delete 
Select Delete (2) to delete a filename or directory. (A directory must be 
empty before it can be deleted.) A prompt appears asking if you want to 
delete the file or directory. Type y to delete it; type any other key if you 
decide not to delete. Once deleted, a file cannot be retrieved. 

If you mark files (see Marking Files below) before selecting this option, you 
will be asked twice if you want to delete the files. Type y twice to delete 
the marked files. If you type n with either prompt displayed, you will be 
asked if you want to delete the currently highlighted file. Type y to delete 
this file only or type n to return to the List Files menu. 

Find 
Use Find (9) to search for files in the current directory that meet certain 
conditions (see Find in Reference). 

Look 
If you highlight a directory on the List Files screen, you can select Look (6), 
then press Enter to display the names of the files in that directory on the 
List Files screen. With a file highlighted, select Look to display the text or 
document summary of that file in a special Look screen (see Look in 
Reference). 

Move/Rename 
Select Move/Rename en. then enter a new filename to move or rename the 
highlighted file. If you enter the same filename, but specify a different path, 
the file is moved to another directory. If you enter a new filename, the file 
is renamed. If you specify a different path and enter a new filename, the file 
is moved and renamed. If you enter a filename that already exists, you will 
be asked if you want to replace that file. Type y to replace it or type n to 
return to the List Files menu. 

If you mark files (see Marking Files below) before selecting this option, you 
will be asked if you want to move the marked files. Type y, then enter the 
drive or directory where you want them moved, or type n and you can move 
or rename the currently highlighted file. 

Name Search 
Besides using the cursor keys to move through the list of filenames, you can 
also move the cursor to a specific file by selecting Name Search (n), then 
typing the filename. 

You can also use •search (F2) to move the cursor to a specific file (see Search under 
WordPerfect Features in List Files below). 
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When you use this option, a “Name Search” message appears at the bottom 
right of the screen. When you type the first letter of the filename (or 
descriptive name if long display is on), the cursor moves to the first file that 
begins with that letter. As you continue to add letters to the name, the 
cursor moves to the first filename that matches the displayed letters.

You may only need to type part of the filename (or descriptive name) to 
move the cursor to that file. You can erase characters with Backspace.
Press Enter, Exit (F7), or an arrow key to exit Name Search and redisplay 
the List Files menu.

You can also use this option to move the cursor to a subdirectory. After 
typing n, type a slash (/) or backslash (\), then start typing the subdirectory 
name.

Other Directory
Use Other Directory (7) to change the default directory or create a new 
directory (see Directories in Reference).

Print
Use Print (4) to send a file to the printer. After selecting Print, you are asked 
for the pages you want printed. You can print all of the file or selected pages, 
including the document summary (see Print, Document on Disk in Reference 
for details).

If you mark files (see Marking Files below) before selecting this option, you 
will be asked if you want to print the marked files. Type y to print all the 
marked files, then enter selected pages; the same pages in each file will be 
printed. Type n to print the currently highlighted file.
When printing a document from List Files or from disk that is fast saved, 
that needs to be generated, or that is formatted for a different printer, 
WordPerfect attempts to reformat the document. To reformat a document, 
WordPerfect must associate a printer definition (,PRS file) to the document.

WordPerfect uses a .PRS file if a printer selection exists in the setup file 
(WP(WP).SET) for that .PRS file. If the .PRS file exists, but its printer 
definition is not found in the setup file, WordPerfect reformats the document 
using the currently-selected printer.

Retrieve
Use Retrieve (1) to retrieve a copy of the file to your screen at the cursor 
position. If there is already text in the normal editing screen, a message 
appears asking if you want to retrieve the file into the current document. 
Type y to place the contents of the retrieved file at the cursor position in the 
document on the screen. Text below the cursor is pushed down to make 
room for the incoming file. (See Retrieve in Reference for details on 
retrieving.)

You can select this option with a DOS text file highlighted, and the file will 
automatically be converted to WordPerfect format and retrieved to the 
screen. Be aware, however, that if you then save this document using the
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When you use this option, a .. Name Search" message appears at the bottom 
right of the screen. When you type the first letter of the filename (or 
descriptive name if long display is on). the cursor moves to the first file that 
begins with that letter. As you continue to add letters to the name. the 
cursor moves to the first filename that matches the displayed letters. 

You may only need to type part of the filename (or descriptive name) to 
move the cursor to that file. You can erase characters with Backspace. 
Press Enter, Exit (F7), or an arrow key to exit Name Search and redisplay 
the List Files menu. 

You can also use this option to move the cursor to a subdirectory. After 
typing n, type a slash (/) or backslash (\), then start typing the subdirectory 
name. 

Other Directory 
Use Other Directory (7) to change the default directory or create a new 
directory (see Directories in Reference). 

Print 
Use Print (4) to send a file to the printer. After selecting Print, you are asked 
for the pages you want printed. You can print all of the file or selected pages, 
including the document summary (see Print, Document on Disk in Reference 
for details) . 

If you mark files (see Marking Files below) before selecting this option, you 
will be asked if you want to print the marked files. Type y to print all the 
marked files. then enter selected pages; the same pages in each file will be 
printed. Type n to print the currently highlighted tile. 

When printing a document from List Files or from disk that is fast saved, 
that needs to be generated, or that is formatted for a different printer, 
WordPerfect attempts to reformat the document. To reformat a document, 
WordPerfect must associate a printer definition (.PRS file) to the document. 

WordPerfect uses a .PRS file if a printer selection exists in the setup file 
(WP ( WP l .SET) for that .PRS file. If the .PRS file exists, but its printer 
definition is not found in the setup file, WordPerfect reformats the document 
using the currently-selected printer. 

Retrieve 
Use Retrieve (I) to retrieve a copy of the file to your screen at the cursor 
position. If there is already text in the normal editing screen, a message 
appears asking if you want to retrieve the file into the current document. 
Type y to place the contents of the retrieved file at the cursor position in the 
document on the screen. Text below the cursor is pushed down to make 
room for the incoming file. (See Retrieve in Reference for details on 
retrieving.) 

You can select this option with a DOS text file highlighted, and the file will 
automatically be converted to WordPerfect format and retrieved to the 
screen. Be aware. however. that if you then save this document using the 



same filename, it will replace the DOS text file and be saved as a 
WordPerfect document. If you want to keep the DOS text file on disk, enter 
a different filename when you save the document on the screen (see Save in 
Reference).
If you select this option with a locked document highlighted, you will be 
asked to enter the password (see Locked Documents in Reference).

Short/Long Display
Select Short/Long Display (5) to display a menu that lets you switch between 
the short and long display of the List Files screen (see Long Display and 
Short Display under File List above). If you are currently in short display, 
Long Display (2) is the default option. If you are currently in long display, 
Short Display (1) is the default option. After you select an option, the 
current directory name is displayed in the bottom left corner of the screen. 
Press Enter to display that directory, or enter another directory name.

This option can be selected with either a file or directory highlighted.

Marking Files
You can copy, delete, find, move, or print a group of files by “marking” each 
file with an asterisk (*). Move the cursor to a file in the list and type an 
asterisk. Once the files are marked, select a menu option and enter any 
requested information.

You can “unmark” a file by moving the cursor to a marked file and typing 
another asterisk. To mark (or unmark) every file on the List Files screen, press 
Mark Text (Alt-F5) or Home,*. This method of unmarking files works even if 
only one file is marked.

As you mark files (whether in short or long display), the asterisk (*) appears to 
the left of the filename, and the Files am ount in the header changes to the 
number of files marked. The Used amount changes from the amount of disk or 
directory space used to the total amount of bytes in the marked files.

Redisplaying List Files
If you have been displaying files or directories from your hard drive, you can 
press List (F5) twice in a row to redisplay the most recently displayed List Files 
screen. This is especially helpful if you changed your List Files screen the last 
time it was displayed (e.g., marked files or used Find to display selected files).

This feature will not work to display the files on a diskette drive nor will it work 
if you have changed the default setting for the Long Document Name feature 
(Shift-Fl,3,4,3). You can rewrite the currently displayed List Files screen by 
pressing Screen (Ctrl-F3).

Sort List Files
Sort List Files (5) is an option on the Setup: Document Management/Summary 
menu (Shift-F 1,3,4,5). This option determines whether you want subdirectories and 
files in List Files to display in alphabetical order or in the order that they reside on

LIST FILES 3 5 3

same filename, it will replace the DOS text file and be saved as a 

WordPerfect document. If you want to keep the DOS text file on disk, enter 
a different filename when you save the document on the screen (see Save in 
Reference). 

If you select this option with a locked document highlighted, you will be 
asked to enter the password (see Locked Documents in Reference). 

Short/Long Display 
Select Short/Long Display (5) to display a menu that lets you switch between 
the short and long display of the List Files screen (see Long Display and 
Short Display under File List above). If you are currently in short display, 
Long Display (2) is the default option. If you are currently in long display, 
Short Display (I) is the default option. After you select an option. the 
current directory name is displayed in the bottom left corner of the screen. 
Press Enter to display that directory, or enter another directory name. 

This option can be selected with either a file or directory highlighted. 

Marking Files 
You can copy, delete, find. move. or print a group of files by "marking" each 
file with an asterisk (*) . Move the cursor to a file in the list and type an 
asterisk. Once the files are marked. select a menu option and enter any 
requested information. 

You can "unmark" a file by moving the cursor to a marked file and typing 
another asterisk. To mark ( or unmark) every file on the List Files screen. press 
Mark Text (Alt-FS) or Home,*. This method of unmarking files works even if 
only one file is marked. 

As you mark files (whether in short or long display), the asterisk (*) appears to 
the Jen of the filename, ancJ the Files <1mou111 in the hcuder chungc:; to the 

number of files marked. The Used amount changes from the amount of disk or 
directory space used to the total amount of bytes in the marked files. 

Redisplaying List Files 
If you have been displaying files or directories from your hard drive, you can 
press List (F5) twice in a row to redisplay the most recently displayed List Files 
screen. This is especially helpful if you changed your List Files screen the last 
time it was displayed (e.g., marked files or used Find to display selected files). 

This feature will not work to display the files on a diskette drive nor will it work 
if you have changed the default setting for the Long Document Name feature 
(Shift-Fl ,3,4,3). You can rewrite the currently displayed List Files screen by 
pressing Screen (Ctrl-F3). 

Sort List Files 
Sort List Files (5) is an option on the Setup: Document Management/Summary 
menu (Shift-F 1,3,4,5). This option determines whether you want subdirectories and 
files in List Files to display in alphabetical order or in the order that they reside on 
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disk. If you set this option to Yes, List Files displays subdirectories in alphabetical 
order followed by an alphabetical listing of files. If you set this option to No, List 
Files displays subdirectories and files in the order they reside on the disk. This will 
speed display of the file list (especially for very large directories).

When the file list in List Files is not sorted, Name Search is not allowed. Pressing 
“n” for Name Search will display the "ERROR: Name Search not allowed on 
unsorted list, use F2” message. Also, pressing List Files twice (F5,F5) will bring up 
the previous file list, but if the sort mode has been changed (from sorted to unsorted 
or vice versa), the file list will not be in the same order.

WordPerfect Features in List Files
There are a number of WordPerfect features you can use with the List Files 
screen displayed. These are described as follows.

List
You can press List (F5) from anywhere in the List Files screen to display 
the current directory name at the bottom left of the screen. At this point, 
you can enter a different directory name or just press Enter to display the 
names of the files in that directory.

Print
You can print a list of all the filenames in the current directory list by 
pressing Print (Shift-F7) with the List Files screen displayed. (The current 
directory is the one currently being displayed on the List Files screen.) The 
long display is printed if that is currently on the screen; the short display is 
printed if that is on the screen.

This list is automatically sent to the currently selected printer (see Printer, 
Select in Reference).

Search
You can move the cursor forward or backward through the file list using 
♦Search (F2) or ♦Search (Shift-F2). With long display on, Search will look 
through the Descriptive Name, Type, and Filename columns. With short 
display on, Search will look through the filenames and subdirectory names. 
You can use patterns when searching (see Search Patterns under Find in 
Reference).

Text In/Out
You can use Text In/Out (Ctrl-F5) with the List Files screen displayed to 
import a DOS text file into WordPerfect (see Text In/Out in Reference).

This feature only works when short display is on: no DOS files appear in long 
display (see Long Display under File List above).

See Also: Directories; Find; Find, Conditions; Look
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disk. If you set this option to Yes, List Files displays subdirectories in alphabetical 
order followed by an alphabetical listing of files. If you set this option to No, List 
Files displays subdirectories and files in the order they reside on the disk. This will 
speed display of the file list (especially for very large directories). 

When the file list in List Files is not sorted. Name Search is not allowed. Pressing 
"n" for Name Search will display the "ERROR: Name Search not allowed on 
unsorted list, use F2" message. Also, pressing List Files twice (FS,FS) will bring up 
the previous file list, but if the sort mode has been changed (from sorted to unsorted 
or vice versa), the file list will not be in the same order. 

WordPerfect Features in List Files 
There are a number of WordPerfect features you can use with the List Files 
screen displayed. These are described as follows. 
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You can press List (F5) from anywhere in the List Files screen to display 
the current directory name at the bottom left of the screen. At this point, 
you can enter a different directory name or just press Enter to display the 
names of the files in that directory. 

Print 
You can print a list of all the filenames in the current directory list by 
pressing Print (Shift-F7) with the List Files screen displayed. (The current 
directory is the one currently being displayed on the List Files screen.) The 
long display is printed if that is currently on the screen; the short display is 
printed if that is on the screen. 

This list is automatically sent to the currently selected printer (see Frinter, 
Select in Reference ). 

Search 
You can move the cursor forward or backward through the file list using 
•Search (F2) or •Search (Shift-F2). With long display on, Search will look 
through the Descriptive Name, Type, and Filename columns. With short 
display on, Search will look through the filenames and subdirectory names. 
You can use patterns when searching (see Search Patterns under Find in 
Reference). 

Text In/Out 
You can use Text In/Out (Ctrl-F5) with the List Files screen displayed to 
import a DOS text file into WordPerfect (see Text In/Out in Reference). 

This feature only works when short display is on; no DOS files appear in long 
display (see Long Display under File List above). 
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Lists

A NUMBERING STYLE

Notes

In many documents you may want to include lists of figures, illustrations, tables, 
maps, etc. WordPerfect can help you create up to ten lists within a document. 
You also choose one of five numbering styles for each list. When a list is 
generated, the entries will be listed in the order in which they appear in the 
document.

Tables

Import/Export Firms -Total (23)
HALVA Sales (27)
Merchandising Results (31)
Net Profit (33)
Quarterly Results (33)
Market Share (34)
Major Distribution Centers (40)
Non-HALVA Quarterly Results (43) — _
Non-HALVA Market Share (44)
Non-HALVA Major Distribution Centers (50) 
Individual Sales (57)
Music Box Sales ( 58)
Price Differential (60)
Overhead (62)
Number of Employees (80)
Number of Branches (88)

There are three basic steps to follow when creating a list:

• M ark the text you  w ant included in the list.
• Define the location and numbering style for the list.
• Generate the list.

Each step is exclusive of the others. For example, you could mark text as you 
write, define the list while formatting the document, and generate the list just 
before your final edit. Later, you could edit the marked text or the list 
definition, and then regenerate the list.

The instructions for these three steps are divided into separate sections in 
Reference. To begin, see Lists, Mark Text, then see Lists, Define, and finally see 
Generate.

Graphics
If you want a list of captions from figure, table, text, equation, or user-defined 
boxes, you do not have to mark text. You can simply define a list to include 
one of these caption types, and WordPerfect will include the appropriate captions 
when the list is generated (see Lists, Define in Reference).
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Notes 

In many documents you may want to include lists of figures, illustrations, tables, 
maps, etc. WordPerfect can help you create up to ten lists within a document. 
You also choose one of five numbering styles for each list. When a list is 
generated, the entries will be listed in the order in which they appear in the 
document. 

Tables 

lmport..'Export. Firms ·Total ( 23) 
HA.LVA. Sales ( 27] 
Me rchandising Res.,lt.11 (31 l 
Net Profit ( 33) 
Quarterly Results ( JJ l 
Ma rket Share ( 34 J 
Major D1str 11:lut 1on Centers ( 40) 
Non- HALV/1 Quarterl y Results ( 43) 
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Individual Sales I 571 
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Price Different ial 160) 
Overhead 162) 
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There are three basic steps to follow when creating a list: 

• Mark the text you w,mt includp,l in the li~t 

• Define the location and numbering style for the list. 
• Generate the list. 

Each step is exclusive of the others. For example, you could mark text as you 
write, define the list while formatting the document. and generate the list just 
before your final edit. Later, you could edit the marked text or the list 
definition, and then regenerate the list. 

The instructions for these three steps are divided into separate sections in 
Reference. To begin, see Lists, Mark Text, then see Lists, Define, and finally see 
Generate. 

Graphics 
If you want a list of captions from figure. table, text, equation, or user-defined 
boxes, you do not have to mark text. You can simply define a list to include 
one of these caption types, and WordPerfect will include the appropriate captions 
when the list is generated (see Lists. Define in Reference). 
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Master Documents
If your document is extremely long, you may want to use the Master Documents 
feature to break it into smaller pieces. You can still generate a list which will 
include any text marked in subdocuments (see Master Documents in Reference).

See Also: Generate; Lists, Define; Lists, Mark Text

Lists, Define

Once you have marked the text you want (see Lists, Mark Text in Reference), 
you need to define the location and numbering style for each list.

1 Move the cursor to the place in your document where you want the list to 
appear.

2 If you want the list on a separate page, press Hard Page (Ctrl-Enter), then 
move the cursor to the page where you want the list generated.

3 If you want a heading (title) for the list, type it now, then press Enter as 
many times as you want to add extra spacing.

4 Press M ark Text (AU-F5), select Define (5), then select Define List (2).

CB Select Define from the Mark menu, then select List.

5 Enter the number of the list you want to define (1 through 10).
Lists 6-10 are preset to assemble captions (see Graphics below).

6 Select a numbering style for the list (see Numbering Styles below).

Repeat steps 1 through 6 for each list you want to define. Once you have 
defined and marked text for the list, you are ready to generate it (see Generate in 
Reference).

[Def Mark:]
When you select a numbering style, [Def Mark:List,list#:numbering style#]
(where list# and numbering style# represent the numbers you entered for the list 
number and numbering style) is inserted into the Reveal Codes screen at the 
cursor position. The list will be generated at this code. If you are using the 
Master Documents feature, [Def Mark:] should be in the master document and 
not in one of the subdocuments (see Master Documents in Reference).

Graphics
Lists 6 through 10 are pre-assigned to automatically assemble captions. For 
example, you can follow the steps above and type 6 in step 5 to define list 6. 
When you generate the list, all captions for figure boxes will be included in the 
list automatically. You don’t have to mark any text.
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Master Documents 
If your document is extremely long, you may want to use the Master Documents 
feature to break it into smaller pieces. You can still generate a list which will 
include any text marked in subdocuments (see Master Documents in Reference). 

See Also: Generate; Lists, Define; Lists, Mark Text 

Once you have marked the text you want (see Lists. Mark Text in Reference), 
you need to define the location and numbering style for each list. 

1 Move the cursor to the place in your document where you want the list to 
appear. 

2 If you want the list on a separate page, press Hard Page (Ctrl-Enter), then 
move the cursor to the page where you want the list generated. 

3 If you want a heading (title) for the list, type it now, then press Enter as 
many times as you want to add extra spacing. 

4 Press Mark Text (Alt-F5), select Define (5), then select Define List (2). 

CB Select Define from the Mark menu, then select List. 

5 Enter the number of the list you want to define (1 through 10). 

Lists 6- JO are preset to assemble captions (see Graphics below). 

6 Select a numbering style for the list (see Numbering Styles below). 

Repeat steps 1 through 6 for each list you want to define. Once you have 
defined and marked text for the list, you are ready to generate it (see Generate in 
Reference) . 

[Def Mark:] 
When you select a numbering style, [Def Mark:List,list#:numbering style#] 
(where list# and numbering style# represent the numbers you entered for the list 
number and numbering style) is inserted into the Reveal Codes screen at the 
cursor position. The list will be generated at this code. If you are using the 
Master Documents feature, [Def Mark:] should be in the master document and 
not in one of the subdocuments (see Master Documents in Reference). 

Graphics 
Lists 6 through IO are pre-assigned to automatically assemble captions. For 
example, you can follow the steps above and type 6 in step 5 to define list 6. 
When you generate the list, all captions for figure boxes will be included in the 
list automatically. You don't have to mark any text. 



Likewise, captions of table boxes are included in list 7, captions of text boxes 
are included in list 8, captions of user-defined boxes are included in list 9, and 
captions of equation boxes are included in list 10 (see Graphics, Create in 
Reference).

You can include other text or phrases in lists 6 through 10 by marking text for 
them (see Lists, Mark Text in Reference). When you mark text for one of these 
lists, the text will be included with the captions pre-assigned to the list. If you 
have no captions for any one of lists 6 through 10, you can use the list just as 
you would lists 1 through 5 by marking text for it and defining it.

Numbering Styles
Numbering styles refer to the way the page numbers for each list entry are 
displayed. You can choose from the following five numbering styles while 
defining a list:

• No page numbers
• Page numbers following the entries (separated by a space)
• Page numbers in parentheses following the entries (separated by a space)
• Flush right page numbers
• Flush right page numbers with dot leaders

These five options affect the placement of page numbers in a list. If you want to 
change the actual type of number used (from Arabic to Roman, for example), 
you can use the New Page Number feature (Shift-F8,2,6,l). Changing the page 
number type with the New Page Number feature affects both page numbers 
displayed in the document and those generated in a table, list, or index. See 
Page Numbering in Reference for details.

See Also: Generate; Lists; Lists, Mark Text

Lists, Mark Text

If you want to create a list of captions from figure, table, text, equation, or user- 
defined boxes, you do not have to mark the text of the captions. WordPerfect 
will generate a list of them for you once you define the list (see Lists, Define in 
Reference).

The table boxes referred to in this section are created using Graphics (AU-F9) and should 
not be confused with Tables created using the Tables feature (Alt-F7).
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Likewise, captions of table boxes are included in list 7, captions of text boxes 
are included in list 8, captions of user-defined boxes are included in list 9, and 
captions of equation boxes are included in list 10 (see Graphics, Create in 
Reference). 

You can include other text or phrases in lists 6 through IO by marking text for 
them (see Lists, Mark Text in Reference) . When you mark text for one of these 
lists, the text will be included with the captions pre-assigned to the list. If you 
have no captions for any one of lists 6 through 10, you can use the list just as 
you would lists I through 5 by marking text for it and defining it. 

Numbering Styles 
Numbering styles refer to the way the page numbers for each list entry are 
displayed. You can choose from the following five numbering styles while 
defining a list: 

• No page numbers 
• Page numbers following the entries (separated by a space) 
• Page numbers in parentheses following the entries (separated by a space) 
• Flush right page numbers 
• Flush right page numbers with dot leaders 

These five options affect the placement of page numbers in a list. If you want to 
change the actual type of number used (from Arabic to Roman, for example), 
you can use the New Page Number feature (Shift-F8,2,6, 1 ). Changing the page 
number type with the New Page Number feature affects both page numbers 
displayed in the document and those generated in a table, list, or index. See 
Page Numbering in Reference for details . 

See Also: Generate; Lists; Lists, Mark Text 

If you want to create a list of captions from figure, table, text, equation, or user­
defined boxes, you do not have to mark the text of the captions. WordPerfect 
will generate a list of them for you once you define the list (see Lists, Define in 
Reference). 

The table boxes referred to in this section are created using Graphics (Alt-F9) and should 
not be confused with Tables created using the Tables feature (Alt-Fl). 
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The first step in creating any other lists is to mark the text you want in the list. 
If you want to create multiple lists, you should mentally assign each a number 
before marking text. You will be asked for this list number in step 3 below.

1 Block the word or phrase you want included (Alt-F4).

2 Press M ark Text (Alt-F5) and select List (2).

□3 Select List from the Mark menu.

3 Enter the list number (1 through 10).

Repeat the steps above for each item you want included in the list. Once you 
have marked all the entries you want, you should define the list(s) (see Lists, 
Define in Reference).

Notes Graphics
If you want a list of captions from graphic, table, text, equation, or user-defined 
boxes, you do not have to mark text. You can simply define a list to include 
one of these caption types, and WordPerfect will include the appropriate captions 
when the list is generated (see Lists, Define in Reference).

[Mark:] and [End Mark:]
When you mark text, [Mark:List,#] (where # represents the list number you 
entered for the marked item) is inserted in the Reveal Codes screen before the 
text, and [End Mark:] is inserted after. Any codes included in the block of text 
(Bold, Underline, Center) are included with the text when the list is generated.

If you decide you do not want a marked word or phrase included in a list, delete 
[Mark:] before generating.

See Also: Generate; Lists; Lists, Define

Location of Files

To help you more efficiently organize all of the files you may use or create, 
WordPerfect has included the Location of Files feature.

Location of Files tells WordPerfect where certain files are located. For example, 
when you spell-check a document, WordPerfect looks for the dictionary file in 
the thesaurus/spell/hyphenation directory. If no location is specified, the Speller 
may not work.

When you install WordPerfect, the Installation Program organizes your files for 
you. If you want to change the way the files are organized, you may do so with 
one of several features, including Location of Files.
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The first step in creating any other lists is to mark the text you want in the list. 
If you want to create multiple lists, you should mentally assign each a number 
before marking text. You will be asked for this list number in step 3 below. 

1 Block the word or phrase you want included (Alt-F4) . 

2 Press Mark Text (Alr-FS) and select List (2 ). 

[ E3J Select List from the Mark menu. 

3 Enter the list number ( I through I 0) . 

Repeat the steps above for each item you want included in the list. Once you 
have marked all the entries you want, you should define the list(s) (see Lists, 
Define in Reference). 

Graphics 
If you want a list of captions from graphic, table, text, equation, or user-defined 
boxes, you do not have to mark text. You can simply define a list to include 
one of these caption types, and WordPerfect will include the appropriate captions 
when the list is generated (see Lists, Define in Reference). 

[Mark:) and [End Mark:) 
When you mark text, [Mark:List,#] (where # represents the list number you 
entered for the marked item) is inserted in the Reveal Codes screen before the 
text. and [End Mark:) is inserted after. Any codes included in the block of text 
( Bold, Underline, Center) are included with the text when the list is generated. 

lf you decide you do not want a marked word or phrase included in a list. delete 
[Mark: J before generating. 

See Also: Generate; Lists; Lists, Define 

To help you more efficiently organize all of the files you may use or create, 
WordPerfect has included the Location of Files feature . 

Location of Files tells WordPerfect where certain files are located. For example, 
when you spell-check a document, WordPerfect looks for the dictionary file in 
the thesaurus/spell/hyphenation directory. If no location is specified, the Speller 
may not work. 

When you install WordPerfect, the Installation Program organizes your files for 
you . If you want to change the way the files are organized, you may do so with 
one of several features, including Location of Files. 



Notes

Before you use Location of Files, you should have created the directory or 
directories you want to use. You may do so with the DOS MD (make directory) 
command (e.g., MD C:\WP51\SPELL) or the Other Directory option on the 
WordPerfect List Files feature (see List Files in Reference).

You should also copy the proper files to the appropriate directory (see the 
information pertaining to each option under Notes below to determine which files 
should be copied to each directory).

1 Press Setup (Shift-Fl) to display the Setup menu.

CHI Select Setup from the File menu.

2 Select Location of Files (6).

3 Select the option of your choice (see the information pertaining to each 
option under Notes below).

4 Enter the directory or full pathname for the option (again, see the 
information pertaining to each option under Notes below).

5 Press Exit (F7) to exit the Setup menu.

Backup Files
Enter the directory where you want your timed backup files (WP(WP).BKl and 
WP{WP).BK2) to be stored. If you are using Timed Backup, WordPerfect 
creates timed backup files for you in the directory you specify. If you do not 
specify a directory, the backup files are stored in the directory where WP.EXE is 
located (see Backup, Timed in Reference).

Documents
E nter the nam e o f  the d irectory  w here you  w ant you r docLim ents to  he stored. 
Once you enter a directory for this option, that directory becomes the default 
directory.

If you want to save a document to or retrieve a document from this directory, 
there is no need to enter a full pathname for the document. In addition, you may 
wish to move (or copy) previously existing documents to the directory specified 
for this option.

You can change the default directory with the List Files feature. I f you do so, documents 
will be saved to the new default directory (see List Files in Reference). Also, the 
documents directory overrides (takes precedence over) any default directory you may 
enter in the WordPerfect Shell Program.

Of course, if you want to save a document to or retrieve a document from a 
directory other than the one specified as the documents directory, you may do so 
by entering a complete pathname.
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Notes 

Before you use Location of Files, you should have created the directory or 
directories you want to use. You may do so with the DOS MD (make directory) 
command (e.g., MD C:\WP51\SPELL) or the Other Directory option on the 
WordPerfect List Files feature (see List Files in Reference). 

You should also copy the proper files to the appropriate directory (see the 
information pertaining to each option under Notes below to determine which files 
should be copied to each directory). 

1 Press Setup (Shift-FI) to display the Setup menu. 

LB Select Setup from the File menu. 

2 Select Location of Files (6). 

3 Select the option of your choice (see the information pertaining to each 
option under Notes below). 

4 Enter the directory or full pathname for the option (again, see the 
information pertaining to each option under Notes below). 

5 Press Exit (F7) to exit the Setup menu. 

Backup Files 
Enter the directory where you want your timed backup files (WP{WP].BKl and 
WP{ WP].BK2) to be stored. If you are using Timed Backup, WordPerfect 
creates timed backup files for you in the directory you specify. If you do not 
specify a directory. the backup files are stored in the directory where WP.EXE is 
located (see Backup, Timed in Reference) . 

Documents 
Enter the name of the directory where you want your documents to be stored 

Once you enter a directory for this option, that directory becomes the default 
directory. 

If you want to save a document to or retrieve a document from this directory, 
there is no need to enter a full pathname for the document. In addition, you may 
wish to move (or copy) previously existing documents to the directory specified 
for this option. 

You can change the default directory with the List Files feature. If you do so, documents 
will be saved to the new default directory (see List Files in Reference). Also, the 
documents directory overrides (takes precedence over) any default directory you may 
enter in the WordPerfect Shell Program. 

Of course, if you want to save a document to or retrieve a document from a 
directory other than the one specified as the documents directory, you may do so 
by entering a complete pathname. 
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Graphic Files
Enter the directory where your graphics files are kept. These graphics files 
(several of which come with WordPerfect) are used when you are retrieving a 
file to a graphics box.

Once you enter a directory for this option, all subsequent graphics files you 
retrieve are retrieved from that directory. Simply enter the name of the graphics 
file when you are retrieving the graphics file in the Graphics feature, and the file 
will be retrieved from the graphics files directory. There is no need to enter a 
full pathname for the graphics file.

You may want to move (or copy) previously existing graphics files to this 
directory. If you want to retrieve a graphic file from a directory other than the 
one specified as the graphic files directory, however, you may do so by entering 
a complete pathname.

For more information about using the Graphics feature, see Graphics, Create in 
Reference.

Invalid Drive/Path Specification
If you enter a directory that has not yet been created, you will receive the 
"Invalid Drive/Path Specification” error message. The cursor will be 
repositioned at the beginning of the pathname, and WordPerfect will let you try 
again.

The maximum path length you can enter in Location o f Files is 66 characters (or less if 
extended characters are used).

You can press Cancel (FI) to back out of an option and restore the previous 
setting.

Keyboard/Macro Files
Enter the directory where your keyboard files (files ending in .WPK) and macro 
files (files ending in .WPM) are located.

Keyboard files contain information for the various keyboard layouts you can use 
with WordPerfect, while macro files contain information for WordPerfect 
macros. Some keyboard and macro files come with WordPerfect, and you can 
also create many more.

Once you enter a directory for this option, all subsequent keyboard and macro 
files you define or execute are saved to or executed from that directory. Simply 
enter the name of the keyboard or macro when you are defining a keyboard or 
executing a macro and the file will be saved to or executed from the 
keyboard/macro directory. There is no need to enter a full pathname for the 
keyboard or macro.

You may want to move (or copy) previously existing macros to the directory 
specified for this option. If you want to invoke a macro from, create a macro in, 
or save a macro to a directory other than the one specified as the 
keyboard/macro directory, however, you may do so by entering a complete
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Graphic Files 
Enter the directory where your graphics files are kept. These graphics files 
(several of which come with WordPerfect) are used when you are retrieving a 
file to a graphics box. 

Once you enter a directory for this option, all subsequent graphics files you 
retrieve are retrieved from that directory. Simply enter the name of the graphics 
file when you are retrieving the graphics file in the Graphics feature, and the file 
will he retrieved from the graphics files directory. There is no need to enter a 
full pathname for the graphics file. 

You may want to move (or copy) previously existing graphics files to this 
directory. If you want to retrieve a graphic file from a directory other than the 
one specified as the graphic files directory, however, you may do so by entering 
a complete pathname. 

For more information about using the Graphics feature, see Graphics, Create in 
Reference. 

Invalid Drive/Path Specification 
If you enter a directory that has not yet been created, you will receive the 
··rnvalid Drive/Path Specification" error message. The cursor will be 
repositioned at the beginning of the pathname, and WordPerfect will let you try 
again. 

The maximum path length you can enter in location of Files is 66 characters (or less if 
extended characters are used). 

You can press Cancel (Fl) to back out of an option and restore the previous 
setting. 

Keyboard/Macro Files 
Enter the directory where your keyboard files (files ending in .WPK) and macro 
files (files ending in .WPM) are located. 

Keyboard files contain information for the various keyboard layouts you can use 
with WordPerfect, while macro files contain information for WordPerfect 
macros. Some keyboard and macro files come with WordPerfect, and you can 
also create many more. 

Once you enter a directory for this option, all subsequent keyboard and macro 
files you define or execute are saved to or executed from that directory. Simply 
enter the name of the keyboard or macro when you are defining a keyboard or 
executing a macro and the file will be saved to or executed from the 
keyboard/macro directory. There is no need to enter a full pathname for the 
keyboard or macro. 

You may want to move (or copy) previously existing macros to the directory 
specified for this option. If you want to invoke a macro from, create a macro in, 
or save a macro to a directory other than the one specified as the 
keyboard/macro directory, however, you may do so by entering a complete 



pathname. When you edit or execute a macro, WordPerfect will look in the 
default directory in addition to the directory listed in Location of Files.

Important: You s h o u ld  m o v e  a l l  p r e v io u s ly  e x is tin g  k e y b o a r d  f i le s  to  th e k e y b o a r d /m a c r o  

d ire c to ry . O n ly  k e y b o a r d  f i le s  th a t e x is t  in th e  k e y b o a r d /m a c r o  d ir e c to r y  ca n  b e  
d is p la y e d  on  th e  S e tu p : K e y b o a r d  L a y o u t sc reen .

For more information on the Keyboard Layout and Macro features, see Keyboard 
Layout and Macros in Reference.

Printer Files
Enter the directory where your printer files (files ending in .ALL and .PRS) are 
kept. These files are used to help WordPerfect communicate with a specific 
printer. They are created when you go through the printer selection process.

Once you enter a directory for this option, all subsequent printer files you define 
are saved in that directory. You may want to move (or copy) previously existing 
printer files into the printer files directory.

All printers that you have selected are listed on the Print: Select Printer List, but 
only the printer files in the printer files directory are shown when you select List 
Printer (PRS) Files (Shift-F7,s,2,4).

If you want to display printer files that exist in another directory, you should use 
the Other Disk option (Shift-F7,s,2,2). (See Printer, Select in Reference.)

For more information on printer files, see Printer, Select in Reference.

Unless you enter a directory for downloadable fonts and printer command files 
on the Select Printer: Edit menu, WordPerfect searches for downloadable fonts 
and printer command files in the Printer Files menu (see Printer, Edit in 
Reference).

Spreadsheet Files
Enter the directory where your spreadsheet files are located. WordPerfect uses 
this directory when you import or link to a spreadsheet. For more information, 
see Spreadsheet, Import and Link in Reference.

Style Files
For the Style Files heading, enter the directory where your style files are located. 
These files are used when you use the Style or Outline Style feature.

Once you enter a directory for this option, all subsequent style files you create, 
save, or retrieve are created in, saved to, or retrieved from that directory.
Simply enter the name of the style file when you are saving or retrieving a style 
on the Style or Outline Style menus, and the file will be saved to or retrieved 
from the style files directory. There is no need to enter a full pathname for the 
style file.

When you retrieve a style file, both outline and non-outline styles appear on the 
Style menu. Only outline styles appear on the Outline Style menu.
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pathname. When you edit or execute a macro, WordPerfect will look in the 
default directory in addition to the directory listed in Location of Files. 

Important: You should move all previously existing keyboard files to the keyboard/macro 
directory. Only keyboard files that exist in the keyboard/macro directory can be 
displayed on the Setup: Keyboard Layout screen. 

For more information on the Keyboard Layout and Macro features, see Keyboard 
Layout and Macros in Reference. 

Printer Files 
Enter the directory where your printer files (files ending in .ALL and .PRS) are 
kept. These files are used to help WordPerfect communicate with a specific 
printer. They are created when you go through the printer selection process. 

Once you enter a directory for this option. all subsequent printer files you define 
are saved in that directory. You may want to move (or copy) previously existing 
printer files into the printer files directory. 

All printers that you have selected are listed on the Print: Select Printer List, but 
only the printer files in the printer files directory are shown when you select List 
Printer (PRS) Files (Shift-F7,s,2,4). 

If you want to display printer files that exist in another directory, you should use 
the Other Disk option (Shift-F7,s,2,2). (See Printer, Select in Reference.) 

For more information on printer files, see Printer, Select in Reference. 

Unless you enter a directory for downloadable fonts and printer command files 
on the Select Printer: Edit menu, WordPerfect searches for downloadable fonts 
and printer command files in the Printer Files menu (see Printer, Edit in 
Reference). 

Spreadsheet Files 
Enter the directory where your spreadsheet files are located. WordPerfect uses 
this directory when you import or link to a spreadsheet. For more information, 
see Spreadsheet, Import and Link in Reference. 

Style Files 
For the Style Files heading, enter the directory where your style files are located. 
These files are used when you use the Style or Outline Style feature. 

Once you enter a directory for this option, all subsequent style files you create, 
save, or retrieve are created in, saved to, or retrieved from that directory. 
Simply enter the name of the style file when you are saving or retrieving a style 
on the Style or Outline Style menus, and the file will be saved to or retrieved 
from the style files directory. There is no need to enter a full pathname for the 
style file. 

When you retrieve a style file, both outline and non-outline styles appear on the 
Style menu. Only outline styles appear on the Outline Style menu. 
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You may want to move (or copy) previously existing style files to the style files 
directory. If you want to retrieve a style file from or save a style file to a 
directory other than the one specified as the style files directory, however, you 
may do so by entering a complete pathname.

For the Style Library Filename heading, enter the filename (or the complete 
pathname if the library is not in the style files directory) of the file you want to 
use for your style library. The style library is your default list of styles and is 
retrieved when you enter the Style or Outline Style menu in a document that has 
no previously defined styles.

For more information on the Style and Outline Style features and the Style 
Library, see Style, Create and Outline, Style in Reference.

Thesaurus/Spell/Hyphenation Files
For the Main option, enter the directory where the thesaurus (WP{WPJUS.THS) 
as well as the hyphenation and speller dictionary files (WP{ WP}US.HYC and 
WP {WP) US .LEX) are located. These dictionaries are the files WordPerfect uses 
when you use the Thesaurus, Spell, and Flyphenation features.

For the Supplementary heading, enter the directory where your supplementary 
speller dictionary files are located. They include the WP{WP}US.SUP file as 
well as any other supplementary dictionaries you may create with the Speller 
Utility or in WordPerfect.

For more information on the Thesaurus, Spell, and Hyphenation features see 
Thesaurus; Speller, Check Spelling; and Hyphenation in Reference. For more 
information on the Speller Utility, see Speller Utility in Reference.

See Also: Directories; List Files

Locked Documents

If you create a personal document or any document that you would prefer to 
remain confidential, WordPerfect allows you to lock the document with a 
password. Once it has been locked, you cannot retrieve or print the file without 
knowing the password. It is not possible to lock directories in WordPerfect.

In m o s t  s itu a tio n s , th e  p a s s w o r d  w i l l  p r o v id e  th e  s e c u r i ty  y o u  n eed . T he p a s s w o r d  is  not, 
h o w ev er , in te n d e d  to  m e e t  U .S . D e p a r tm e n t  o f  D e fe n se  o r  o th e r  h ig h - le v e l  s e c u r i ty  
s ta n d a r d s . W o rd P e rfec t C o r p o r a tio n  w i l l  n o t u n lo ck  a  d o c u m e n t f o r  yo u .
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You may want to move (or copy) previously existing style files to the style files 
directory. If you want to retrieve a style file from or save a style file to a 
directory other than the one specified as the style files directory, however, you 
may do so by entering a complete pathname. 

For the Style Library Filename heading, enter the filename (or the complete 
pathname if the library is not in the style files directory) of the file you want to 
use for your style library. The style library is your default list of styles and is 
retrieved when you enter the Style or Outline Style menu in a document that has 
no previously defined styles. 

For more information on the Style and Outline Style features and the Style 
Library, see Style, Create and Outline, Style in Reference. 

Thesaurus/Spell/Hyphenation Files 
For the Main option, enter the directory where the thesaurus (WP{WP}US.THS) 
as well as the hyphenation and speller dictionary files (WP{ WP} US.HYC and 
WP{ WP} US.LEX) are located. These dictionaries are the files WordPerfect uses 
when you use the Thesaurus, Spell, and Hyphenation features. 

For the Supplementary heading, enter the directory where your supplementary 
speller dictionary files are located. They include the WP{WP}US.SUP file as 
well as any other supplementary dictionaries you may create with the Speller 
Utility or in WordPerfect. 

For more information on the Thesaurus, Spell, and Hyphenation features see 
Thesaurus; Speller, Check Spelling; and Hyphenation in Reference. For more 
information on the Speller Utility, see Speller Utility in Reference. 

See Also: Directories; List Files 

If you create a personal document or any document that you would prefer to 
remain confidential, WordPerfect allows you to lock the document with a 
password. Once it has been locked, you cannot retrieve or print the file without 
knowing the password. It is not possible to lock directories in WordPerfect. 

In most situations, the password will provide the security you need. The password is not, 
however, intended to meet U.S. Department of Defense or other high-level security 
standards. WordPerfect Corporation will not unlock a document for you. 



1 Press Text In/Out (Ctrl-F5) to display the Text In/Out menu, then select 
Password (2).

!~~a Select Password from the File menu.

2 Select Add/Change (1).

3 Enter a password twice.

S in c e  th e  p a s s w o r d  d o e s  n o t a p p e a r  o n  th e  sc reen , y o u  m u s t e n te r  th e  sa m e  p a s s w o r d  
tw ic e  to  en su re  th a t th e  c o r r e c t  p a s s w o r d  is  u s e d  f o r  th e  f ile . T h e p a s s w o r d  can  co n ta in  

n o  m o re  th an  2 3  c h a ra c te r s , a n d  y o u  ca n  u se  C o m p o s e  ( s e e  Compose in Reference).

4 Save the document for the lock to take effect.

Notes Associated Files
When you lock a document, all files associated with the current editing of the 
document (backup files, undelete files, move files, temporary buffer files, virtual 
files, and the original file on disk) are also locked.

Document Protection
Though locking a document can prevent others from accessing it, you cannot 
protect that document from being deleted. If you have a need to protect a 
document, it would be best to make sure you have a copy of the document on 
disk and store it in a safe place.

Find
If you are using the Find feature to search through a directory, and WordPerfect 
encounters a locked document, you must enter a password to have the locked 
document searched. You will also be asked for a password when you merge 
lo c k e d  d o c u m e n ts  o r  u s e  L o o k  to  lo o k  a t  a  d o c u m e n t .

Retrieve
Once a document has been locked, you are asked for the password each time you 
retrieve the document. If a “File is Locked” message appears after you try to 
retrieve the document, you entered the wrong password.

Text Out
When you use Text In/Out to save a document as a 5.0 document, the file 
remains locked. If you save the document as a 4.2 file, the file is unlocked.

Unlock
To unlock a document, you must remove the password. Follow the same steps 
as listed above, but instead of selecting Add/Change, select Remove (2). Be 
sure to save the document so the change can take effect.

See Also: Retrieve; Save
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1 Press Text In/Out (Ctrl-F5) to display the Text In/Out menu, then select 

Password (2). 

r73l Select Password from the File menu. 

2 Select Add/Change (I) . 

3 Enter a password twice. 

Since the password does not appear on the screen. you must enter the same password 
twice to ensure that the correct password is used for the file. The password can contain 
no more than 23 characters, and you can use Compose ( see Compose in Reference). 

4 Save the document for the lock to take effect. 

Associated Files 
When you lock a document. all files associated with the current editing of the 
document (backup files. undelete files, move files, temporary buffer files, virtual 
files, and the original file on disk) are also locked. 

Document Protection 
Though locking a document can prevent others from accessing it, you cannot 
protect that document from being deleted. If you have a need to protect a 
document. it would be best to make sure you have a copy of the document on 
disk and store it in a safe place. 

Find 
If you are using the Find feature to search through a directory, and WordPerfect 
encounters a locked document, you must enter a password to have the locked 
document searched. You will also be asked for a password when you merge 
lu1.:kcu UUCUlllClll:S or u~c Luok lo look Ul il uocumcnt. 

Retrieve 
Once a document has been locked, you are asked for the password each time you 
retrieve the document. If a "File is Locked" message appears after you try to 
retrieve the document, you entered the wrong password. 

Text Out 
When you use Text In/Out to save a document as a 5.0 document, the file 
remains locked. If you save the document as a 4.2 file. the file is unlocked. 

Unlock 
To unlock a document, you must remove the password . Follow the same steps 
as listed above, but instead of selecting Add/Change. select Remove (2). Be 
sure to save the document so the change can take effect. 

See Also: Retrieve; Save 
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Look

Notes

The List Files menu includes a Look option that lets you view the text or 
document summary of a WordPerfect 5.1 or 5.0 file, the text of a WordPerfect
4.2 or DOS text file, a WordPerfect 5.1 macro description, or a list of the files in 
a directory.

1 With the List Files screen displayed, move the cursor to the file you want to 
look at.

If you want to display the names of the files in a directory, move the cursor to 
that directory in step 1 (see Directories below).

2 Select Look (6) or press Enter to display the file in the Look screen.

I f  th e  f i le  is  a  W o r d P e rfe c t 5 .0  o r  5 .1  d o c u m e n t a n d  c o n ta in s  a  d o c u m e n t su m m a ry , th e  
su m m a r y  is  d is p la y e d  ( s e e  Document Summary b e lo w ) .

3 Use the cursor keys to scroll through the text.

4 Select Next Document (1) or Previous Document (2) to display the next or 
previous file from the List Files screen in the Look screen.

5 Press Exit (F7) or the Space Bar to return to the List Files screen.

Clipboard
With the Look screen displayed, you can use Block (Alt-F4) with Shell (Ctrl-Fl) 
(if you are running WordPerfect under the WordPerfect Shell) to block a portion 
of the document a n d  save o r  a p p e n d  it to the C lip b o a r d .

1 Move to one end of the block of text you want saved to the Clipboard.

2 Press Block (Alt-F4), then move the cursor to the other end of the text you 
want saved.

3 Press Shell (Ctrl-Fl), then select Save (1) or Append (2) to save or append 
the blocked text to the Clipboard.

You can then retrieve the contents of the Clipboard into WordPerfect or any 
other WPCorp product (see Shell Clipboard under Go to Shell in Reference).

T his f e a tu r e  w i l l  w o r k  o n ly  i f  y o u  a r e  ru n n in g  W o rd P e rfe c t u n d e r  th e  W o rd P e rfec t Shell.

Cursor Movement
When you first enter the Look screen, the cursor is at the bottom of the screen. 
You can use the arrow keys to move through the document in the Look screen. 
Press Right or Left Arrow (->/<-) to display all of the document if it is wider 
than the screen. Screen Up (-) and Screen Down (+) and Page Up (PgUp) and 
Page Down (PgDn) move the cursor up or down through the document one 
screen at a time. Home,Home,arrow keys will move the cursor to the far edges 
of the document.
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The List Files menu includes a Look option that lets you view the text or 
document summary of a WordPerfect 5.1 or 5.0 file, the text of a WordPerfect 
4.2 or DOS text file, a WordPerfect 5.1 macro description. or a list of the files in 
a directory. 

1 With the List Files screen displayed. move the cursor to the file you want to 
look at. 

If you want to display the names of the files in a directory, move the cursor to 
that directory in step l (see Directories below). 

2 Select Look (6) or press Enter to display the file in the Look screen. 

If the file is a WordPerfect 5.0 or 5.1 document and contains a document summary, the 
summary is displayed (see Document Summary below). 

3 Use the cursor keys to scroll through the text. 

4 Select Next Document ( I) or Previous Document (2) to display the next or 
previous file from rhe List Files screen in the Look screen. 

5 Press Exit (F7) or the Space Bar to return to the List Files screen. 

Clipboard 
With the Look screen displayed, you can use Block (Alt-F4) with Shell (Ctrl-Fl) 
(if you are running WordPerfect under the WordPerfect Shell) to block a portion 
of the document and ,ave or append it to the Cliphoard. 

1 Move to one end of the block of text you want saved to the Clipboard. 

2 Press Block (Alt-F4 ). then move the cursor to the other end of the text you 
want saved. 

3 Press Shell (Ctrl-Fl), then select Save (I) or Append (2) to save or append 
the blocked text to the Clipboard. 

You can then retrieve the contents of the Clipboard into WordPerfect or any 
other WPCorp product (see Shell Clipboard under Go to Shell in Reference). 

This feature will work only if you are running WordPerfect under the WordPerfect Shell. 

Cursor Movement 
When you first enter the Look screen, the cursor is at the bottom of the screen. 
You can use the arrow keys to move through the document in the Look screen. 
Press Right or Left Arrow (-+if--) to display all of the document if it is wider 
than the screen. Screen Up(-) and Screen Down (+) and Page Up (PgUp) and 
Page Down (PgDn) move the cursor up or down through the document one 
screen at a time . Home.Home.arrow keys will move the cursor to the far edges 
of the document. 



If your document is too wide to be displayed completely on the screen, press 
End to alternate between showing the right and left ends of the document.

You can scroll backward or forward, left or right in a Look screen, but because 
you have not actually retrieved the file, you cannot edit the file. Type s to 
continuously scroll forward through the document. Press any other key to stop 
scrolling.

Directories
You can use Look (6) to display the files in a subdirectory of the current 
directory. Move the cursor to a directory (“<Dir>” appears in the Size column), 
then select Look or press Enter. The name of that directory appears in the 
lower left comer of the screen. Press Enter again or enter another directory 
name to display the names of all the files in that directory (see Filename 
Patterns below for details on entering a pattern at this point).

You can select Look with the Parent directory highlighted, then press Enter to 
move back through the path one directory. The path includes the root directory 
and all other subdirectories listed after the root directory (see Directories in 
Reference).

For example, if the directory currently being displayed in the List Files screen is 
C:\WP51\WORK, selecting Look with Parent highlighted, then pressing Enter 
will display the names of the files and subdirectories of C:\WP51 in the List 
Files screen. The cursor will be placed on the WORK subdirectory. If you 
highlight Parent, select Look, then press Enter again, the names of the files and 
subdirectories of C:\ will be displayed in the List Files screen.

Filename Patterns
When you select Look (6) or press Enter with a directory on the List Files 
screen highlighted, the name of the directory is displayed at the bottom  of 
the screen with a filename pattern that includes all files in the directory (e.g., 
C:\WP51\WORK\*.*).

You can press Enter to display the names of all the files, or type another 
pattern to display the names of all the files that match that pattern. For 
example, entering *.ltr in place of *.* displays only those filenames that 
have a .LTR extension (see Search Patterns under Find in Reference for 
details on filename patterns).

Document Summary
The Look screen changes slightly if you are looking at a WordPerfect 5.0 or 5.1 
document that contains a document summary (see Document Summary in 
Reference). If the document summary only contains the document name (and 
type if you are looking at a 5.1 document), the Look screen looks the same as 
when there is no document summary, except that the header increases to two 
lines to include the long document name, document type, and date of creation.

If you have created a document summary with more than just the name and type, 
the document summary, instead of the text of the document, is displayed in the
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If your document is too wide to be displayed completely on the screen, press 
End to alternate between showing the right and left ends of the document. 

You can scroll backward or forward. left or right in a Look screen, but because 
you have not actually retrieved the file , you cannot edit the file. Type s to 
continuously scroll forward through the document. Press any other key to stop 
scrolling. 

Directories 
You can use Look (6) to display the files in a subdirectory of the current 
directory. Move the cursor to a directory ("<Dir>" appears in the Size column), 
then select Look or press Enter. The name of that directory appears in the 
lower left comer of the screen. Press Enter again or enter another directory 
name to display the names of all the files in that directory (see Filename 
Patterns below for details on entering a pattern at this point). 

You can select Look with the Parent directory highlighted, then press Enter to 
move back through the path one directory. The path includes the root directory 
and all other subdirectories listed after the root directory (see Directories in 
Reference). 

For example, if the directory currently being displayed in the List Files screen is 
C:\WP51\WORK, selecting Look with Parent highlighted, then pressing Enter 
will display the names of the files and subdirectories of C:\ WPS I in the List 
Files screen. The cursor will be placed on the WORK subdirectory. If you 
highlight Parent, select Look, then press Enter again, the names of the files and 
subdirectories of C:\ will be displayed in the List Files screen. 

Filename Patterns 
When you select Look (6) or press Enter with a directory on the List Files 
screen highlighted, the name of the directory is displayed at the bottom of 
the screen with a filename pattern that includes all files in the directory (e.g., 
C:\ WPS I\ WORK\*.* ). 

You can press Enter to display the names of all the files, or type another 
pattern to display the names of all the files that match that pattern. For 
example, entering * .ltr in place of *. * displays only those filenames that 
have a .LTR extension (see Search Patterns under Find in Reference for 
details on filename patterns). 

Document Summary 
The Look screen changes slightly if you are looking at a WordPerfect 5.0 or 5.1 
document that contains a document summary (see Document Summary in 
Reference) . If the document summary only contains the document name (and 
type if you are looking at a 5.1 document), the Look screen looks the same as 
when there is no document summary. except that the header increases to two 
lines to include the long document name, document type. and date of creation. 

If you have created a document summary with more than just the name and type, 
the document summary, instead of the text of the document, is displayed in the 
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Look screen. A new menu appears at the bottom of the screen when the 
document summary is displayed (see Look Menu below for details on the menu 
displayed when there is no document summary or just the long document name 
and type in the summary). These options are explained as follows.

Look at Text
Select this option (3) or press Down Arrow (I) to display the text of the 
document in the Look screen. If you want to return to looking at the 
document summary, select Look at Document Summary (3).

Next
This option (1) does the same thing as Next Document on the regular Look 
screen (see Look Menu below).

Previous
This option (2) does the same thing as Previous Document on the regular 
Look screen (see Look Menu below).

Print Summary
Select this option (4) to send the document summary to the currently selected 
printer.

Save to File
Select this option (5), then enter a filename to save the document summary 
to a file. The entire summary is included in the file, plus the DOS filename 
(including the path) and type of system that created the document (e.g., 
WordPerfect 5.1).

If you enter a filename that already exists, you can choose to Replace (1) the 
existing file or Append (2) the document summary to the existing file.

Header
The Look screen has a header at the top of the screen. It contains information 
about the file currently being displayed (i.e., filename, revision date and time, 
and if it is a WordPerfect 5.0 or 5.1 file).

If you select Look (6) on a file containing a document summary, the header 
changes slightly. A second line is added that includes the long document name 
and type, and the date the file was created.

Locked Documents
If you select Look (6) with a locked file highlighted (see Locked Documents in 
Reference), you will be asked to enter the password of that file. If you cannot 
remember the password, you will not be able to look at the contents or document 
summary of the file.

Look Menu
When you select Look (6) with a file highlighted (and that file has no document 
summary or just the document name and type in the summary), the text of the
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Look screen. A new menu appears at the bottom of the screen when the 
document summary is displayed (see Look Menu below for details on the menu 
displayed when there is no document summary or just the long document name 
and type in the summary). These options are explained as follows. 

Look at Text 
Select this option (3) or press Down Arrow ( .J. ) to display the text of the 
document in the Look screen. If you want to return to looking at the 
document summary. select Look at Document Summary (3). 

Next 
This option ( I) does the same thing as Next Document on the regular Look 
screen (see Look Menu below). 

Previous 
This option (2) does the same thing as Previous Document on the regular 
Look screen (see Look Menu below). 

Print Summary 
Select this option (4) to send the document summary to the currently selected 
printer. 

Save to File 
Select this option (5), then enter a filename to save the document summary 
to a file. The entire summary is included in the file. plus the DOS filename 
(including the path) and type of system that created the document (e.g., 
WordPerfect 5. 1 ). 

If you enter a filename that already exists, you can choose to Replace (I) the 
existing file or Append (2) the document summary to the existing file. 

Header 
The Look screen has a header at the top of the screen. It contains information 
about the file currently being displayed (i .e., filename. revision date and time, 
and if it is a WordPerfect 5.0 or 5.1 file) . 

If you select Look (6) on a file containing a document summary, the header 
changes slightly. A second line is added that includes the long document name 
and type, and the date the file was created. 

Locked Documents 
If you select Look (6) with a locked file highlighted (see Locked Documents in 
Reference), you will be asked to enter the password of that file. If you cannot 
remember the password. you will not be able to look at the contents or document 
summary of the file . 

Look Menu 
When you select Look (6) with a file highlighted (and that file has no document 
summary or just the document name and type in the summary), the text of the 



file appears in the Look screen, and a menu appears below the text. The options 
on this menu are described as follows.

Next Document
This option (1) displays the text or document summary of the next file from 
the List Files screen in the Look screen. You can continue selecting this 
option until the end of the file list is reached.

Previous Document
This option (2) displays the text or document summary of the previous file 
from the List Files screen in the Look screen. You can continue selecting 
this option until you reach the beginning of the files on the file list. As soon 
as you come to a directory, you are returned to the List Files screen.

Search in the Look Screen
You can search forward or backward for characters or words while in the Look 
screen using ♦Search (F2) or ♦Search (Shift-F2). You cannot search while in the 
document summary; you must have the text of the file displayed in the Look 
screen (see Search in Reference).

When you first display the Look screen, the cursor is at the bottom of the screen. 
You will have to use ♦Search, or move the cursor to the top of the screen and 
use ♦Search to search through the text displayed in that screen.

See Also: Directories; List Files
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file appears in the Look screen, and a menu appears below the text. The options 
on this menu are described as follows. 

Next Document 
This option ( 1) displays the text or document summary of the next file from 
the List Files screen in the Look screen. You can continue selecting this 
option until the end of the file list is reached. 

Previous Document 
This option (2) displays the text or document summary of the previous file 
from the List Files screen in the Look screen. You can continue selecting 
this option until you reach the beginning of the files on the file list. As soon 
as you come to a directory, you are returned to the List Files screen. 

Search in the Look Screen 
You can search forward or backward for characters or words while in the Look 
screen using •Search (F2) or •Search (Shift-F2). You cannot search while in the 
document summary; you must have the text of the file displayed in the Look 
screen (see Search in Reference). 

When you first display the Look screen, the cursor is at the bottom of the screen. 
You will have to use •Search, or move the cursor to the top of the screen and 
use •Search to search through the text displayed in that screen. 

See Also: Directories; List Files 
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M Macros

Notes

The Macro feature records keystrokes and plays them back just as they were 
recorded, much like the re-dial feature on a telephone. For example, you may 
perform one of the following tasks several times a day:

• Type a closing to a letter.
• Back up a directory of files.
• Replace several different items in a document.
• Print and save a file.
• Send a “Go” to your printer.
• Print several copies of a document.

Instead of repeating keystrokes manually each time you need to perform the task, 
you can define (create) a macro to do it for you.

While the WordPerfect Macro feature can be as simple as saving a few 
keystrokes from the keyboard, it also includes a flexible programming language 
for more complex uses (see Macros, Macro Editor in Reference). For most 
circumstances, you will only need the fundamental macro features. For example, 
each of the tasks listed above could be included in a macro without using the 
macro programming language.

There are two steps to using the fundamental macro features. First, you need to 
define the macro (create it), and then you can execute the macro (run it). For 
details on these two steps, see Macros, Define and Macros, Execute in Reference.

If your macro needs are more sophisticated, and you have a fundamental 
understanding of logical structures and variables, you may want to explore the 
macro editor and macro programming language (see Macros, Macro Editor in
R e fe r e n c e } .  The langu age in c lu d es such  features as the fo llo w in g :

• External condition handling
• Logical structures (e.g., if/then, case)
• Subroutine calls
• User-defined prompts and menus
• Variable assignment, storage, and retrieval

The macro language is quite flexible and can be used to create very sophisticated 
macros. However, if you are new to the macro feature, we recommend that you 
start with some fundamental macros before jumping into the macro language.

Keyboard Layout
You can also create macros using the Keyboard Layout feature. These macros 
are assigned to specific keys on the keyboard and can be executed by simply 
pressing the assigned key (see Keyboard Layout in Reference for details).

One advantage to using keyboard layout macros is that you can have multiple 
keyboard layout definitions, each with different macros assigned to the same 
keys. For example, you might have one keyboard layout where Alt-m marks
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Notes 

The Macro feature records keystrokes and plays them back just as they were 
recorded, much like the re-dial feature on a telephone. For example, you may 
perform one of the following tasks several times a day: 

• Type a closing to a letter. 
• Back up a directory of files. 
• Replace several different items in a document. 
• Print and save a file. 
• Send a "Go" to your printer. 
• Print several copies of a document. 

Instead of repeating keystrokes manually each time you need to perform the task, 
you can define (create) a macro to do it for you. 

While the WordPerfect Macro feature can be as simple as saving a few 
keystrokes from the keyboard, it also includes a flexible programming language 
for more complex uses (see Macros, Macro Editor in Reference). For most 
circumstances, you will only need the fundamental macro features. For example, 
each of the tasks listed above could be included in a macro without using the 
macro programming language. 

There are two steps to using the fundamental macro features. First, you need to 
define the macro (create it), and then you can execute the macro (run it). For 
details on these two steps, see Macros, Define and Macros, Execute in Reference. 

If your macro needs are more sophisticated, and you have a fundamental 
understanding of logical structures and variables, you may want to explore the 
macro editor and macro programming language (see Macros, Macro Editor in 
Reference). The language includes such features as the following· 

• External condition handling 
• Logical structures (e.g., if/then. case) 
• Subroutine calls 
• User-defined prompts and menus 
• Variable assignment, storage, and retrieval 

The macro language is quite flexible and can be used to create very sophisticated 
macros. However, if you are new to the macro feature, we recommend that you 
start with some fundamental macros before jumping into the macro language. 

Keyboard Layout 
You can also create macros using the Keyboard Layout feature. These macros 
are assigned to specific keys on the keyboard and can be executed by simply 
pressing the assigned key (see Keyboard Layout in Reference for details). 

One advantage to using keyboard layout macros is that you can have multiple 
keyboard layout definitions, each with different macros assigned to the same 
keys. For example, you might have one keyboard layout where Alt-m marks 
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items for an index and another keyboard layout where Alt-m moves paragraphs 
to document 2. Then depending on the task you need, you can change the 
keyboard layout for the appropriate macro.

Another advantage to using keyboard layout macros is that they are stored 
together in one keyboard definition file. If you define multiple macros using the 
Macro feature, each macro is its own file. And multiple macros in individual 
files will take up more disk space than the same macros in one keyboard file.

Macro Support Policy
Although Macro support operators can assist you in troubleshooting existing 
macros, they cannot design and write customized macros for you.

See Also: Lesson 15; Keyboard Layout; Macros, Define; Macros, Execute

Macros, Conversion Program

The Macro Conversion Program helps you convert macros written with 
WordPerfect 4.x (4.0, 4.1, or 4.2) to WordPerfect 5.x (5.0 or 5.1) macros. You 
can also use the Macro Conversion Program to break and chain WordPerfect 5.0 
or 5.1 macros that you define at the normal editing screen that are then too large 
to edit in the Macro Editor (see /m under Startup Options, and Large Macro 
Files below).

W ord P erfec t 5 0  m acros  do n o t requ ire  con v ers io n  th rough  the M a c ro  (Conversion
Program to run with WordPerfect 5.1. However, since the keystrokes to accomplish 
certain tasks may have changed with WordPerfect 5.1, you may need to edit the macro in 
the Macro Editor (see Macros, Macro Editor in Reference).

When converting a 4.x macro, the portions of the 4.x macro containing text, 
cursor keystrokes, and functions that haven’t been changed for WordPerfect 5.x 
are converted directly to the new format. Those that have changed with 5.x are 
converted to comments (see / ;Jcomment- in Appendix K: Macros and Merge, 
Programming Commands). Once you have converted the macro, you can 
retrieve it in the Macro Editor (see Macros, Macro Editor in Reference) and 
make any additional changes.

Important: The Macro Conversion Program file (MACROCNV.EXE) needs to be 
installed properly before using the program. I f you chose not to install the WordPerfect 
utility programs when you installed WordPerfect, or have not subsequently installed them, 
you must do so now to use the Macro Conversion Program (see the Installation 
Instructions card).

To use the Macro Conversion Program to convert a 4.x macro to a 5.x macro,

1 Go to DOS.

2 Change to the directory where MACROCNV.EXE is located.
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items for an index and another keyboard layout where Alt-m moves paragraphs 
to document 2. Then depending on the task you need, you can change the 
keyboard layout for the appropriate macro. 

Another advantage to using keyboard layout macros is that they are stored 
together in one keyboard definition file. If you define multiple macros using the 
Macro feature, each macro is its own file. And multiple macros in individual 
files will take up more disk space than the same macros in one keyboard file. 

Macro Support Policy 
Although Macro support operators can assist you in troubleshooting existing 
macros, they cannot design and write customized macros for you. 
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Program to run with WordPerfect 5. 1. However. since the keystrokes to accomplish 
certain tasks may have changed with WordPerfect 5.1, you may need to edit the macro in 
the Macro Editor (see Macros, Macro Editor in Reference/. 

When converting a 4.x macro, the portions of the 4.x macro containing text, 
cursor keystrokes, and functions that haven't been changed for WordPerfect 5.x 
are converted directly to the new format. Those that have changed with 5.x are 
converted to comments (see {;}comment- in Appendix K: Macros and Merge, 
Programming Commands). Once you have converted the macro, you can 
retrieve it in the Macro Editor (see Macros, Macro Editor in Reference) and 
make any additional changes. 

Important: The Macro Conversion Program file (MACROCNV.EXE) needs to be 
installed properly before using the program. if you chose not to install the WordPerfect 
utility programs when you installed WordPerfect, or have not subsequently installed them, 
you must do so now to use the Macro Conversion Program (see the Installation 
Instructions card). 

To use the Macro Conversion Program to convert a 4.x macro to a 5.x macro, 

1 Go to DOS. 

2 Change to the directory where MACROCNY.EXE is located. 
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The Installation Program copies this file to the directory where WordPerfect (WP.EXE) is 
located (usually C:\WP51) if you are using a hard disk, or to the diskette you labeled 
''Utilities” if you are using a two disk drive system.

3 Enter macrocnv macroname (where macroname is the name of the macro to 
be converted) to start the program and the macro conversion. If you do not 
specify a macro name when you start the program, you are prompted to enter 
one. (Be sure to enter the full pathname of the macro if it is not in the 
current directory. You need not enter the .MAC extension.)

When the conversion is finished, you will see “Done” appear on the screen, 
along with a report on the conversion of the macro. Portions of the macro that 
could not be converted (or which require additional modification to replicate its 
function in 5..v) are described. To make further modifications to the macro, use 
the Macro Editor in WordPerfect (see Macros, Macro Editor in Reference).

The output file generated in the conversion has the same name as the original 
macro file, except with an extension of ,WPM. It is stored in the same directory 
as the original file, which remains intact in the directory.

If a file already exists in the directory with the same name as the new output 
file, you will be asked before the conversion starts whether you want to replace 
the file. You may either replace it or enter a new name for the output file.

Notes 5.0 vs. 5.1
WordPerfect 5.0 macros do not require conversion through the Macro 
Conversion Program to run with WordPerfect 5.1. However, since the 
keystrokes to accomplish certain tasks have changed with WordPerfect 5.1, you 
may need to edit the macro in the Macro Editor (see Macros, Macro Editor in 
Reference) to make it function properly in WordPerfect 5.1.
WordPerfect 4.x macros that you convert with the Macro Conversion Program 
can be run in either WordPerfect 5.0 or 5.1. (You will still have to edit the 
portions of the macro that were not converted in the Macro Editor.)

It is possible to run macros created in WordPerfect 5.1 in WordPerfect 5.0; 
however, commands that are specific to 5.1 and keystroke processes which 
changed from 5.0 to 5.1 will not function correctly.

Large Macro Files
If you defined a macro in WordPerfect 4.x that was very large, it may not fit in 
the Macro Editor in WordPerfect 5.1 The Macro Conversion Program checks 
the size of the macro it is converting, and if it is too large for the Macro Editor, 
it automatically breaks it into smaller files (about 4.5K in size) which are 
chained together. (For an explanation of chained macros, see Chaining Macros 
under Macros. Define in Reference, and Chaining, Nesting, and Substituting 
under Notes in Appendix K: Macros and Merge. Programming Commands.)

The resulting 5.x macro files are named with the same filename as the input file, 
except a number is appended to the end of the filename. For example, if you
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The Installation Program copies this file to the directon· where WordPetfect (WP EXE) is 
located (usually C:\WP51) if you are using a hard disk, or to the diskette you /ahe/ed 
"Utilities" if you are using a 111·0 disk dril'e sys rem. 

3 Enter macrocnv macroname (where macm11a111e is the name of the macro to 
be converted) to start the program and the macro conversion. If you do not 
specify a macro name when you start the program, you are prompted to enter 
one. ( Be sure to enter the full pathname of the macro if it is not in the 
current directory. You need not enter the .MAC extension.) 

When the conversion is finished, you will see "Done" appear on the screen, 
along with a report on the conversion of the macro. Portions of the macro that 
could not be converted (or which require additional modification to replicate its 
function in 5.x) are described. To make further modifications to the macro. use 
the Macro Editor in WordPerfect (see Macros, Macro Editor in Reference), 

The output file generated in the conversion has the same name as the original 
macro file, except with an extension of .WPM. It is stored in the same directory 
as the original file, which remains intact in the directory. 

If a file already exists in the directory with the same name as the new output 
file, you will be asked before the conversion starts whether you want to replace 
the file. You may either replace it or enter a new name for the output file. 

5.0 vs. 5.1 
WordPerfect 5.0 macros do not require conversion through the Macro 
Conversion Program to run with WordPerfect 5.1. However, since the 
keystrokes to accomplish certain tasks have changed with WordPerfect 5.1, you 
may need to edit the macro in the Macro Editor (see Macros, Macro Editor in 
Reference) to make it function properly in WordPerfect 5.1. 

WordPerfect 4.x macros that you convert with the Macro Conversion Program 
can be run in either WordPerfect 5.0 or 5.1. (You will still have to edit the 
portions of the macro that were not converted in the Macro Editor.) 

It is possible to run macros created in WordPerfect 5.1 in WordPerfect 5.0; 
however, commands that are specific to 5. I and keystroke processes which 
changed from 5.0 to 5.1 will not function correctly. 

Large Macro Files 
If you defined a macro in WordPerfect 4.x that was very large, it may not fit in 
the Macro Editor in WordPerfect 5.1 The Macro Conversion Program checks 
the size of the macro it is converting. and if it is too large for the Macro Editor, 
it automatically breaks it into smaller files (about 4.5K in size) which are 
chained together. (For an explanation of chained macros, see Chaining Macros 
under Macros. Define in Reference. and Chaining, Nesting, and Substituting 
under Notes in Appendix K: Macros and Merge, Programming Co111111ands.) 

The resulting 5.x macro files are named with the same filename as the input file, 
except a number is appended to the end of the filename. for example, if you 
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converted a very large WordPerfect 4.2 macro called DOIT.MAC, the resulting 
WordPerfect 5.x macro files would be named DOIT1.WPM, D01T2.WPM, 
DOIT3.WPM, etc. Since the Macro Conversion Program chains the macros 
together, executing DOIT1.WPM in WordPerfect 5.x would automatically 
execute DOIT2.WPM, then DOIT3.WPM, etc.

I f  the Macro Conversion Program must break and chain a macro whose name already 
contains 8 characters, you will receive a warning message, and it will try to alter the 
name so that it can still append the number(s) and maintain unique filenames.

WordPerfect 5.x macros you define at the normal editing screen can also become 
too large to fit in the Macro Editor. You can use the Macro Conversion 
Program with the /m startup option to break and chain them. See An under 
Startup Options below.

Multiple Files
If you want to convert several macro files at once, use wildcard characters (“?” 
to represent a single character, “*” to represent zero or more characters) in the 
name of the macro file to be converted. For example:

search? Would convert all the macros in the directory named 
“SEARCH” followed by a single character.

search* Would convert all the macros in the directory named 
“SEARCH" followed by zero or more characters.

* Would convert all the macros in the directory.

Startup Options
There are several startup options you can use with the Macro Conversion 
Program.

/h
This option displays helpful information about the Macro Conversion 
Program. To use the option, enter macrocnv/h at the DOS prompt.

/m
If you define a macro at the normal editing screen of WordPerfect 5.0 or 5.1, 
it may be so large that it will not fit in the Macro Editor. If you want to edit 
the macro in the Macro Editor, use the Macro Conversion Program with this 
startup option to break the macro into smaller files which are then chained 
together. See Large Macro Files above for more information on breaking 
and chaining large macro files.

Important: You should not use this startup option for 4.x macro files since the 
Macro Conversion Program breaks and chains 4.x macros automatically. This option 
is fo r 5.x macros only.

WARNING: Do not use the /m startup option with the Macro Conversion 
Program to try to break and chain macros that use subroutines (see 
Subroutines in Appendix K: Macros and Merge, Programming Commands) or 
any other control direction commands (such as (IF), (CASE), {WHILE},
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converted a very large WordPerfect 4.2 macro called DOIT.MAC. the resulting 
WordPerfect 5.x macro files would be named DOITl.WPM. DOIT2.WPM. 
DOIT3.WPM. etc. Since the Macro Conversion Program chains the macros 
together, executing DOITI.WPM in WordPerfect 5.x would automatically 
execute DOIT2.WPM, then DOIT3.WPM, etc. 

If the Macro Conversion Pmgram must hreak and chain a macro whose name already 
contains 8 characters. you will receive a warning message, and it will try to airer the 
name so that it can still append the number(s) and mai11tai11 unique filenames. 

WordPerfect 5.x macros you define at the normal editing screen can also become 
too large to fit in the Macro Editor. You can use the Macro Conversion 
Program with the /m startup option to break and chain them. See Im under 
Startup Options below. 

Multiple Files 
If you want to convert several macro files at once, use wildcard characters ("?" 
to represent a single character, "*" to represent zero or more characters) in the 
name of the macro file to be converted. For example: 

search? 

search* 

* 

Would convert all the macros in the directory named 
"SEARCH" followed by a single character. 

Would convert all the macros in the directory named 
"SEARCH" followed by zero or more characters . 

Would convert all the macros in the directory. 

Startup Options 
There are several startup options you can use with the Macro Conversion 
Program. 
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/h 
This option displays helpful information about the Macro Conversion 
Program. To use the option, enter macrocnv/h at the DOS prompt. 

Im 
If you define a macro at the normal editing screen of WordPerfect 5.0 or 5.1, 
it may be so large that it will not fit in the Macro Editor. If you want to edi t 
the macro in the Macro Editor. use the Macro Conversion Program with this 
startup option to break the macro into smaller files which are then chained 
together. See Large Macro Files above for more information on breaking 
and chaining large macro files. 

Important: You should nut use this swrrup option for 4.x macro files since the 
Macro Conversion Program breaks and chains 4.x macros auwmatical/y. This option 
is for 5.x macros only. 

WARNING: Do not use the Im startup option with the Macro Conversion 
Program to try to break and chain macros that use subroutines (see 
Subroutines in Appendix K: Macros and Merge, Programming Commands) or 
any other control direction commands (such as {IF), /CASE]. {WHILE), 



etc.). The Macro Conversion Program breaks and chains macros using a 
sequential order of commands. Macros whose commands are not meant to 
be executed in the same order they occur in the file are likely to be non­
functional after the Macro Conversion Program breaks and chains them.

/o
This option causes existing .WPM files to be overwritten by newly generated 
macro files of the same name without a warning prompt.

/P
When you run the Macro Conversion Program, a report of the conversion of 
the macro is written to the screen. This startup option lets you write the 
report to the printer or to a file instead of to the screen. In addition, the 
report sent to a file or the printer contains a representation of the original 4.x 
macro, with notations of the commands that did not convert or that will need 
modification.

If you want the report written to a file, enter the following at the DOS 
prompt:

macrocnv/p m a c r o n a m e  > f i le n a m e

where macroname is the name of the macro to be converted, and filename is 
the name of the file where you want the report written.

If you want the report written to the printer, enter the following at the DOS 
prompt:

macrocnv/p m a c r o n a m e  >PRN:

where macroname is the name of the macro to be converted. “>PRN:” is the 
standard DOS redirect command to send output to the printer. It defaults to
L P T 1. I f  you  w ant m ore sp ec ific  in form ation  about this com m an d , see  your
DOS manual.

See Also: Lesson 15; Macros; Macros, Define; Macros, Execute; Macros, Macro 
Editor; Appendix K

Macros, Define

The following instructions describe defining (creating) a macro from a normal 
editing screen. You can also define a macro from the macro editing screen (see 
Macros. Macro Editor in Reference). If you are new to defining macros, we 
recommend that you start by following the steps below.

To define a macro,

1 Press Macro Define (Ctrl-FlO) to begin defining the macro.

[B Select Macro from the Tools menu, then select Define.
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etc.). The Macro Conversion Program breaks and chains macros using a 
sequential order of commands. Macros whose commands are not meant to 
be executed in the same order they occur in the file are likely to be non­
functional after the Macro Conversion Program breaks and chains them. 

/o 
This option causes existing .WPM files to be overwritten by newly generated 
macro files of the same name without a warning prompt. 

/p 
When you run the Macro Conversion Program, a report of the conversion of 
the macro is written to the screen. This startup option lets you write the 
report to the printer or to a file instead of to the screen. In addition, the 
report sent to a file or the printer contains a representation of the original 4.x 
macro, with notations of the commands that did not convert or that will need 
modification. 

If you want the report written to a file, enter the following at the DOS 
prompt: 

macrocnv/p macroname >.filename 

where macroname is the name of the macro to be converted, and filename is 
the name of the file where you want the report written. 

If you want the report written to the printer, enter the following at the DOS 
prompt: 

macrocnv/p macroname >PRN: 

where macroname is the name of the macro to be converted. ">PRN:" is the 
standard DOS redirect command to send output to the printer. It defaults to 
LPTI . If you want more specific information about this command, see your 

DOS manual. 

See Also: Lesson 15; Macros; Macros, Define; Macros, Execute; Macros, Macro 
Editor; Appendix K 

The following instructions describe defining (creating) a macro from a normal 
editing screen. You can also define a macro from the macro editing screen (see 
Macros. Macro Editor in Reference). If you are new to defining macros, we 
recommend that you start by following the steps below. 

To define a macro, 

1 Press Macro Define (Ctrl-FI0) to begin defining the macro. 

[El Select Macro from the Tools menu. then select Define. 
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2 Enter the name for the macro (eight characters or fewer).

You can also hold down Alt and type any single letter, or you can just press 
Enter to name a macro (see Naming Macros below).

3 Enter a brief description of the macro (see Macro Descriptions below). 

or

Press Enter to define the macro without a description.

At this point you are returned to the normal editing screen with “Macro Def ’ 
displayed on the status line.

4  Type the keystrokes you want recorded.

5 Press Macro Define (Ctrl-FlO) again to end defining the macro.

CB Select Macro from the Tools menu, then select Define.

The keystrokes are saved in a file in the keyboard/macro directory (unless you 
specified a full path when naming the macro). The default setting for the 
keyboard/macro directory is the current default directory, unless you have 
changed the pathname using the Location of Files option on the Setup menu 
(Shift-Fl ,6,2). See Location o f Files in Reference.

A macro file is automatically given a .WPM extension by WordPerfect.

If you try to name a macro with a name that you have already used, WordPerfect 
gives you the opportunity to replace or edit the original macro. If you select 
Replace (1) and type y for Yes, the original macro definition is deleted, and you
can enter a d escrip tion  for the new  m acro (or ju st press E n te r ), then begin 
entering keystrokes for the new definition. If you select Edit (2), you are placed 
in the macro editing window. If you select Description (3), you can edit the 
macro description before entering the macro editing window (see Editing Macros 
below).

When you create macros that select fonts, printers, paper sizes, etc., use Name Search, 
not arrow keys, to select the desired item. I f  you use arrow keys to select an item and 
later add an item to or delete an item from the list (thus changing the position o f the 
desired item in the list), your macro may not select the correct item.

Notes Chaining Macros
Chaining macros means that when one macro ends, the next macro starts. You 
can chain macros both with and without using the macro language. The 
following example describes how to chain macro B to macro A without using the 
macro editor.

1 Press Macro Define (Ctrl-FlO) to begin defining macro A.

L B  Select M acro from  the Tools menu, then select Define.

2 Enter a for the macro name, then enter a macro description (or just press 
Enter).
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2 Enter the name for the macro (eight characters or fewer). 

You can also hold down Alt and type any single letter. or you can just press 
Enter to name a macro (see Naming Macros below). 

3 Enter a brief description of the macro (see Macro Descriptions below). 

or 

Press Enter to define the macro without a description. 

At this point you are returned to the normal editing screen with "Macro Def' 
displayed on the status line. 

4 Type the keystrokes you want recorded. 

5 Press Macro Define (Ctrl-FlO) again to end defining the macro. 

[B Select Macro from the Tools me1111. then select De.fine. 

The keystrokes are saved in a file in the keyboard/macro directory (unless you 
specified a full path when naming the macro). The default setting for the 
keyboard/macro directory is the current default directory, unless you have 
changed the pathname using the Location of Files option on the Setup menu 
(Shift-Fl ,6,2) . See Lorntion of Files in Reference. 

A macro file is automatically given a .WPM extension by WordPerfect. 

If you try to name a macro with a name that you have already used, WordPerfect 
gives you the opportunity to replace or edit the original macro. If you select 
Replace (I) and type y for Yes, the original macro definition is deleted, and you 
can enter a description for the new mucro (or ju:,t pre:,:, Enter ), then begin 
entering keystrokes for the new definition. If you select Edit (2), you are placed 
in the macro editing window. If you select Description (3), you can edit the 
macro description before entering the macro editing window (see Editing Macros 
below) . 

When vvu create macros that select fonts, printers, paper sizes, etc .. use Name Search, 
1101 arrow ke_n. to selecr the desired irem. If _vo11 11se arrow keys to select w1 item and 
larer add w1 irem ro or de/ere an irem from the /isl (th11s changing the position of the 
desired item in the list). ro11r macro may not select the correct item. 

Chaining Macros 
Chaining macros means that when one macro ends, the next macro starts. You 
can chain macros both with and without using the macro language. The 
following example describes how to chain macro 8 to macro A without using the 
macro editor. 

1 Press Macro Define (Ctrl-FI 0) to begin defining macro A. 

[BJ Selecr Macro from the Tools men11, rhen select Define. 

2 Enter a for the macro name. then enter a macro description (or just press 
Enter). 



3 Type the keystrokes for macro A.

4 Press Macro (Alt-FlO) to begin chaining macro B to macro A.

CB Select Macro from the Tools menu, then select Execute.

5 Enter b for the macro name.

6 Press Macro Define (Ctrl-FlO) to end defining macro A.

CB Select Macro from the Tools menu, then select Define.

7 If you have not already done so, define macro B.

Pressing Macro (Alt-FlO) while defining macro A (or any macro), records the 
keystrokes for starting the macro, but does not start macro B. Only when you 
actually run macro A does WordPerfect start macro B.

When you start macro A, WordPerfect runs through all the keystrokes in macro 
A before starting macro B.

You can expand a simple chain to include several macros by continuing to start 
one macro while recording another. This takes some careful planning to make 
sure the macros are chained in the correct order. Start macro B while recording 
macro A, start macro C while recording macro B, etc.

If you want to chain an Alt-letter macro (see Naming Macros below), you must 
first press Macro (Alt-FlO), then the Mt-letter macro keystroke.

You can also nest macros (execute a macro anywhere within another macro).
See Nesting Macros below.

Converting Macros
Portions o f  W ordP erfect 4 .2  m acros con ta in in g  text, cursor keystrokes, and
functions that haven’t changed in WordPerfect 5.1 can be converted to 
WordPerfect 5.1 with the MACROCNV.EXE program (see Macros, Conversion 
Program in Reference). Macros created in version 5.0 will work in version 5.1 
if the keystrokes required to accomplish the task are the same in both versions. 
Macros created in version 5.1 will only work in version 5.0 if no new 5.1 
features have been included in the macro, and if the keystrokes required to 
accomplish the task are the same in both versions.

If you create a 5.1 macro using features that are not available in 5.0, these 
features will be represented by a box character ( | )  in the 5.0 Macro Editor 
window.

Editing Macros
WordPerfect provides a Macro Editor that can be used to edit WordPerfect 
macros, whether the macros are simple or complex. However, with some 
fundamental macros it may be easier to re-create the macro rather than go 
through the steps of editing it.
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3 Type the keystrokes for macro A. 

4 Press Macro (Alt-Fl0) to begin chaining macro B to macro A. 

CB Select Macro from the Tools menu, !hen seleu Exern1e. 

5 Enter b for the macro name. 

6 Press Macro Define (Ctrl-FI0) to end defining macro A. 

[8 Select Macro from the Tools menu, then select Define. 

7 If you have not already done so, define macro B. 

Pressing Macro (Alt-FI0) while defining macro A (or any macro), records the 
keystrokes for starting the macro, but does not start macro B. Only when you 
actually run macro A does WordPerfect start macro B. 

When you start macro A, WordPerfect runs through all the keystrokes in macro 
A before starting macro B. 

You can expand a simple chain to include several macros by continuing to start 
one macro while recording another. This takes some careful planning to make 
sure the macros are chained in the correct order. Start macro B while recording 
macro A, start macro C while recording macro B. etc. 

If you want to chain an Alt-letter macro (see Naming Macros below), you must 
first press Macro (Alt-F 10), then the Alt-letter macro keystroke. 

You can also nest macros (execute a macro anywhere within another macro). 
See Nesting Macros below. 

Converting Macros 
Portions of WordPerfect 4.2 m,acro~ containing text. cursor keystrokes. and 
functions that haven't changed in WordPerfect 5.1 can be converted to 
WordPerfect 5.1 with the MACROCNV.EXE program (see Macros, Conversion 
Program in Reference). Macros created in version 5.0 will work in version 5.1 
if the keystrokes required to accomplish the task are the same in both versions. 
Macros created in version 5.1 will only work in version 5.0 if no new 5.1 
features have been included in the macro, and if the keystrokes required to 
accomplish the task are the same in both versions. 

If you create a 5.1 macro using features that are not available in 5.0, these 
features will be represented by a box character ( I ) in the 5.0 Macro Editor 
window. 

Editing Macros 
WordPerfect provides a Macro Editor that can be used to edit WordPerfect 
macros, whether the macros are simple or complex. However, with some 
fundamental macros it may be easier to re-create the macro rather than go 
through the steps of editing it. 
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If you want to edit a macro, press Macro Define (Ctr]-F10), enter the macro 
name (you don’t need to type the .WPM extension), then select Edit (2). You 
are placed in the macro editing window. You can now edit the macro by 
deleting codes as desired and pressing function keys to enter function codes.
You can also enter programming commands with the Macro Commands key 
(Ctrl-PgUp). See Macros, Macro Editor in Reference and Appendix K: Macros 
and Merge, Programming Commands for details.

You can edit a macro description by pressing Macro Define (Ctrl-FlO), entering 
the macro name, then selecting Description (3). Edit the description, then press 
Enter and you are placed in the macro editing window. To exit the macro 
editing window, press Exit (F7).

If you want to go directly to the macro editing window to create a macro, press 
Home,Define Macro (Ctrl-FlO), enter a new macro name, then enter a 
description (or just press Enter).

Ending a Macro Definition
You can press Macro Define (Ctrl-FlO) to stop defining a macro—even at a 
message or in a menu. Please note that starting a merge while defining a macro 
also ends a macro definition.

Macro Commands
The Macro Commands key (Ctrl-PgUp) displays a different menu depending 
upon the state of WordPerfect when you press it. If you press it while in the 
Macro Editor, it displays a list of the macro language commands (see Appendix 
K: Macros and Merge, Programming Commands for details). If you press it 
wnile at a document screen, it allows you to enter a variable for macro 
programming. If you press it while Block is on, it assigns the contents of the 
block to a variable you specify. And if you press it while defining a macro, the 
following four options become available.

Pause
You can insert a pause that will let you enter text from the keyboard while 
the macro is running. Select Pause (1). At this point, you can type any 
keystrokes (except Enter), and these keystrokes will not be included in the 
macro. Then press Enter to insert the pause. Once you have inserted the 
pause, you can continue defining the rest of the macro.

When the macro is running, WordPerfect pauses for an entry from the 
keyboard. You can then type any text and press Enter to continue running 
the macro.

Display
A macro usually executes a task without displaying the various prompts and 
screens that are included in the task. If you want to see the screen change as 
the macro executes, you must turn on the display while defining the macro.

To do so, press Macro Commands (Ctrl-PgUp), select Display (2), then 
type y (or type n to turn off the display).
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If you want to edit a macro, press Macro Define (Ctrl-F 10), enter the macro 
name (you don't need to type the .WPM extension), then select Edit (2). You 
are placed in the macro editing window. You can now edit the macro by 
deleting codes as desired and pressing function keys to enter function codes. 
You can also enter programming commands with the Macro Commands key 
(Ctrl-PgUp). See Macros, Macro Editor in Reference and Appendix K: Macros 
and Merge, Programming Commands for details. 

You can edit a macro description by pressing Macro Define (Ctrl-F I 0), entering 
the macro name, then selecting Description (3). Edit the description, then press 
Enter and you are placed in the macro editing window. To exit the macro 
editing window, press Exit (F7). 

If you want to go directly to the macro editing window to create a macro, press 
Home.Define Macro (Ctrl-F I 0). enter a new macro name, then enter a 
description (or just press Enter). 

Ending a Macro Definition 
You can press Macro Define (Ctrl-FIO) to stop defining a macro---even at a 
message or in a menu. Please note that starting a merge while defining a macro 
also ends a macro definition. 

Macro Commands 
The Macro Commands key (Ctrl-PgUp) displays a different menu depending 
upon the state of WordPerfect when you press it. If you press it while in the 
Macro Editor, it displays a list of the macro language commands (see Appendix 
K: Macros and Merge, Programming Commands for details). If you press it 
while ac a document screen, it allows you to enter a variable for macro 
programming. If you press it while Block is on, it assigns the contents of the 
block to a variable you specify. And if you press it while defining a macro, the 
following four options become available. 

Pause 
You can insert a pause that will let you enter text from the keyboard while 
the macro is running. Select Pause ( l ), At this point, you can type any 
keystrokes (except Enter), and these keystrokes will not be included in the 
macro. Then press Enter to insert the pause. Once you have inserted the 
pause, you can continue defining the rest of the macro. 

When the macro is running, WordPerfect pauses for an entry from the 
keyboard. You can then type any text and press Enter to continue running 
the macro. 

Display 
A macro usually executes a task without displaying the various prompts and 
screens that are included in the task. If you want to see the screen change as 
the macro executes, you must turn on the display while defining the macro. 

To do so, press Macro Commands (Ctrl-PgUp), select Display (2), then 
type y (or type n to tum off the display). 



Assign
The macro language lets you assign values to variables. The Macro 
Commands key lets you assign variables without being in the Macro Editor. 
Select Assign (3), enter the variable name or number, then enter the value 
you are assigning to the variable.

If you highlight a block of text before selecting Assign, you are asked for the 
variable name. When you enter the variable name, the contents of the block 
are assigned to the variable (most codes included in the block will not be 
included in the variable).

For details on variables, see Appendix L: Macros and Merge, Variables. 
Comment
The macro language lets you insert comments to document your macro.
These comments can be seen in the macro editing window but do not disturb 
macro execution. You can insert a comment while defining a macro using 
the Macro Commands key. Select Comment (4), type the text of the 
comment, then press Enter. The comment is inserted into the macro but can 
only be seen in the macro editing window. For details on macro comments, 
see Appendix K: Macros and Merge, Programming Commands.

Macro Descriptions
A macro description can be used to describe the contents of a macro. It is 
displayed at the top of the macro editing screen (see Macros, Macro Editor in 
Reference). It is also displayed if you select Look in List (F5,Enter,6) to view 
the contents of a macro (see List Files in Reference). The description can be up 
to 39 characters long.

You do not have to enter a description for a macro.

Mouse
You can use the mouse to access pull-down menus while defining a macro. 
However, you cannot use the mouse to move the cursor while defining a macro. 
Use the cursor keys instead.

Naming Macros
Before you define a macro, you are asked to enter a name. There are three ways 
to name a macro:

• Enter one to eight characters.
• Hold down Alt and type a letter from A to Z.
• Press Enter.

WordPerfect adds a .WPM extension to all macro names.

The advantage to using an Alt-letter macro name is that to execute the macro, 
you simply press the Alt-letter keystroke without pressing the Macro key.

If you named a macro with the Enter key, WordPerfect names the macro 
WP(WP).WPM. However, you do not have to enter this name when you 
execute the macro. Just press Macro (Alt-FlO), then Enter.
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Assign 
The macro language lets you assign values to variables. The Macro 
Commands key lets you assign variables wi1hout being in the Macro Editor. 
Select Assign (3), enter the variable name or number. then enter the value 
you are assigning to the variable. 

If you highlight a block of text before selecting Assign, you are asked for the 
variable name. When you enter the variable name, the contents of the block 
are assigned to the variable (most codes included in the block will not be 
included in the variable) . 

For details on variables, see Appendix L: Macros and Merge, Variables. 

Comment 
The macro language lets you insen comments to document your macro. 
These comments can be seen in the macro editing window but do not disturb 
macro execution. You can insen a comment while defining a macro using 
the Macro Commands key. Select Comment (4), type the text of the 
comment, then press Enter. The comment is inserted into the macro but can 
only be seen in the macro editing window. For details on macro comments, 
see Appendix K: Macros and Merge, Programming Commands. 

Macro Descriptions 
A macro description can be used to describe the contents of a macro. It is 
displayed at the top of the macro editing screen (see Macros, Macro Editor in 
Reference). It is also displayed if you select Look in List (F5,Enter,6) to view 
the contents of a macro (see List Files in Reference). The description can be up 
to 39 characters long. 

You do not have to enter a description for a macro. 

Mouse 
You can use the mouse to access pull-down menus while defining a macro. 
However, you cannot use the mouse to move the cursor while defining a macro. 
Use the cursor keys instead. 

Naming Macros 
Before you define a macro, you are asked to enter a name. There are three ways 
to name a macro: 

• Enter one to eight characters. 
• Hold down Alt and type a letter from A to Z. 
• Press Enter. 

WordPerfect adds a .WPM extension to all macro names. 

The advantage to using an Alt-letter macro name is that to execute the macro, 
you simply press the Alt-letter keystroke without pressing the Macro key. 

If you named a macro with the Enter key, WordPerfect names the macro 
WP{WP).WPM. However, you do not have to enter this name when you 
execute the macro. Just press Macro (Alt-FIO), then Enter. 
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If you want to edit a macro named with the Enter key, press Macro Define 
(Ctrl-FlO), then enter wp{wp}. If you just press Enter after pressing Ctrl-FlO, 
the existing Enter macro will be replaced without confirmation.

Macros are saved as files in the keyboard/macro directory and can be copied like 
other files (see List Files in Reference). If no directory is specified using the 
Location of Files feature, then the macro is saved in the default directory. When 
you execute a macro (see Macros, Execute in Reference), WordPerfect looks for 
the macro in the keyboard/macro directory first (or default directory) and then 
the system directory (where WP.EXE is located) next.

You can define macros using full pathnames (e.g., B:\MEMO,
C:\JULIE\MEMO). This is useful if you want to store macros in directories 
other than the keyboard/macro directory. Remember, if you give a macro a full 
pathname when you create it, you will most likely have to use that full pathname 
when you execute the macro.

Nesting Macros
You can use Alt-letter macros to nest one macro inside another macro. You do 
this by pressing Alt, then the letter of the macro while you are defining another 
macro. Unlike chained macros, WordPerfect does not wait until it completes the 
first macro before executing the nested macro. Rather, it executes the nested 
macro at the point it is inserted, and then returns to the original macro after 
executing the nested macro.

See Also: Lesson 15; Macros; Macros, Execute; Macros, Macro Editor

M a cro s , Execute

The instructions for executing (running) a macro depend on the way you named 
the macro when you defined it. If you named a macro using the Alt key (see 
Macros, Define in Reference), you can execute it by holding down Alt and 
typing the letter you used to name the macro. You do not have to press the 
Macro key.

If you named the macro any other way,

1 Press Macro (Alt-FlO).

CB S e le c t  M a c r o  f r o m  th e  T o o ls  m en u , th en  s e le c t  E x ecu te .

2 Enter the macro name, or press Enter (if you named the macro with the 
Enter key).

When you enter the macro name, you do not have to include the ,WPM 
extension that WordPerfect automatically adds to macro names.
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If you want to edit a macro named with the Enter key, press Macro Define 
(Ctrl-FI0), then enter wp{wp}. If you just press Enter after pressing Ctrl-FIO, 
the existing Enter macro will be replaced without confinnation. 

Macros are saved as files in the keyboard/macro directory and can be copied like 
other files (see List Files in Reference). If no directory is specified using the 
Location of Files feature. then the macro is saved in the default directory. When 
you execute a macro (see Macros, Execute in Reference ), WordPerfect looks for 
the macro in the keyboard/macro directory first (or default directory) and then 
the system directory (where WP.EXE is located) next. 

You can define macros using full pathnames (e.g., B:\MEMO, 
C:VULIE\MEMO). This is useful if you want to store macros in directories 
other than the keyboard/macro directory. Remember, if you give a macro a full 
pathname when you create it, you will most likely have to use that full pathname 
when you execute the macro. 

Nesting Macros 
You can use Alt-letter macros to nest one macro inside another macro. You do 
this by pressing Alt. then the letter of the macro while you are defining another 
macro. Unlike chained macros, WordPerfect does not wait until it completes the 
first macro before executing the nested macro. Rather, it executes the nested 
macro at the point it is inserted. and then returns to the original macro after 
executing the nested macro. 

See Also: Lesson 15; Macros; Macros, Execute; Macros, Macro Editor 

The instructions for executing (running) a macro depend on the way you named 
the macro when you defined it. If you named a macro using the Alt key (see 
Macros, Define in Reference), you can execute it by holding down Alt and 
typing the letter you used to name the macro. You do not have to press the 
Macro key. 

If you named the macro any other way, 

1 Press Macro (Alt-Fl0). 

[B Select Macro from the Tools menu, then select Execute. 

2 Enter the macro name, or press Enter (if you named the macro with the 
Enter key ). 

When you enter the macro name, you do not have to include the .WPM 
extension that WordPerfect automatically adds to macro names. 



Notes /m Startup Option
You can have a macro execute automatically each time you start WordPerfect 
using the /m startup option (see Appendix N: Startup Options).

Pathnames
You can execute macros using full pathnames (e.g., B:\MEMO, 
C:\JULIE\MEMO). This is useful if you want to execute macros from 
directories other than the keyboard/macro directory (see Location o f Files in 
Reference for details on the keyboard/macro directory). When you edit or 
execute a macro, WordPerfect will look in the default directory in addition to the 
directory listed in Location of Files.

Repeating a Macro
You can use the Repeat feature to repeat a macro a specific number of times.

1 Press Repeat (Esc), and type the number of times you want the macro 
repeated.

2 Press Macro (Alt-FlO). 

or

If you named the macro with the Alt key, press the Mi-letter combination 
you gave it, then skip step 3 below.

3 Enter the macro name.

The macro executes the specified number of times.

Stopping a Macro
You can press Cancel (F I) to stop a macro while it is running. If you include a 
search in a macro, the macro stops when it can no longer find the searched-for 
item. A macro also stops if an error is detected.

You can change these three conditions using advanced macro commands. For 
details, see Appendix K: Macros and Merge. Programming Commands.

See Also: Lesson 15; Macros; Macros, Define; Macros, Macro Editor

M a cro s , In te rn a tio n a l In te rfa c e

Some menus have options that are chosen by mnemonic letter only and not by 
number. This can create problems for macros written in one language and 
running in another because the mnemonics will not always coincide. For 
example, the mnemonic for Number of Copies on the Print menu (F7) is N in 
English and Italian (Numero di Copie), but A (Aantal Exemplaren) in Dutch. To 
help  you avoid  this d ifficulty , W ordPerfect p rov ides an optional in ternational 
interface for mnemonics used in macros.
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Notes /m Startup Option 
You can have a macro execute automatically each time you start WordPerfect 
using the Im startup option (see Appendix N: Srartup Oprions). 

Pathnames 
You can execute macros using full pathnames (e.g., B:\MEMO, 
C:\JULIE\MEMO). This is useful if you want to execute macros from 
directories other than the keyboard/macro directory ( see Location of Files in 
Reference for details on the keyboard/macro directory). When you edit or 
execute a macro. WordPerfect will look in the default directory in addition to the 
directory listed in Location of Files. 

Repeating a Macro 
You can use the Repeat feature to repeat a macro a specific number of times. 

1 Press Repeat ( Esc ), and type the number of times you want the macro 
repeated. 

2 Press Macro (Alt-FlO). 

or 

If you named the macro with the Alt key, press the Alt-letter combination 
you gave it, then skip step 3 below. 

3 Enter the macro name. 

The macro executes the specified number of times. 

Stopping a Macro 
You can press Cancel (Fl) to stop a macro while it is running. If you include a 
search in a macro. the macro stops when it can no longer find rhe searched-for 
item. A macro also stops if an error is detected. 

You can change these three conditions using advanced macro commands. For 
details, see Appendix K: Mllcros and Merge, Pro,?ramming Commands. 

See Also: Lesson 15; Macros; Macros, Define; Macros. Macro Editor 

Macros, International Interface 

Some menus have options that are chosen by mnemonic letter only and not by 
number. This can create problems for macros written in one language and 
running in another because the mnemonics will not always coincide. For 
example. the mnemonic for Number of Copies on the Print menu (F7) is N in 
English and Italian (Numero di Copie), but A (Aantal Exemplaren) in Dutch. To 
help you avoid this difficulty, WordPerfect provides an optional international 
interface for mnemonics used in macros. 
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As a general rule, treat mnemonic options in international macros as though they 
were numbered in sequence with the numbered options. For example, the 
English WordPerfect Print menu contains seven numbered options followed by 
six mnemonic-only options. Select 8 for the first mnemonic-only option (Select 
Printer) and 9 for the next (Binding offset). Instead of using two-digit numbers 
for the international macro interface, use the following characters which have 
been chosen to represent the numbers 10 through 15.

/ = 10, \ =  11, : = 12, * = 13, ? = 14, + = 15

For any YES/NO menu option, you can use a plus (+) for yes and a minus (-) 
for no.

Name Search is on several menus in different positions. It is the tenth menu 
item on the List Files menu, but sixth on the Format Paper Size/Type menu 
(Shift-F8, 2, 7). To maintain consistency in macros, Name Search is always 
represented by the equal sign (=).

When you specify sort keys in an international macro, Alphanumeric (a) is 1 and 
Numeric (n) is 2.

In the Tab Set feature, there are only mnemonic choices for Type, Left, Center, 
Right, and Decimal. These can be accessed by pressing / for Type, Tab for 
Left, Shift-F6 for Center, Alt-F6 for Right, and Ctrl-F6 for Decimal.

When entering numbers with a unit of measurement (e.g., 2"), you can use these 
character equivalents to represent the units wanted.

Unit Character Equivalent
i \
c :
p  *

w ?
u +

So, for example, you would enter 2" as 2\.

M acro s , M acro  Editor

The Macros feature lets you create and edit macros using a programming 
language. Macro programming is done in the Macro Editor.

The Macro Editor is a special editing window that shows you the individual 
commands (keystrokes) of your macro. You can insert macro programming 
commands, keystroke commands, editing keys, and text into your macro. Each 
command is displayed in braces ({}). Characters and numbers appear without 
braces.

Below you are shown how to define a new macro (see Defining a Macro) and 
how to edit an existing macro (see Editing an Existing Macro).
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As a general rule, treat mnemonic options in international macros as though they 
were numbered in sequence with the numbered options. For example, the 
English WordPerfect Print menu contains seven numbered options followed by 
six mnemonic-only options. Select 8 for the first mnemonic-only option (Select 
Printer) and 9 for the next (Binding offset). Instead of using two-digit numbers 
for the international macro interface. use the following characters which have 
been chosen to represent the numbers IO through 15. 

I = I 0. \ = 11, : = 12, * = 13, ? = I 4, + = 15 

For any YES/NO menu option, you can use a plus(+) for yes and a minus(-) 
for no. 

Name Search is on several menus in different positions. It is the tenth menu 
item on the List Files menu, but sixth on the Format Paper Sizeffype menu 
(Shift-F8, 2, 7). To maintain consistency in macros, Name Search is always 
represented by the equal sign (=). 

When you specify sort keys in an international macro, Alphanumeric (a) is I and 
Numeric (n) is 2. 

In the Tab Set feature. there are only mnemonic choices for Type, Left, Center, 
Right, and Decimal. These can be accessed by pressing I for Type. Tab for 
Left. Shift-F6 for Center, Alt-F6 for Right, and Ctrl-F6 for Decimal. 

When entering numbers with a unit of measurement (e.g., 2"), you can use these 
character equivalents to represent the units wanted. 

Unit Character Equivalent 

\ 
C 

p * 
w ? 
u + 

So, for example, you would enter 2" as 2\. 
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The Macros feature lets you create and edit macros using a programming 
language. Macro programming is done in the Macro Editor. 

The Macro Editor is a special editing window that shows you the individual 
commands (keystrokes) of your macro. You can insert macro programming 
commands. keystroke commands. editing keys, and text into your macro. Each 
command is displayed in braces ( { } ). Characters and numbers appear without 
braces. 

Below you are shown how to define a new macro (see De.fining a Macro) and 
how to edit an existing macro (see Editing an Existing Macro). 



Defining a Macro
There are two ways to define a new macro. You can define the macro from the 
keyboard (see Macros, Define in Reference) or you can define it in the Macro 
Editor.

To use the Macro Editor when defining a new macro,

1 Press Home, then press Macro Define (Ctrl-FlO) to begin defining the 
macro.

2 Enter the name of your macro. (You can enter a pathname if you want the 
macro in a directory other than the default.)

3 Enter a macro description (up to 39 characters). 

or

Press Enter if you do not want a description.

You are now in the Macro Editor. The Macro Editor screen displays the name 
of the macro, its description (your explanation of its function), and the 
keystrokes and commands that you insert.

A  MACRO NAME 
A MACRO DESCRIPTION 
A EDITING WINDOW

Macro: Action
File
Description 

{DISPLAY OFF}

Ctrl-V to Insert next key as command;
Ctrl-PgUp for macro commands; Press Exit when done

YOURMAC.WPM <  

This is a net

4 Create the macro (see Inserting Text, Inserting Macro Programming 
Commands, and Inserting Editing Keys and Keystroke Commands below).

5 Press Exit (F7) to end macro definition and save the macro.

You c a n n o t  u se  th e p u ll-d o w n  m en u  f o r  r a p id  e n try  in to  a  m a c r o  ( i.e ., H o m e ,C tr l-F lO ).

If you do not want to save your macro, press Cancel (FI) instead of Exit. 
WordPerfect asks if you want to cancel changes. If you choose No (the default), 
you remain in the Macro Editor. If you choose Yes, your changes are not saved 
and you are taken back to the normal editing screen.

W h en  y o u  c a n c e l  a  n e w  m a cro , a n y  e d i t in g  th a t y o u  m a y  h a v e  d o n e  is  d is r e g a r d e d .  
H o w ev er , a  m a c r o  w ith  th e  n a m e  y o u  g a v e  i t  w i l l  ex is t, c o n ta in in g  n o th in g  b u t a  
(D IS P L A Y  O F F ) co m m a n d .
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A MACRO NAME 

&. MACRO DESCRIPTION 

A EDITING WINDOW 

Defining a Macro 
There are two ways to define a new macro. You can define the macro from the 

keyboard (see Macros, Define in Reference) or you can define it in the Macro 

Editor. 

To use the Macro Editor when Jdining a new macro, 

1 Press Home. then press Macro Define (Ctrl-FIO) to begin defining the 
macro. 

2 Enter the name of your macro. (You can enter a pathname if you want the 
macro in a directory other than the default.) 

3 Enter a macro description (up to 39 characters). 

or 

Press Enter if you do not want a description. 

You are now in the Macro Editor. The Macro Editor screen displays the name 
of the macro, its description (your explanation of its function), and the 
keystrokes and commands that you insert. 

Jllacro: Act:icin 

YOUAKAC:.1.111~ .Q 
Deacript Ion ThJ • I• a nett .. cro ~ 

(CHi•L•Y or,1 

Ct:rl-V t:o Ins@rt next key l!l"t r.ommend; 
Ct:rl-FgUp for •11cro co"'"'ll"dB; Pre:19 !:sit when don■ 

4 Create the macro (see Inserting Text, Inserting Macro Programming 
Commands, and Inserting Editing Keys and Keystroke Commands below). 

5 Press Exit (F7) to end macro definition and save the macro. 

You cannot use the pull-down menu for rapid entry into a macro (i.e., Home.Ctrl-FJ0). 

If you do not want to save your macro, press Cancel (Fl) instead of Exit. 
WordPerfect asks if you want to cancel changes. If you choose No (the default), 
you remain in the Macro Editor. If you choose Yes, your changes are not saved 
and you are taken back to the normal editing screen. 

When you cancel a new macro, any editing that you may have done is disregarded. 
However, a macro with the name you gave it will exist, containing nothing bur a 
/DISPLAY OFF} command. 
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The {DISPLAY OFF} command is inserted at the beginning of all macros. (For 
information on the {DISPLAY OFF} command, see Appendix K: Macros and 
Merge, Programming Commands.)

Ffowever, if a macro that you define from the normal editing screen ends at a 
menu (e.g.. Print) or contains a {Pause}, the {DISPLAY OFF} command is 
deleted to let you see the menu.

If you define a macro from the normal editing screen, some commands that you 
insert from the menu bar are treated specially. If the command displays a menu 
(e.g., Font), the Macro Editor inserts a {MENU OFF) before the command and a 
{MENU ON) after the command (e.g., {MENU OFF} {Font}{MENU ON}F). 
Turning the menu off prevents any menus from flashing on the screen when you 
run the macro. See the descriptions for the {MENU OFF} and (MENU ON) 
commands in Appendix K: Macros and Merge, Programming Commands.

Editing an Existing Macro
There are two ways to enter the Macro Editor when editing an existing macro.

To go directly into an existing macro,

1 Press Home, then press Macro Define (Ctrl-FlO).

WordPerfect prompts you for a macro name and a macro description, then places 
you in the Macro Editor.

If you have already entered a description, the existing description appears at the 
Description: prompt, where you can edit it or delete it, or you can accept it as it 
is by pressing Enter.
To edit an existing macro without using the rapid entry,

1 Press Macro Define (Ctrl-FlO).

EH Select Macro from the Tools menu, then select Define.

2 Enter the name of your macro.

You are given the option of replacing the old macro:

YOURMAC.WPM Already Exists: 1 Replace; 2 Edit; 3 Description: 0

If you choose Replace (1), you are asked to confirm that you really want to 
replace your macro.

Replace YOURMAC.WPM? No (Yes)

If you choose No (default), you are returned to the normal editing screen. If 
you choose Yes, your old macro is deleted, you are prompted to enter a 
description, then you are placed in the normal editing screen where you can 
begin defining the new macro.

If you choose Edit (2), WordPerfect brings up your macro and puts it in the 
Macro Editor where you can edit it.
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The { DISPLAY OFF} command is inserted at the beginning of all macros. (For 
information on the {DISPLAY OFF} command, see Appendix K: Macros and 
Merf.!,e, Programminf? Cnmmand~.) 

However. if a macro that you define from the normal editing screen ends at a 
menu (e.g .. Print) or contains a {Pause}, the {DISPLAY OFF] command is 
deleted to let you see the menu. 

If you define a macro from the normal editing screen, some commands that you 
insert from the menu bar are treated specially. If the command displays a menu 
(e.g., Font), the Macro Editor inserts a ! MENU OFF} before the command and a 
{MENU ON} after the command (e.g., !MENU OFF)!Font)!MENU ON}F). 
Turning the menu off prevents any menus from flashing on the screen when you 
run the macro. See the descriptions for the { MENU OFF} and { MENU ON} 
commands in Appendix K: Macros and Merge. Programming Commands. 

Editing an Existing Macro 
There are two ways to enter the Macro Editor when editing an existing macro. 

To go directly into an existing macro, 

1 Press Home. then press Macro Define (Ctrl-Fl0). 

WordPerfect prompts you for a macro name and a macro description, then places 
you in the Macro Editor. 

If you have already entered a description. the existing description appears at the 
Description: prompt. where you can edit it or delete it. or you can accept it as it 
is by pressing Enter. 

To edit an existing macro without using the rapid entry, 

1 Press Macro Define (Ctrl-FIO). 

CB Select Macro from the Tools menu. then select Define. 

2 Enter the name of your macro. 

You are given the option of replacing the old macro: 

YOURMAC.WPM Already Exists: I Replace; 2 Edit: 3 Description: 0 

If you choose Replace ( 1 ), you are asked to confirm that you really want to 
replace your macro. 

Replace YOURMAC.WPM? No (Yes) 

If you choose No (default), you are returned to the normal editing screen. If 
you choose Yes, your old macro is deleted, you are prompted to enter a 
description, then you are placed in the normal editing screen where you can 
begin defining the new macro. 

If you choose Edit (2), WordPerfect brings up your macro and puts it in the 
Macro Editor where you can edit it. 



If you choose Description (3), you are prompted for your description, then placed 
in the Macro Editor.

Inserting Text
Once you are in the Macro Editor, you can insert and delete text, keystroke 
commands, and macro commands, and format your macro.

You can insert text by simply typing it at the desired location. To move your 
cursor through the macro, use the cursor control keys as you would in the 
normal editing screen. The cursor keys, as well as Enter, Tab, Page Up (PgUp), 
Page Down (PgDn), Delete, Backspace, and End, perform their normal functions.

Spaces that you type appear as centered dots in the macro editing screen.

You can use Tab and Enter to make your macro more readable. The tabs and 
hard returns do not affect the execution of your macro. (For details, see 
Inserting Editing Keys and Keystroke Commands below.)

Comments can also help make a macro easier to read and edit. See the 
(;{comment- command description in Appendix K: Macros and Merge, 
Programming Commands.

Typeover cannot be used in the Macro Editor.

Inserting Macro Programming Commands
You can insert both macro programming commands (e.g., {DISPLAY ON},
{IF}) as well as WordPerfect keystroke commands (e.g., {Spell}, {Tab}) into 
your macro.

All commands are bolded and enclosed in braces. However, those commands that are 
assigned to a keystroke are shown in initial capital letters ((Spellj), while the macro 
program m ing com m ands (those com m ands not assigned to a keystroke) are show n in all
capital letters ({DISPLAY ONj).

To insert macro programming commands into your macro,

1 Move the cursor to where you want to insert the command.

2 Press Macro Commands (Ctrl-PgUp or Alt-=) to display the Macro 
Commands menu. You can scroll to your desired command or you can use 
Name Search.

3 When you have highlighted the command you want, press Enter to insert it 
into your macro.

Press Cancel (FI), Escape, or Exit (F7) to exit the Macro Commands menu 
without inserting a command.

You can use the cursor keys to move around in the Macro Commands menu. In 
addition to the cursor keys, pressing the Space Bar moves the cursor to the top 
of the menu.
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If you choose Description (3), you are prompted for your description, then placed 
in the Macro Editor. 

Inserting Text 
Once you are in the Macro Editor. you can insert and delete text. keystroke 
commands. and macro commands. and format your macro. 

You can insert text by simply typing it at the desired location. To move your 
cursor through the macro. use the cursor control keys as you would in the 
normal editing screen. The cursor keys, as well as Enter. Tab, Page Up (PgUp), 
Page Down (PgDn), Delete. Backspace. and End, perform their normal functions. 

Spaces that you type appear as centered dots in the macro editing screen. 

You can use Tab and Enter to make your macro more readable. The tabs and 
hard returns do not affect the execution of your macro. (For details, see 
Inserting Editing Keys and Keystroke Commands below.) 

Comments can also help make a macro easier to read and edit. See the 
/;}comment- command description in Appendix K: Macros and Merge. 
Programming Commands . 

Typeover cannot be used in the Macro Editor. 

Inserting Macro Programming Commands 
You can insert both macro programming commands (e.g., {DISPLAY ON), 
!IF}) as well as WordPerfect keystroke commands (e.g., {Spell}, {Tab}) into 
your macro. 

All commands are balded and enclosed in braces. However, those commands that are 
assigned to a keystroke are shown in initial capital letlers ({Spell}), while the macro 
programniing cor,1,r,1,ands (those comn1ands not assiRned ton kPvstrokP ) arp .thnwn in all 

capira/ let1ers ( { D/SPLA Y ON J ). 

To insert macro programming commands into your macro, 

Move the cursor to where you want to insert the command. 

2 Press Macro Commands (Ctrl-PgUp or Alt-=) to display the Macro 
Commands menu. You can scroll to your desired command or you can use 
Name Search. 

3 When you have highlighted the command you want, press Enter to insert it 
into your macro. 

Press Cancel (Fl). Escape. or Exit (F7) to exit the Macro Commands menu 
without inserting a command. 

You can use the cursor keys to move around in the Macro Commands menu. In 
addition to the cursor keys, pressing the Space Bar moves the cursor to the top 
of the menu. 
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Name Search is active while you are in the Macro Commands menu. To use 
Name Search, start typing the name of the command you want to insert. (You 
do not need to type the opening brace ({), just the letters.) The letters you type 
appear in the lower left comer of your screen, and the cursor moves to the 
command that most closely matches those characters. You can press Enter to 
insert the command, or you can press one of the arrow keys to reset Name 
Search (so that you can type characters for another command) and to move the 
cursor.

You cannot simply type a macro command surrounded by braces—it must be 
retrieved from the Macro Commands menu. Each macro command that you 
insert into your macro is treated as a single unit by the Macro Editor. Each 
command is deleted with a single delete.

Most commands require a specific syntax. For more information, see Appendix 
K: Macros and Merge, Programming Commands.

Inserting Editing Keys and Keystroke Commands
Besides using the editing keys (e.g.. Enter, arrows. Home, Backspace, PgUp) for 
editing your macro, you may want to insert editing key commands into your 
macro.

You must enter the Command Insert mode before pressing the key to insert the 
following commands: macro commands (Ctrl-PgUp), variables, certain control 
characters, keyboard macro names, and cursor keys.

To enter Command Insert mode, either press Ctrl-v, which places you in 
Command Insert mode for the following keystroke, or press Ctrl-FlO, which 
places you in Command Insert mode until you press Ctrl-FlO again.

Command Insert mode tells WordPerfect to insert the command for any key you 
press into the macro. For example, to insert the (Enter) command into your 
macro, press Ctrl-v, then press Enter.

If you only need to insert one Tab, cursor key, etc., into your macro, press 
Ctrl-v. A prompt “Press Command Key” appears. Press the desired key.

If you will be inserting many of these commands, enter the Command Insert 
mode by pressing Macro Define (Ctrl-FlO). While in this mode, all keys you 
press will insert the key command. When you want to use the editing keys to 
edit, press Macro Define again to return to edit mode.

You can insert most of the function key commands simply by pressing the 
corresponding feature key. For example, press Spell (Ctrl-F2) to insert the 
(Spell) command into your macro.

If you want to have your macro view a document, press Print (Shift-F7), then 
type v. Your macro should then look like this: (Print)v

However, there are four functions which are executed when you press the 
corresponding keys: Macro Define (Ctrl-FlO) (toggles Command Insert mode as 
described above), Cancel (FI), Help (F3), and Exit (F7). You can insert these
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Name Search is active while you are in the Macro Commands menu. To use 
Name Search, start typing the name of the command you wane 10 insert. (You 
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appear in the lower left corner of your screen, and the cursor moves to the 
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Most commands require a specific syntax. For more information, see Appendix 
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Inserting Editing Keys and Keystroke Commands 
Besides using the editing keys (e.g., Enter, arrows, Home. Backspace, PgUp) for 
editing your macro, you may want to insert editing key commands into your 
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You must enter the Command Insert mode before pressing the key to insert the 
following commands: macro commands (Ctrl-PgUp), variables, certain control 
characters, keyboard macro names, and cursor keys. 

To enter Command Insert mode, either press Ctrl-v, which places you in 
Command Insert mode for the following keystroke, or press Ctrl-FIO, which 
places you in Command Insert mode until you press Ctrl-FlO again. 

Command Insert mode tells WordPerfect to insert the command for any key you 
press into the macro. For example, to insert the {Enter} command into your 
macro. press Ctrl-v, then press Enter. 

If you only need to insert one Tab, cursor key, etc., into your macro, press 
Ctrl-v. A prompt "Press Command Key" appears . Press the desired key. 

If you will be inserting many of these commands, enter the Command Insert 
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press will insert the key command. When you want to use the editing keys to 
edit, press Macro Define again to return to edit mode. 

You can insert most of the function key commands simply by pressing the 
corresponding feature key. For example. press Spell (Ctrl-F2) to insert the 
{Spell} command into your macro. 

If you want to have your macro view a document, press Print (Shift-F7), then 
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However, there are four functions which are executed when you press the 
corresponding keys: Macro Define (Ctrl-FIO) (toggles Command Insert mode as 
described above), Cancel (Fl), Help (F3), and Exit (F7). You can insert these 
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corresponding keystroke commands into your macro by entering Command Insert 
mode, then pressing the function key. You can only insert {Macro Define} into 
your macro by first pressing Ctrl-v, then pressing Macro Define (Ctrl-FlO).

If you want to insert the commands associated with a macro assigned to a key on 
the current keyboard layout, press Ctrl-v, then press the key.

When you create macros that select fonts, printers, paper sizes, etc., use Name Search, 
not arrow keys, to select the desired item. I f  you use arrow keys to select an item and 
later add an item to or delete an item from the list (thus changing the position o f the 
desired item in the list), your macro may not select the correct item.

Combining Macros
You can insert the contents of a macro into other macros by assigning it to a key 
(see Action under Keyboard Layout, Edit in Reference). The commands of the 
macro are inserted into the Macro Editor when you press Ctrl-v, key.

Macro Size Limit
The Macro Editor has a limit on the size of macro that it can hold (at least 5K). 
If you are editing a macro, the Macro Editor simply stops inserting your 
commands or text when you reach this limit. You can use {CHAIN} or 
{NEST} to overcome this limitation (see Appendix K: Macros and Merge, 
Programming Commands).

If you have created a macro (e.g., in the normal editing screen) that is larger 
than can fit in the Macro Editor, an error message appears, “Not enough 
memory,” and then you are returned to the normal editing screen. In order to 
edit such large macros, use the /m option of the Macro Conversion Program.
This option breaks your large macro into smaller macros and then chains them 
together. See /m under Macros, Conversion Program in Reference for details.

Message Display
You can position your cursor and text on the screen, as well as change attributes of 
the text that you display. See Macros, Message Display in Reference for details.

Programming Commands
There is a wide range of programming commands that you can use in your 
macro. See Appendix K: Macros and Merge, Programming Commands for 
details.

Variables and Expressions
You can assign values to variables and store text in variables. See Appendix J: 
Macros and Merge, Expressions and Appendix L: Macros and Merge, Variables 
for details.

See Also: Macros; Macros, Conversion Program; Macros, Define; Macros, 
Execute; Macros, Message Display; Appendix I; Appendix J; Appendix K; 
Appendix L
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corresponding keystroke commands into your macro by entering Command Insert 
mode. then pressing the function key. You can only insert { Macro Define} into 
your macro by first pressing Ctrl-v. then pressing Macro Define (Ctrl-FlO). 

If you want to insert the commands associated with a macro assigned to a key on 
the current keyboard layout, press Ctrl-v, then press the key. 

When you create macros that select fonts, printers, paper si::,es, etc., use Name Search, 
not arrow keys, to select the desired item. If you use arrow keys to select an item and 
later add an item to or delete an item from the list (thus changing the position of the 
desired item in the list), your macro may not select the correct item. 

Combining Macros 
You can insert the contents of a macro into other macros by assigning it to a key 
(see Action under Keyboard Layout, Edit in Reference). The commands of the 
macro are inserted into the Macro Editor when you press Ctrl-v, key. 

Macro Size Limit 
The Macro Editor has a limit on the size of macro that it can hold (at least SK). 
If you are editing a macro, the Macro Editor simply stops inserting your 
commands or text when you reach this limit. You can use {CHAIN} or 
{NEST} to overcome this limitation (see Appendix K: Macros and Merge, 
Programming Commands). 

If you have created a macro (e.g., in the normal editing screen) that is larger 
than can fit in the Macro Editor, an error message appears, "Not enough 
memory," and then you are returned to the normal editing screen. In order to 
edit such large macros, use the /m option of the Macro Conversion Program. 
This option breaks your large macro into smaller macros and then chains them 
together. See /111 under Macros, Conversion Program in Reference for details. 

Message Display 
You can position your cursor and text on the screen, as well as change attributes of 
tile text that you display. See Macros, Message Display in Reference for details. 

Programming Commands 
There is a wide range of programming commands that you can use in your 
macro. See Appendix K: Macros and Merge, Programming Commands for 
details. 

Variables and Expressions 
You can assign values to variables and store text in variables. See Appendix J: 
Macros and Merge, Expressions and Appendix L: Macros and Merge, Variables 
for details . 

See Also: Macros; Macros, Conversion Program; Macros, Define; Macros, 
Execute; Macros, Message Display; Appendix I; Appendix J; Appendix K; 
Appendix L 
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Macros, Message Display

You can use control characters to affect the way the messages in the {CHAR}, 
{INPUT}, {PROMPT), (STATUS PROMPT}, and {TEXT} commands are 
displayed on the screen. (See Appendix K: Macros and Merge, Programming 
Commands for details of the above commands.) For example, you can use 
control characters to determine the attributes of text in the message (such as 
bolding or underlining), or to place messages at different locations on the screen.

The following screen shows an example of how you might display a message 
using these control characters.

f t • select document type;

1. Report
2. Letter
3. Memo
4. Other

Enter selection:

The characters are divided into three categories: Attribute On/Off Characters, 
Attribute Characters, and Cursor Positioning Characters. Some of the characters 
have different functions depending on where they appear in the message string 
(e.g., which character precedes them). The tables below describe how each 
control character functions.

In all o f the tables below, the Character column lists the control characters you should 
press to insert the commands listed in the second column (the Shown As column). In the 
Character column, Netter means to hold down the Ctrl key, then press the letter. You 
may also press the key which corresponds to the command. For example, to display the 
jHome] command, you can press either Av followed by Ah (Ctrl-v, Ctrl-h), or Ctrl-v 
followed by Home.

In order to insert certain commands into your macro, you must be in Command Insert 
mode (see Inserting Editing Keys and Keystroke Commands under Macros, Macro Editor 
in Reference). The appropriate commands are listed following each table.
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You can use control characters to affect the way the messages in the l CHAR l. 
!INPUT}. [PROMPT). [STATUS PROMPT}, and (TEXT) commands are 
displayed on the screen . (See Appendix K: Macros and Merxe. Proxra1m11inx 
Commands for details of the above commands.) For example, you can use 
control characters to detennine the attributes of text in the message (such as 
balding or underlining), or to place messages at different locations on the screen. 

The following screen shows an example of how you might display a message 
using these control characters. 

••• ••lQct, do"'""'"'nt type: 

1 . Report 
2. L@tt@r 
3. Me•o 

Enter selection: 

The characters are divided into three categories: Attribute On/Off Characters. 
Attribute Characters, and Cursor Positioning Characters. Some of the characters 
have different functions depending on where they appear in the message string 
(e.g .. which character precedes them) . The tables below describe how each 
control character functions. 

In all of the rabies below, the Character column lists the control characters you should 
pres.f ro insert the commands listed in the second column (the Shown As column). In the 
Character column, "letter means ro hold down the Ctr/ key, then press the lerrer. You 
may also press the key which corresponds ro rhe command. For example, ro display the 
f Home/ command, _vou can press either "v followed by "h (Crrl-v, Crr/-h), or Ctrl-v 
followed by Home. 

In order to insert certain commands into your macro, you must be in Command Insert 
mode (see Inserting Editing Keys and Keystroke Commands under Macros, Macro Editor 
in Reference). The appropriate commands are listed followinR each table. 



Attribute On/Off Characters
The following characters are used to control attribute display:

Character Shown As Action

AN (AN} Turn on display attribute (followed by 
attribute character) (see Attribute Characters 
below).

A0 r o } Turn off display attribute (see Attribute 
Characters below).

AQ 1AQ) Turn off all display attributes.

AR m Turn on reverse video.

AS (AS) Turn off reverse video.

AT fAT} Turn on underline.

AU (AU) Turn off underline.

AV jAV) Turn on mnemonic attribute (the attribute 
selected with the Display menu of the Setup 
key). Turn off with AQ.

A1 H } Turn on bold.

A\ 1AM Turn off bold.

Important: To insert (AV) into your macro, you must be in Command Insert mode (Ctrl-v 
or Ctrl-FlO).

Attribute Characters
The following control characters turn a display attribute on or off when they are 
preceded by jAN) or {A0 }. To turn on an attribute, precede the appropriate 
control character with {AN }. To turn off the attribute, precede the control 
character with (A0 ) . The attribute is displayed with the settings you have 
selected on the Screen Attributes menu on the Setup key (see Colors/Fonts/ 
Attributes in Reference).

Attribute Character Shown As

Blink AP m
Bold AL (Del to EOP)
Double Underline AK {Del to EOL)
Fine Print AD {AD}
Italics AH {Home}
Large AB (AB)
Outline AG (AG)
Redline AJ (Enter)
Reverse Video AQ 1AQ)
Shadow Al {Tab}
Small AC (AC)
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Attribute On/Off Characters 
The following characters are used to control attribute display: 

Character 

"N 

AQ 

"Q 

AR 

"S 

"T 

AU 

"V 

"l 
"\ 

Shown As 

("N} 

("0} 

("QI 

{"R} 

f"S} 

{"T} 

{"U} 

("VJ 

{"]} 

( "\} 

Action 

Turn on display attribute (followed by 
actrihute character) (~ee Attribute Characters 
below). 

Turn off display attribute (see Arrribute 
Characters below). 

Turn off all display attributes. 

Turn on reverse video. 

Turn off reverse video. 

Turn on underline. 

Turn off underline. 

Turn on mnemonic attribute (the attribute 
selected with the Display menu of the Setup 
key). Turn off with "Q. 

Turn on bold. 

Turn off bold. 

Important: To insert ("VJ imo wmr macro, w111 must he in Command Insert mode (Ctrl-v 
or Ctrl-FJO). 

Attribute Characters 
The following control characters turn a display attribute on or off when they are 
preceded by ( "N} or ( "0}. To turn on an attribute. precede the appropriate 
control character with { "N}. To turn off the attribute, precede the control 
character with f "0}. The attribute is displayed with the settings you have 
selected on the Screen Attributes menu on the Setup key (see Colors/Fonts/ 
Attributes in Reference). 

Attribute Character Shown As 

Blink "P {"Pl 
Bold "L {Del to EOP} 
Double Underline " K {Del to EOL) 
Fine Print "D {"D) 
Italics "H {Home) 
Large "B {"Bl 
Outline "G {"G) 
Redline "] {Enter} 
Reverse Video "Q ("QI 
Shadow " I {Tab} 
Small "C {"C} 
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Attribute Character Shown As

Small Caps A0 r o )
Strikeout AM {AM}
Subscript AF {AF}
Superscript AE {AE}
Underline AN {AN}
Very Large AA {AA}

Important: To insert {Del to EOL), [Home), [Enter), or [Tab), you must be in 
Command Insert mode (Ctrl-v or Ctrl-FlO).

The following example illustrates one use of underlining.

{ASSIGN Jname'Hemingway'
{CHAR} l'ls-the-Author- {AN } {AN } {VARIABLE}name'f aO } {AN } ?-(Y/N):~

The word “Hemingway” is assigned to the variable name. The {CHAR} 
command then displays the following message at the bottom of the screen:

la the author Heatnovav? (Y/N)!

The first nN signals that an attribute character follows. The second AN turns on 
underline. Notice that the contents o f the variable name are displayed next. The aO 
signals that the attribute associated with the next character should be turned off. Since 
AN represents underline, underlining is turned off.

The following example illustrates one use of bold.

{CHAR} r
(A]}l{AQ H AV}M{AQ}emo;- 
{A]} 2 {AQ }•{A V } L {AQ } etter; •
{A]} 3 {AQ } - {AV } 1 {AQ } tinerary

The {CHAR} command displays this message at the bottom of the screen:

1 Memo; 2 Letter; 3 Itinerary:
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Attribute Character Shown As 

Small Caps "0 I "OJ 
Strikeout "M I "Ml 
Subscript "F I "Fl 
Superscript "E I "El 
Underline "N { "N} 
Very Large " A {"A} 

Important: To insert {Del to EOLJ, {Home}, {Enter}. or {Tab}. you must be in 
Command Insert mode (Ctrl-v or Ctrl-F /0). 

The following example illustrates one use of underlining. 

{ASSIGN} name-Hemingway~ 
{CHAR} i-Is·the-Author· { "N) { "N} { VARIABLE)name~{ "0} { "N} ?-(Y/N):-

The word "Hemingway" is assigned to the variable name. The {CHAR ) 
command then displays the following message at the bottom of the screen: 

1he first " N signals that an attribute character follows. The second "N turns on 
underline. Notice that the contents of the variable name are displayed next. The "0 
si1:na/s that the attribute associated with the next character should be turned off. Since 
''N represents underline, underlining is turned off 

The following example illustrates one use of bold. 

{CHAR} 1-
{"]} I {"Q)·{"V}M{"Q}emo;· 
I "l} 2{ "Q l · { "V l L{ "Q }etter;· 
I "I }3{ "Q l ·{ "V l I I "Q Itinerary :~ 

The {CHAR} command displays this message at the bottom of the screen: 

1 " emo: 2 Let.ter: 3 It:inll'r&ry: 



The A] codes turn on bold, the AQ codes turn off all attributes (including bold). The AV 
codes turn on the mnemonic attribute (in this case, bold). (Remember, you must press 
Ctrl-v twice to get jAVJ.) Again, AQ is used to turn off the mnemonic attribute.

Cursor Positioning Characters
The following control characters affect the location of text in a message on the 
screen. When a control character is inserted, the cursor is moved to the location 
indicated, and any text that follows the control character is displayed beginning 
at that location. You can use as many display position control characters in a 
message as you need to position and format the message.

Character Shown As Action

AH {Home} Position cursor at upper-left comer of 
screen.

AJ (Enter) Position cursor at beginning of next line.

AK {Del to EOL} Clear text to end of line. Cursor 
remains.

AL {Del to EOP} Clear the screen, position cursor at 
upper-left corner of screen.

AM {AM} Position cursor at beginning of line.

AP {AP} Position cursor (followed by two 
characters: column, then row). See Ctrl- 
P below.

AW {Up} Position cursor up one line.

AX {Right} Position cursor right one character.
AY {Left} Position cursor left one character.

AZ {Down} Position cursor down one line.

Important: To insert any o f the above codes except /Del to EOPj, jAMj, or fAPj, you 
must be in Command Insert mode (Ctrl-v or Ctrl-FlO).

The following example illustrates the use of the AY control character (displayed 
as {Left}) for repositioning the cursor.
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The"] codes turn on bold, the "Q codes turn off all attributes (including bold). The "V 
codes turn on the mnemonic attribute (in this case, bold). (Remember, you must press 
Ctrl-v twice TO get {"VJ. ) Again, "Q is used TO turn off the mnemonic attribute. 

Cursor Positioning Characters 
The following control characters affect the location of text in a message on the 
screen. When a control character is inserted, the cursor is moved to the location 
indicated, and any text that follows the control character is displayed beginning 
at that location. You can use as many display position control characters in a 
message as you need to position and format the message. 

Character Shown As Action 

"H (Home} Position cursor at upper-left comer of 
screen. 

/\ J {Enter] Position cursor at beginning of next line. 

"K (Del to EOL) Clear text to end of line. Cursor 
remains. 

"L {Del to EOP] Clear the screen, position cursor at 
upper-left corner of screen. 

"M ("M} Position cursor at beginning of line. 

"P { "P} Position cursor (followed by two 
characters: column, then row). See Ctrl-
P below. 

"W {Up] Position cursor up one line. 

"X {Right} Position cursor right one character. 

"Y (Left) Position cursor left one character. 

"Z {Down) Position cursor down one line. 

Important: To insert any of the above codes except [ Del to EOP /, {"M /, or ["P /, you 
must be in Command Insert mode (Ctrl-v or Ctrl-F 10). 

The following example illustrates the use of the "Y control character (displayed 
as {Left}) for repositioning the cursor. 
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{ASSIGN} name'Hemingway'
{CHAR) 1 'Is the-Author- {AN } {AN } {VARIABLE} nam e'{A0 } {AN } ? 
(Y/N):-Yes{Left) {Left} {Left}'

la the author Heainouay? (*/N): Ves

The three fLeftj commands position the cursor three characters to the left. When the 
message is displayed, the cursor is on the “Y" o f Yes.

Conversion Chart, Alphabetic
Use the following chart to determine row and column positions using 
alphabetical control characters:

Screen Control Screen Control
Position Character Position Character

1 1AA) 14 (AN)
2 1AB) 15 !aO)
3 m 16 m
4 (AD) 17 (AQ)
5 1AE) 18 1AR)
6 m 19 (AS)
7 1AG1 20 1AT)
8 1AH} 21 (AU)
9 (AI) 22 1AV}
10 (AJ1 23 {AW}
11 m 24 1AX)
12 m 25 (AY)
13 (AM) 26 (AZ)

If you want to use ASCII characters for your row and column positions, the 
ASCII Conversion Chart is in Appendix A.

Ctrl-P
You can use the Ctrl-P character (AP) to position the cursor (and hence, the 
message) on the screen. Ctrl-P is a shortcut to positioning the cursor. Moving 
the cursor can also be accomplished by using the other control characters as 
listed in the table under Cursor Positioning Characters above.

The two characters following Ctrl-P should be the coordinates for the position on 
the screen. The screen is divided into columns and rows. Each position that can 
be occupied by a character on the screen has a column and row coordinate. The
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{ASSIGN) name-Hemingway-
{ CHAR) i-1s the-Author·{ "N}{"N) {VARIABLE}name-/"0) {"N )? 
(Y /N):-Yes {Left} I Left} { Left r 

The thrt:e ( Left/ commands position the rnrsor three characters to the lefi. When rhe 
messaRe is displayed, the cursor is 011 the "Y" of Yes. 

Conversion Chart, Alphabetic 
Use the following chart to determine row and column positions using 
alphabetical control characters: 

Screen Control Screen Control 
Position Character Position Character 

I {"A} 14 {"N) 
2 {"BJ 15 {"0) 
3 {" Cl 16 {"P] 
4 l"Dl 17 !"QI 
5 ("El 18 ("RI 
6 {"Fl 19 {"S) 
7 {"G) 20 {"Tl 
8 {"H) 21 {"U) 
9 I "Il 22 l"V} 
10 { "J) 23 l"W) 
11 {"Kl 24 {"X) 
12 /"L) 25 l"Y) 
13 {"M) 26 {"Z) 

If you want to use ASCII characters for your row and column positions, the 
ASCII Conversion Chart is in Appendix A. 

Ctrl-P 
You can use the Ctrl-P character { "P) to position the cursor (and hence. the 
message) on the screen. Ctrl-P is a shortcut to positioning the cursor. Moving 
the cursor can also be accomplished by using the other control characters as 
listed in the table under Cursor Positioning Characters above. 

The two characters following Ctrl-P should be the coordinates for the position on 
the screen. The screen is divided into columns and rows. Each position that can 
be occupied by a character on the screen has a column and row coordinate. The 



column coordinate is listed first, then the row coordinate. For example, the 
upper left corner of the screen has the coordinates 0,0. The position directly 
below 0,0 is 0,1. One position to the right of 0,1 is 1,1.

Within the {CHAR}, {INPUT}, {PROMPT}, (STATUS PROMPT}, and 
{TEXT} commands, the coordinates that follow {AP} must be entered as either 
control characters or ASCII character equivalents. If you use control characters, 
{AA } corresponds to coordinate 1, {AB} corresponds to coordinate 2, and so on. 
If you use ASCII character equivalents, coordinate 1=©, 2=®, 3=v, and so on.

Refer to Conversion Chart. Alphabetic above and Appendix A: ASCII Conversion Chart 
to translate all the row and column positions.

The first row and column of the screen are at position zero. Since there is no 
letter of the alphabet for zero (A=l), the top row and left-most column are 
inaccessible using the {AP}w? positioning feature with control characters. Also, 
you cannot use the ASCII equivalent of 0 since this is a null character.

However, you can reach row 0 or column 0 using ASCII 254. For example, to 
position at column 0, row 0, insert a prompt command ({CHAR}, {INPUT}, 
etc.), press Ctrl-P, then press Alt-254 twice.

Since there are only 26 letters of the alphabet (Z=26), to position a message 
starting at a row or column position greater than 26 you must use the ASCII 
equivalents.

To produce the menu shown at the beginning of this section, the command you 
would enter in the macro would be the following:

{CHAR}3-{*Q}{Del to EOF) 
{‘P}{'U}{Home}
{ ' P j C o H T a b J  
{ '  P H  'U} { E n t e r }
{ *P}{_u}{Del to EOL} 
{"P}{'U}{Del to EOP }{-P}{-U}{‘M}
{ P}f U5{ N) 
{*P}{UH‘0>

■ Please- select -document - type:
-{"])1-<“\>-Report* 
• (*]}2. r\}-Letter* 

Memo••• 
Other•-

{‘P}{'A}{Right)Enter•selection:■

Notice that this is all one fCHARj command. fAQj turns off all attributes (see Attribute 
On/Off Characters above), fDel to EOP I clears the screen and positions the cursor at 
the upper left corner. The first {APH''UHHome) positions the cursor at column 21, row 8 
(U=21. H=8-see Conversion Chart, Alphabetic above). The rest o f the line is simply 
characters written to the screen as part o f the message string. (You can enter these 
characters like any other ASCII character. See Appendix A: ASCII Conversion Chart.) 
When the next jAP) is encountered, the cursor is repositioned to the next row at the 21st

MACROS. MESSAGE DISPLAY 391

column coordinate is listed first. then the row coordinate. For example. the 
upper left corner of the screen has the coordinates 0.0. The position direct ly 
below 0.0 is 0. 1. One position to the right of 0.1 is 1. 1. 

Within the {CHARI, {INPUT! . {PROMPT}. {STATUS PROMPT! . and 
{ TEXT l commands. the coordinates that follow {"Pl must be entered as either 
control characters or ASCll character equivalents. If you use control characters, 
{"Al corresponds to coordinate I. {"Bl corresponds to coordinate 2. and so on. 
If you use ASCII character equivalents. coordinate I=©, 2=9, 3=•. and so on. 

Refer 10 Conversion Chart. Alphabetic above and Appendix A: ASCII Convrrsion Chart 
10 translate all the row and column positions. 

The first row and column of the screen are at position zero. Since there is no 
letter of the alphabet for zero ( A= 1 ). the top row and left-most column are 
inaccessible using the { "P )nn positioning feature with control characters. Also, 
you cannot use the ASCII equivalent of O since this is a null character. 

However. you can reach row O or column O using ASCII 254. For example , to 
position at column 0, row 0. insert a prompt command ( {CHAR}. {INPUT}, 
etc.), press Ctrl-P. then press Alt-254 twice. 

Since there are only 26 letters of the alphabet (Z=26), to position a message 
starting at a row or column position greater than 26 you must use the ASCII 
equivalents. 

To produce the menu shown at the beginning of this section, the command you 
would enter in the macro would be the following : 

--------=-~=-~----------(CHAR) 3 ' { ' O}(Del to EOP) 

(·Pl( 'U)(Home) ----=====~= 
( " Pl( ' U)(Tab) 
f · pl( · u }(Enter) 
( ' Pl( 'U }(Del to EO L) 
{ ' Pl( " U){O•l to £OP) 
( ' Pl{ ' U){ ' H) 
( P)f U ){ N) 
{ ' Pl{ U ){ ' O) 

Please• select• docum~ nt •type: 

• • • • • • • • • • { · ) ) 1. { · \ ) • Rep or t • • • • • • • • • • 1 
• • • • • • • • • • { · i )2 . { ' \)•Letter• . . . ••••• • 
· · • • • • •• 00 ( '1 ) 3, ( \)• Memo ........ . . . . 
• •· • • • • • • •f 'l )4 .{.\)·0ther• • . •.•. • · . . 

{ · P }{·A) { Right )Enter, sP:lection : • 

Notice that this is all one (CHAR/ command. (AQJ turns off all a((rihutes (see Attrihute 
On/Off Characters above). ( Del to £OP J clears the screen and positions the rursor at 
the upper left corner. The first ("P J ("U J ( Home J positions the cursor at cnlumn 21. roll' 8 
(U=21. H=B-see Conversion Chart . Alphabetic above ). The rest of the line is simply 
characters wri((en to the screen as part of the message string. ( You can enter these 
characters like any other ASC/l character. See Appendix A: ASCII Conversion Chart.) 
When the next (AP J is encountered. the rnrsor is repositioned to the next row at the 2 I st 
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column position. PP}(AA)(Right) positions the cursor at column 1, row 24 (the last row 
on the screen) for the prompt. Finally, the tilde (~) ends the fCHARj command.

Using only ASCII equivalents, you would enter this to produce the screen:

{CHAR}3~(‘Q){Del to EOP} 
{•p>§0r

■ Please•select•document■type:( " P } § o  
{-P]§S { ‘ P )§d 
{‘P)§Q { ' P J S *
{'P}§J3
{*P}oTEnter•selection:•*

• {“]}1-{*\}-Report- 
•{“]}2.{'\}-Letter- 
■{*]}3.{*\}-Memo-■•
• {  J M  - { \ } ‘Other*•

Display On/Off, Effect on Messages
The messages of the {CHAR}, {INPUT}, {PROMPT}, (STATUS PROMPT), 
and {TEXT} commands display on the screen whether Display is on or off (see 
{DISPLAY ON} and (DISPLAY OFF} under Appendix K: Macros and Merge, 
Programming Commands).

The message stays on the screen until the screen is rewritten. If Display is on, 
the screen is rewritten very frequently (at each vertical cursor movement, change 
of menu, etc.). If Display is off, the screen is not rewritten unless a {DISPLAY 
ON} code is encountered and a subsequent action rewrites the screen.

However, when Display is off, a new message will overwrite a previous 
message. If you use cursor positioning, only the part of the screen occupied by 
the new message is overwritten. You can use this feature to create a stacking 
effect with messages.

4. Othe
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column position. {"PJ("A}{Riglzt} positions the cursor at column 1, row 24 (the last row 
on the screen)for the prompt. Finally, the tilde r-) ends the {CHAR/ command. 

Using only ASCII equivalents, you would enter this to produce the screen: 

{CHAR}3 -( "Q)(Del to EOP) 
{"PJ§a ,--- ----~-~-­
{ - P) § o •Pl ease• select • document• type: 
I · •1se · · · · · · · · · · · · · · · · · · · • • · · · · · · · .. 
( · P) §rl · · · · • (" I JI. ( · \ } •Report• • • • .. • , • • • 1 
( . Pl § Q • • • • • • - - - - (· I I 2. C • \ J ·Le tter· · · • • • • • • • · 
("P) §~ • ······ ··· ("])3.(" \ )•Memo• ••••·· " ''' . 
{" P J § ~ • • • " " .. • ( J l • . { \ J ·Other ....... , ... . 
( P} !,<>"-- - -----~- ~ 
( · P } G f En ter• s election : • 

Display On/Off, Effect on Messages 
The messages of the [CHAR}, {INPUT}, !PROMPT}, !STATUS PROMPT}, 
and !TEXT] commands display on the screen whether Display is on or off (see 
{D!SPI.AY ON} and {DISPI.AY OFF} under Appendix K: Macros and Merge, 
Programming Commands) . 

The message stays on the screen until the screen is rewritten. If Display is on. 
the screen is rewritten very frequently (at each vertical cursor movement, change 
of menu, etc.). If Display is off. the screen is not rewritten unless a {DISPLAY 
ON} code is encountered and a subsequent action rewrites the screen. 

However, when Display is off, a new message will overwrite a previous 
message. If you use cursor positioning, only the part of the screen occupied by 
the new message is overwritten. You can use this feature to create a stacking 
effect with messages. 

I Please sel e c t document type : I 
Eting current document t ype I 



If you don’t want messages stacked, use the AL ({Del to EOP}) positioning 
command to clear the screen, as in the example under Ctrl-P above. You can 
also rewrite the screen to clear a previous message by pressing Screen,Screen 
(Ctrl-F3,Ctrl-F3).

Even if Display is off in your macro, your document may still be visible under a 
message, as in this example:

The two characters following Control P should be the 
coordinates for the position on the screen. The 
screen is divided into columns and rows. Each 
position that can be occupied by a character <
screen has a column and 
coordinate is liste
For example, the up 
has the coordinates
0.0 Is 0.1. One po

Within the {CHAR}, 
and (TEXT] commands 
must be entered as 
character oquivalen 
{'A) corresponds to 
coordinate 2, and i 
equivalents, coord:

Select type:

1. Screen
2. H Screen
3. Page
4 . • Page
5 . Ulus
6. Photo
7. Graph

1 8- Menu

coordinate. The column 
e row coordinate, 
rner of the screen 
ion directly below 
ght of 0.1 is 1,1.
}, {STATUS PROMPT}, 
s that follow { P) 
haractera or ASCII 
control characters, 
B) corresponds to 

e ASCII character 
*«, and so on.

Refer to Conversion Chart. Alphabetic below and 
Appendix A: ASCII Conversion Chart to translate all
the row and column positions.
The first row and column of the screen are at position 

Enter Selection: 1

Using the AL ({Del to EOP}) positioning command in the {CFIAR}, {INPUT}, 
{PROMPT}, {STATUS PROMPT}, or {TEXT} command will also clear the 
screen in this case.

If Display is on and you use cursor positioning for messages, a message may 
remain on the screen when the macro has finished. (This may make it look like 
th e  m a c r o  g o t  “ s tu c k ." )  Y o u  c a n  c a u s e  th e  s c re e n  to  r e w r i t e  b y  p r e s s in g  D o w n  
Arrow (1). However, if you put {PROMPT}{Del to EOP}~ (inserted using 
Ctrl-L) somewhere after the last message command in the macro, the screen will 
be clear when the macro finishes.

Reappearing {PROMPT) Messages
After executing a {CHAR} or (TEXT) command, WordPerfect restores the 
contents of the status line, even if the contents are the message of a previously 
executed {PROMPT} command. If you do not want a {PROMPT} message to 
reappear after the {CHAR} or {TEXT} command, use {PROMPT}' before the 
{CHAR} or {TEXT} command to clear the status line.

Reveal Codes, Effect on Messages
If Reveal Codes is on when you execute a macro using Ctrl-P cursor positioning 
(see Ctrl-P above), the message may not display correctly. You can use the 
following commands at the beginning of the macro to turn off Reveal Codes (if 
it is on):

{ASSIGN}RevealCodes~~
{;}Clear RevealCodesvariable'
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If you don't want messages stacked, use the "L ( ( Del to EOP}) positioning 
command to clear the screen, as in the example under Ctrl-P above. You can 
also rewrite the screen to clear a previous message by pressing Screen,Screen 
(Ctrl -F3,Ctrl-F3 ). 

Even if Display is off in your macro, your document may still be visible under a 
message, as in this example: 

The two characters following Control P stmuld be the 
cot'.lrd1nates for the position on the screen. The 
screen 1s divided into columns and r ows. Each 
position that ca n be occupied by a character c._ t.~ 
screen has a colu"'" and .,. coordinate . The column 
caord1nate 1s ll ste,------,e row coordi nate. 
Far e.11amplo, . the up Select typ111, rner of the screen 

has the coo rd1 1"1ates l on directly bl'!.l aw 
0.0 ts 0.1. one oo I. sc reen Qht of 0.1 is 1.1 

1. i, Screl'!.n 
Within the {CHAR), 3. Page ). ( STATUS PROMPT). 
anci {TE ltT ) commam1s i:i. • P;iqp s thet follow ( P) 
must be entered as 5, 111..,., nlllrecter11 or ASCII 
character aqu,valen 6. Photo eontrol chc1 n,ct,;i,.-s. 
{-A) corre i.ponds to 7. Cr11ph 8) corresponds to 
coord.1n.tte 2. a1'd , B. ME>nu e .I.SCI I character 
equivalents. coord - •. and so on. 

~@fer tc Conversion Chart, Alphabetlc be low ancl 
Append uc A: ASCII Con\lers1on Chart tn trl!lnslete 1!111 
the row 11nd column pos1.t1.on,.... 

The first ro-.. al'ld column of the scceel'I l!lre at pos1.t1.on 
Enter- Sclcct1on; l 

Using the "L ({Del to EOP}) positioning command in the {CHAR}, {INPUT}, 
{PROMPT}, {STATUS PROMPT}, or {TEXT} command will also clear the 
screen in this case. 

If Display is on and you use cursor positioning for messages, a message may 
remain on the screen when the macro has finished. (This may make it look like 
the macro got " ~tuck.") You cun cuu:;c the ~creen to rewrite by pressing Down 

Arrow (l ). However, if you put {PROMPT}{Del to EOPr (inserted using 
Ctrl-L) somewhere after the last message command in the macro, the screen will 
be clear when the macro finishes. 

Reappearing (PROMPT! Messages 
After executing a {CHAR} or [TEXT} command, WordPerfect restores the 
contents of the status line. even if the contents are the message of a previously 
executed {PROMPT} command. If you do not want a {PROMPT} message to 
reappear after the {CHAR} or {TEXT} command, use { PROMPT r before the 
{CHAR) or {TEXT} command to clear the status line. 

Reveal Codes, Effect on Messages 
If Reveal Codes is on when you execute a macro using Ctrl-P cursor positioning 
(see Ctrl-P above) , the message may not display correctly. You can use the 
following commands at the beginning of the macro to turn off Reveal Codes (if 
it is on): 

{ASSIGN} Reveal Codes~-
{; }Clear RevealCodes variable-
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{IF} (STATE}&512~
{;} If Reveal Codes on'

(Reveal Codes}
{; [Turn-RevealCodesofr 

{ASSIGN} Re vealCodes'was on'
{;} Set-flag'

(END IF}

If you want Reveal Codes turned back on when the macro finishes (if it was on 
when the above codes were encountered by the macro), insert the following 
commands at the end of the macro:

{IF}" {VARIABLE} RevealCodes'"=" was-on"~
{;} If flagwasset(RC-was-turned-off)by-above-commands'

(Reveal Codes}
{;}Turn Reveal Codes back on'

(END IF}

If you frequently write macros where you need these commands, we recommend 
that you save each set of commands as a separate macro and then use {NEST} 
(see Appendix K: Macros and Merge, Programming Commands) to nest them in 
macros that need them.

See Also: Macros; Macros, Define; Macros, Execute; Macros, Macro Editor; 
Appendix A; Appendix I; Appendix J; Appendix K; Appendix L

Margins, Left and Right

In WordPerfect, the left and right margins are measured from the left and right 
edges of the page. They remain constant regardless of the font size you are 
using. WordPerfect adjusts the text you type to fit within the current margins. 
The default setting is for a l" margin on each side of the page.

To change the left or right margin setting,

1 Press Format (Shift-F8), then select Line (1).

13 Select Line from the Layout menu.

2 Select Margins (7).

3 Enter a left margin measurement, then enter a right margin measurement (see 
Measurements below).

4 Press Exit (F7) to return to your document.
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!IF)ISTATE}&SIT 
{;} If Reveal Codes on­

{ Reveal Codes} 
{; )Turn-Reveal Codes off" 

( ASSIGN l RevealCodes-was on-
{;} Set-flag­

( END IF} 

If you want Reveal Codes turned back on when the macro finishes (if it was on 
when the above codes were encountered by the macro), insert the following 
commands at the end of the macro: 

(IF)' I VARIABLE} RevealCodes-"="was-on"-
(;} If flag was set (RC-was-turned-off) by-above-commands­

{ Reveal Codes} 
(; l Turn Reveal Codes back on­

( END IF} 

If you frequently write macros where you need these commands, we recommend 
that you save each set of commands as a separate macro and then use {NEST} 
(see Appendix K: Macros and Merge , Programming Commands) to nest them in 
macros that need them . 

See Also: Macros; Macros, Define; Macros, Execute; Macros, Macro Editor; 
Appendix A; Appendix I; Appendix J; Appendix K; Appendix L 

Margins, Left and Right 
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In WordPerfect. the left and right margins are measured from the left and right 
edges of the page. They remain constant regardless of the font size you are 
using. WordPerfect adjusts the text you type to fit within the current margins. 
The default setting is for a l" margin on each side of the page. 

To change the left or right margin setting, 

1 Press Format (Shift-F8), then select Line (I). 

rn Select Line from the Layout menu. 

2 Select Margins (7) . 

3 Enter a left margin measurement, then enter a right margin measurement (see 
Measurements below ). 

4 Press Exit (F7) to return to your document. 



Notes Codes
Changing the margins inserts a Left and Right Margin code [L/R Mar:#,##] into 
your document where # represents the left margin and ## represents the right 
margin. The code takes effect from that point in your document forward, until 
you change the margins again. WordPerfect only changes the margins after the 
Left and Right Margin code. Any text before the code uses the previous setting.

This makes it easy to change the margins at any point in the document. To 
change the margins of existing text, follow steps 1 through 4 above to insert a 
Left and Right Margin code immediately before the text.

If the cursor is not at the left margin when you change margins, a Hard Return 
code [HRt] is inserted just before the new Left and Right Margin code and the 
cursor moves to the left margin on the next full line of text.

In Reveal Codes (Alt-F3), the ruler across the center of the screen displays the left 
margin as a left bracket ([) and the right margin as a right bracket (]). If a margin 
falls on a tab setting, it is displayed as a left brace ({) or a right brace (}).

When you attempt to delete a Left and Right Margin code in the normal editing 
screen, you are asked to confirm the deletion.

Initial Codes
If you want margin settings different from those that come with WordPerfect, 
you can enter your own margin settings using Initial Codes in Setup 
(Shift-F 1,4,5) (see Initial Codes in Reference). They will then be in place each 
time you create a document.

Measurements
When entering a measurement, you can enter fractions (e.g., 1 1/2). The
m e a s u r e m e i i l  y o u  e n t e r  w i l l  b e  c o n v e r t e d  t o  a d e c i m a l  n u m b e r  i n  t h e  c u r r e n t  u n i t

of measure. For example, if inches are the current unit of measure, 1 1/2 is 
converted to 1.5". The default unit of measure is selected in Units of Measure in 
Setup (Shift-F 1,3,8) (see Units o f Measure in Reference). WordPerfect allows 
ten input characters for margins.

If you enter margins that overlap the current paper width, an error message is 
displayed and you are given the chance to enter new settings (see steps 2 through 
4 above).

You must make margin changes within WordPerfect. WordPerfect overrides any margin 
settings you set on your printer.

Most laser printers have a minimum margin setting to allow for an unprintable 
region. If you enter a margin setting that is less than the minimum margin 
setting, WordPerfect resets the margins to equal the minimum margin setting.
For example, if your left unprintable region is .25" and you enter 0 for your left 
margin setting, WordPerfect will set your left margin at .25".

See Also: Margins, Top and Bottom; Units of Measure
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Notes Codes 
Changing the margins inserts a Left and Right Margin code [L/R Mar:#.##] into 
your document where # represents the left margin and ## represents the right 
margin . The code takes effect from that point in your document forward, until 
you change the margins again . WordPerfect only changes the margins after the 
Left and Right Margin code. Any text before the code uses 1he previous setting. 

This makes it easy to change the margins at any point in the document. To 
change the margins of existing text, follow steps I through 4 above to insert a 
Left and Right Margin code immediately before the text. 

If the cursor is not at 1he left margin when you change margins, a Hard Return 
code [HRt] is inserted just before the new Left and Right Margin code and the 
cursor moves 10 !he left margin on the next full line of text. 

In Reveal Codes (Alt-F3). the ruler across the center of the screen displays the left 
margin as a left bracket ([) and the right margin as a right bracket (j). If a margin 
falls on a tab setting, it is displayed as a left brace ( {) or a right brace (} ). 

When you attempt to delete a Left and Right Margin code in the normal editing 
screen, you are asked to confirm the deletion. 

Initial Codes 
If you want margin settings different from those that come with WordPerfect, 
you can enter your own margin settings using Initial Codes in Setup 
(Shift-F 1,4,S) (see Initial Codes in Reference). They will then be in place each 
time you create a document. 

Measurements 
When entering a measurement, you can enter fractions (e .g ., 1 1/2). The 
mca~urcme11L you encer will be cunvencu co u c.lc..:inwl 11u1nbcr in the cu1Tc11t unit 

of measure. For example, if inches are the current unit of measure, I I /2 is 
converted to 1.5". The default unit of measure is selected in Units of Measure in 
Setup (Shift-Fl,3,8) (see Units of Measure in Reference) . WordPerfect allows 
ten input characters for margins . 

If you enter margins that overlap the current paper width, an error message is 
displayed and you are given the chance to enter new settings (see steps 2 through 
4 above). 

You must make margin changes within WordPerfect. WordPerfect overrides any margin 
settings you set on your printer. 

Most laser printers have a minimum margin setting to allow for an unprintable 
region. If you enter a margin setting that is less than the minimum margin 
setting, WordPerfect resets the margins to equal the minimum margin setting. 
For example, if your left unprintable region is .25" and you enter O for your left 
margin setting, WordPerfect will set your left margin at .25". 

See Also: Margins, Top and Bottom; Units of Measure 
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Margins, Top and Bottom

Notes

In WordPerfect, the top and bottom margins are measured from the top and bottom 
edges of the page. They remain constant regardless of the font or paper size you 
are using. WordPerfect places the text on the page within the current margins.

The default setting is for a 1" margin at the top and bottom of the page.

To change the top or bottom margin setting,

1 Press Format (Shift-F8), then select Page (2).

(ZB Select Page from the Layout menu.

2 Select Margins (5).

3 Enter a top margin measurement, then enter a bottom margin measurement.

4 Press Exit (F7) to return to your document.

Baseline Placement
Normally, text is never printed within the top or bottom margin of a page. 
WordPerfect prints the first line of text immediately below the top margin.

You can have WordPerfect place the first line of text inside the top margin by 
setting the Baseline Placement option on the Format: Printer Functions menu to 
Yes (Shift-F8,4,6,5,y). WordPerfect will then print the first line of text within 
the top margin, and place the baseline of that line on the top margin (see Printer 
Functions in Reference). This measurement will not vary, regardless of the fonts
you use in that first line o f text.

Codes
Changing the top and bottom margins inserts a Top and Bottom Margin code 
[T/B Mar:#,##] into your document, where # represents the top margin and ## 
represents the bottom margin. The code takes effect from that point in your 
document forward, until you change the margins again. However, keep in mind 
that a top and bottom margin code should always be placed at the top of a page, 
with any codes used to format that page. Otherwise it does not take effect until 
the next page.

Although the top and bottom margins are not displayed in the normal editing 
screen, the top margin is always taken into account in calculating the position 
number which is displayed on the right end of the status line (unless you are 
using 4.2 units of measure). You can also view the current top and bottom 
margins on-screen by using View Document to preview the printed page 
(Shift-F7,6) (see View Document in Reference).

Headers, Footers, and Footnotes
WordPerfect does not print headers, footers, and footnotes within the top and 
bottom margins of a page. It places headers immediately below the top margin. 
It places footers and footnotes immediately above the bottom margin.
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Margins, Top and Bottom 

Notes 
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In WordPerfect, the top and bottom nmrgins are measured from the top and bottom 
edges of the page. They remain constant regardless of the font or paper size you 
are using. WordPerfect places the text on the page within the current margins. 

The default setting is for a I" margin at the top and bottom of the page. 

To change the top or bottom margin setting, 

1 Press Format (Shift-F8), then select Page (2) . 

[8] Select Page from the Layout menu. 

2 Select Margins (5). 

3 Enter a top margin measurement. then enter a bottom margin measurement. 

4 Press Exit (F7) to return to your document. 

Basel ine Placement 
Normally, text is never printed within the top or bottom margin of a page. 
WordPerfect prints the first line of text immediately below the top margin. 

You can have WordPerfect place the first line of text inside the top margin by 
setting the Baseline Placement option on the Format: Printer Functions menu to 
Yes (Shift-F8,4,6,5,y). WordPerfect will then print the first line of text within 
the top margin, and place the baseline of that line on the top margin (see Printer 
Functions in Reference). This measurement will not vary, regardless of the fonts 
yuu use in thac first line of Lexi. 

Codes 
Changing the top and bottom margins inserts a Top and Bottom Margin code 
[T/B Mar:#.##] into your document, where # represents the top margin and ## 
represents the bottom margin. The code takes effect from that point in your 
document forward, until you change the margins again. However, keep in mind 
that a top and bottom margin code should always be placed at the top of a page. 
with any codes used to format that page. Otherwise it does not take effect until 
the next page. 

Although the top and bottom margins are not displayed in the normal editing 
screen, the top margin is always taken into account in calculating the position 
number which is displayed on the right end of the status line (unless you are 
using 4.2 units of measure) . You can also view the current top and bottom 
margins on-screen by using View Document to preview the printed page 
(Shift-F7,6) (see View Document in Reference). 

Headers, Footers, and Footnotes 
WordPerfect does not print headers, footers, and footnotes within the top and 
bottom margins of a page. It places headers immediately below the top margin. 
It places footers and footnotes immediately above the bottom margin. 



Measurements
When entering a measurement, you can enter fractions (e.g., 1 1/2). The 
measurement you enter will be converted to a decimal number in the current 
default measurement, as selected in Units of Measure in Setup (Shift-F 1,3,8) (see 
Units o f Measure in Reference). WordPerfect allows ten input characters for 
margins.

If the measurements that you enter are greater than the overall length of the 
page, they will return to the default settings.

You must make margin changes within WordPerfect. WordPerfect overrides any margin 
settings you set on your printer.

Most laser printers have a minimum margin setting to allow for an unprintable 
region. If you enter a margin setting that is less than the minimum margin 
setting, WordPerfect resets the margins to equal the minimum margin setting.
For example, if your top unprintable region is .25" and you enter 0 for your top 
margin setting, WordPerfect will set your top margin at .25".

Text Adjustment
If you find that text on the printed page is not located where you expect it 
should be (according to the margins you have set), you may need to change your 
text adjustment. See Text Adjustment under Paper Size/Type in Reference for 
more information.

Note that your top margin setting should not be smaller than your text adjustment. I f  it 
is, text at the top o f the page may be overprinted.

See Also: Line Height; Margins, Left and Right; Printer Functions

Master Documents

A master document is a WordPerfect document that contains one or more 
subdocuments as well as intermixed text and codes. Subdocuments are other 
WordPerfect documents.

For example, a master document could be a book with several chapters. Each 
chapter could be a subdocument that exists as an individual file.

The benefit of using a master document is that it is very manageable and easy to 
edit. This is because the subdocuments can easily be removed from or retrieved 
to the master document. This lets you edit your individual subdocument files 
without having to scroll through a very large document to do so. It also lets you 
easily combine several subdocuments to create, among other things, a table of 
contents, a list, or an index for a large document.

Subdocuments can be easily retrieved or removed from a master document
because the master document contains subdocument links. These links, which
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Measurements 
When entering a measurement, you can enter fractions (e.g., 1 1/2). The 
measurement you enter will be converted to a decimal number in the current 
default measurement, as selected in Units of Measure in Setup (Shift-F 1,3 ,8) (see 
Units of Measure in Reference). WordPerfect allows ten input characters for 
margins. 

If the measurements that you enter are greater than the overall length of the 
page, they will return to the default settings. 

You must make margin changes within WordPerfect. WordPerfect overrides any margin 
settings you set on your printer. 

Most laser printers have a minimum margin setting to allow for an unprintable 
region. If you enter a margin setting that is less than the minimum margin 
setting, WordPerfect resets the margins to equal the minimum margin setting. 
For example, if your top unprintable region is .25" and you enter O for your top 
margin setting, WordPerfect will set your top margin at .25". 

Text Adjustment 
If you find that text on the printed page is not located where you expect it 
should be (according to the margins you have set), you may need to change your 
text adjustment. See Text Adjustment under Paper Size!Type in Reference for 
more information. 

Note that your top margin seTting should not be smaller than your text adjustment. If it 
is, text at the top of the page may be overprinted. 

See Also: Line Height; Margins, Left and Right; Printer Functions 

A master document is a WordPerfect document that contains one or more 
subdocuments as well as intermixed text and codes. Subdocuments are other 
WordPerfect documents. 

For example, a master document could be a book with several chapters . Each 
chapter could be a subdocument that exists as an individual file. 

The benefit of using a master document is that it is very manageable and easy to 
edit. This is because the subdocuments can easily be removed from or retrieved 
to the master document. This lets you edit your individual subdocument files 
without having to scroll through a very large document to do so. It also lets you 
easily combine several subdocuments to create, among other things, a table of 
contents, a list, or an index for a large document. 

Subdocuments can be easily retrieved or removed from a master document 
because the master document contains subdocument links. These links. which 
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you insert in a master document, are used to tell WordPerfect where a 
subdocument should be located in the master document. When you are ready to 
retrieve the subdocuments to the link locations, you can expand the master 
document. When you want to remove the subdocuments from the link locations, 
you can condense the master document.

Subdocument links are represented on the screen as comments. In the screen 
below, you can see two subdocument links.

A SUBDOCUMENT LINKS

Subdoc: C :\MAYREPRT

£V Subdoc: C:\MAYCHART

These links tell you and WordPerfect the name of the file that is to be retrieved 
to the link location. You can see the filename after the “Subdoc:” heading.

The process o f creating a m aster docum ent is as simple as typing text and 
inserting codes as you would in a normal document, then inserting the links 
where you want to include subdocuments.

To insert a subdocument link,

1 Move the cursor to where you want to insert the link.

You may want to insert a hard page break before the location of the 
subdocument link to make sure that the subdocument starts on a separate page. 
WordPerfect will not insert a hard page break for you when you expand the 
master document.

2 Press M ark Text (Alt-F5), then select Subdocument (2).

CB Select Subdocument from the Murk menu.

3 Enter the filename (include the pathname if necessary) of the subdocument 
you want to link to.

WordPerfect will let you enter a filename to a subdocument that does not yet 
exist. If the subdocument does not exist when you expand the master document, 
however, WordPerfect will display a prompt that tells you that subdocument does 
not exist (see Expanding a Master Document below).
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You can create as many subdocument links as you like in a master document. 
You can also save the master document, give it a filename, and use it as a 
subdocument in other master documents.

Notes Codes
One of the best things about using a master document is that codes in the master 
document function just like codes in a normal WordPerfect document. In other 
words, a code remains in effect until it is replaced by another code of the same 
type.

For example, if you set a code such as a margin setting anywhere in a master 
document, including in the subdocuments, that code remains in effect until 
WordPerfect reaches the next code of the same type. The same holds true for 
any type of numbering (e.g., page numbering, footnote numbering, line 
numbering) that you may have in your document.

One thing you should realize, however, is that a master document must be 
expanded for any of the subdocument codes to take effect.

Condensing a Master Document
Condensing a master document removes the subdocuments from the master 
document. It does not remove the links to the subdocuments, just the 
subdocuments themselves. If a master document is not expanded, it does not 
need to be condensed.

To condense a master document, press Mark Text (Alt-F5), select Generate (6), 
then select Condense Master Document (4).

When a master document is condensed, you are given the opportunity to save 
any editing changes you may have made to the subdocuments while they were in 
the master document. When WordPerfect displays the “Save Subdocs?" message 
on the status line, type y to save the subdocuments or type n to continue 
condensing the document without saving the subdocuments.

If you type y, WordPerfect displays the "Replace filename” message, then gives 
you three choices. Yes (1) tells WordPerfect to replace the old subdocument 
with the newly edited subdocument, No (2) lets you enter a new filename for the 
newly edited subdocument, and Replace All Remaining (3) tells WordPerfect to 
replace the old subdocument with the newly edited subdocument and to do the 
same for the rest of the subdocuments in the master document.

If a subdocument by the same name as the subdocument you are saving doesn 't exist, 
WordPerfect saves the newly edited subdocument without further prompt.

Cross-References, Tables, Lists, and Indexes
A master document is especially useful for generating cross-references, endnotes, 
indexes, lists, tables of contents, and tables of authorities for a document. As 
long as the proper codes for those features are located in the master document, 
the Generate feature (Alt-F5,6,5) will work as it does in a normal document.
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For most of the features listed in the paragraph above, you should mark the 
entries in the subdocuments. Then, you should include the definition code in the 
master document. For example, if you are compiling an index, you should mark 
the index entries in the subdocuments. Then, you should move to the bottom of 
the master document, insert a hard page break, and insert an Index Definition 
code.

If you are generating a condensed master document, WordPerfect expands the 
document during generation, then condenses the document after generation. 
During the generation, WordPerfect prompts you with the “Update Subdocs?” 
message. Type n to delete the subdocuments without saving them, or type y to 
save all subdocuments before deleting them from the master document.

As mentioned in Codes above, numbering in a master document functions just as 
it does in a normal document. Unless WordPerfect encounters a code calling for 
a numbering change somewhere in the master document (including the 
subdocuments), numbering starts at one and continues throughout the document. 
If WordPerfect does encounter a code calling for a numbering change, it changes 
numbering at that point, then continues from the specified number.

Unless you have a hard page break at the top of your subdocuments (a rare 
occurrence), you should insert a hard page break (Ctrl-Enter) before the link to 
the subdocument. Otherwise, WordPerfect will not start the subdocument on a 
separate page.

Expanding a Master Document
Expanding a master document retrieves the subdocuments to the master 
document. If you plan to print a master document, you must expand the 
document. If you don’t expand the master document, the condensed version is 
printed.

When a master document is expanded, subdocuments are formatted for the 
currently selected printer. This means that if the subdocuments were saved with 
a different printer definition, fonts and other printer-specific formatting changes 
may not appear as they did in the subdocument.

To expand a master document, press Mark Text (Alt-F5), select Generate (6), 
then select Expand Master Document (3).

As the master document is being expanded, prompts appear on the status line 
letting you know which subdocuments are being expanded. If a subdocument 
doesn't exist, WordPerfect displays the “Subdoc Not Found (Press Enter to 
Skip)” message along with the filename of the subdocument that doesn’t exist. 
You can press Enter to have WordPerfect skip over that subdocument and 
continue, or you can re-enter the filename.

When the master document is expanded, the “Subdoc: filename” comments are 
replaced with a “Subdoc Start: filename” comment at the beginning of the 
subdocument and a “Subdoc End: filename” comment at the end of the 
subdocument. These comments let you know which text in the master document
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is in a subdocument. Like all WordPerfect comments, these comments are not 
printed.

You can edit any text in a master document, including text in a subdocument. If 
you save or condense the document, WordPerfect will give you the opportunity 
to save the editing changes in the subdocuments (see Condensing a Master 
Document above and Saving a Master Document below).

Saving a Master Document
You can save a master document just as you can any other document. This 
includes saving a document with either the Save or Exit features.

If you are saving an expanded master document, however, WordPerfect displays 
the “Document is Expanded, Condense it?” prompt. If you type n, WordPerfect 
will save the document in its expanded form and will not display this prompt on 
subsequent saves. If you type y, WordPerfect begins to condense the master 
document.

As WordPerfect begins to condense the master document, it gives you the 
opportunity to save any editing changes you may have made to the 
subdocuments while they were in the master document. This process is 
described under Condensing a Master Document above.

See Also: Cross-Reference; Generate; Index; Lists; Table of Authorities; Table 
of Contents

Math

There are two ways to perform fundamental math calculations in a document: 
Tables and Math. The Tables feature approaches math operations much like a 
spreadsheet program, and may be easier for those familiar with such programs. 
The Math feature takes a different approach to math operations which avoids the 
formatting of Table lines and boxes.

If you have not used the Math features in WordPerfect, we recommend that you 
try Tables math first (see Table, Math in Reference).
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The Math feature uses tab stops to designate columns. Both numbers and text 
can be typed into columns, and numbers can be calculated down or across 
columns.

The simplest way to use Math is to calculate subtotals, totals, and grand totals 
down the tab columns. This process eliminates the need to define Math columns 
(step 2 below). The headings under Notes below guide you through the process 
of performing such fundamental math calculations (down columns).
If you want to use Math for more sophisticated applications, the instructions 
under Notes refer you to three other sections in Reference: Math, Define 
Columns; Math—Row Titles, Numbers, and Functions; and Math, Formulas.

There are six basic steps to creating a math document. For details on each step, 
see the individual headings under Notes below.

1 Move the cursor to where you want to use Math, then set a tab stop for each 
math column (see Tab Set in Reference for details).

2 Define the math columns (Alt-F7,3,3)—only if you need to do more than just 
calculate down columns.

3  Turn on Math (Alt-F7,3,1).

4 Enter row titles, numbers, functions, and formulas into the math document.

5 Calculate the operators, functions, and formulas in the math document.

6 Turn off Math (Alt-F7,3,2).

Notes The following headings are listed in the order they should be performed (in most
cases) when using Math, rather than alphabetically as in other sections.
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The simplest way to use Math is to calculate subtotals, totals, and grand totals 
down the tab columns. This process eliminates the need to define Math columns 
(step 2 below). The headings under Notes below guide you through the process 
of performing such fundamental math calculations (down columns). 

If you want to use Math for more sophisticated applications, the instructions 
under Notes refer you to three other sections in Reference: Math. Define 
Columns; Math-Row Titles, Numbers, and Functions; and Math. Formulas. 

There are six basic steps to creating a math document. For details on each step, 
see the individual headings under Notes below. 

1 Move the cursor to where you want to use Math. then set a tab stop for each 
math column (see Tab Set in Reference for details). 

2 Define the math columns (Alt-F7.3 ,3)-only if you need to do more than just 
calculate down columns. 

3 Turn on Math (Alt-F7 ,3,I). 

4 Enter row titles, numbers, functions, and formulas into the math document. 

5 Calculate the operators, functions, and formulas in the math document. 

6 Turn off Math (Alt-F7,3,2). 

The following headings are listed in the order they should be performed (in most 
cases) when using Math. rather than alphabetically as in other sections. 



Set Tab Stops
You designate math columns by setting tab stops. You can use the default tab 
stops, but they will likely provide too narrow of columns.

You can adjust the space between columns by resetting the tab stops 
(Shift-F8,l,8). If the numbers in one column overlap into the next column, the 
calculations will not be correct, and you will need to reset the tab stops to make 
more room (see Tab Set in Reference).

Please note that it is the tab stops that represent columns in Math—not the space 
between tab stops. When you insert numbers into most math columns, they are 
aligned at the tab stops. Numbers are preset to align on a decimal character (see 
Other Format in Reference).

B o th  a b s o lu te  a n d  r e la tiv e  ta b s  w o r k  w ith  M ath .

Since numbers align at the tab stops, the space between the left margin and the 
first tab stop is not counted as a math column. It can be used for row titles or 
any text that labels the math document.

Define the Math Columns
There are four types of Math columns: Text, Numeric, Total, and Calculation.
All Math columns are preset to be numeric. In numeric columns, you can type 
numbers and then calculate subtotals, totals, and grand totals down the columns. 
If that is all you need, you can skip Define the Math Columns and proceed to 
Turn On Math below.

If your needs are more sophisticated (e.g., calculating across columns), you will 
need to display the Math Definition menu by pressing Columns/Table (Alt-F7), 
selecting Math (3), then selecting Define (3).

From  the M ath D efin ition  m enu, y o u  can change num eric co lu m n s into text.
total, and calculation columns. For details, see Math. Define Columns in 
Reference.

To exit the Math Definition menu, press Exit (F7).

Turn On Math
When you define Math columns from the Math Definition menu, you are 
returned to the Math menu. From the Math menu you can turn on Math by 
selecting On (1).

If you do not need to define your Math columns, you can use the following steps 
to turn on Math. These steps also apply if you are using Math in multiple 
locations in a document (with the same definition) and want to turn on Math at 
any of those locations.

1 Move the cursor to the place in the document where you want Math to start 
(if you defined math columns, the cursor should be positioned after the Math 
Definition code).
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2 Press Columns/Table (Alt-F7), select Math (3), then select On (1).

CB Select Math from the Layout menu, then select On.

Turning on the Math feature inserts [Math On] into the Reveal Codes screen at 
the cursor position. Whenever the cursor moves to the right of the code, the 
message “Math" appears at the bottom left of the screen.

Enter Row Titles, Numbers, Functions
Since the space between the left margin and the first tab stop is not used by the 
Math feature, you can type any row titles or labels using this space. Once you 
have typed a title or label, press Tab to move to the first column. Unless you 
have changed it, the first column is a numeric column, and you can type a 
number into it. In numeric columns, numbers shift left until you type the 
alignment character (usually a decimal point), and then they allow normal entry 
to the right (see Other Format in Reference). For decimal numbers, WordPerfect 
will calculate up to four digits to the right of the decimal.

Once you have typed a number, press Tab again to move to the next Math 
column, then type another number. Repeat this process until your first row of 
numbers is complete. Then press Enter to move to the next line where you can 
begin inserting the next row of information.

When you reach the bottom of a column of numbers, you can type a function 
instead of a number to designate where a calculation should occur. Functions 
are abbreviated formulas. They tell WordPerfect what to do with a column of 
numbers. For simple calculations type any of the following functions (just type 
the character +. =, or *) to perform the following calculations:

+ Subtotals numbers above it.
= Totals all subtotals above it.
* Gives a grand total of all totals above it.

When you type the function, the character appears on the screen (+, =, *), but a 
code is inserted into the Reveal Codes screen (e.g., [+]). The result of the 
function does not appear until you calculate the Math document. The function 
characters appear on the screen but do not print.

The Math feature includes several other functions in addition to those mentioned 
above and allows for more sophisticated calculations and formatting. For details, 
see Math—Row Titles. Numbers, and Functions in Reference.

Calculate
When you finish creating the math document, you are ready to calculate the 
results.

1 Press Columns/Table (Alt-F7), select Math (3), then select Calculate (4).

CB Select Math from the Layout menu, then select Calculate.

Any function characters you have entered in the document now display the 
appropriate calculation results.

404 MATH

2 Press Columnsrfable (Alt-F7 ), select Math (3), then select On (1) . 

LEI Select Math from the Layout menu, then select On. 

Turning on the Math feature inserts [Math On I into the Reveal Codes screen at 
the cursor position. Whenever the cursor moves to the right of the code, the 
message "Math" appears at the bottom left of the screen. 

Enter Row Titles, Numbers, Functions 
Since the space between the left margin and the first tab stop is not used by the 
Math feature, you can type any row titles or labels using this space. Once you 
have typed a title or label. press Tab to move to the first column. Unless you 
have changed it, the first column is a numeric column, and you can type a 
number into it. In numeric columns, numbers shift left until you type the 
alignment character (usually a decimal point). and then they allow normal entry 
to the right (see Other Format in Reference) . For decimal numbers, WordPerfect 
will calculate up to four digits to the right of the decimal. 

Once you have typed a number, press Tab again to move to the next Math 
column, then type another number. Repeat this process until your first row of 
numbers is complete. Then press Enter to move to the next line where you can 
begin inserting the next row of information. 

When you reach the bottom of a column of numbers, you can type a function 
instead of a number to designate where a calculation should occur. Functions 
are abbreviated formulas. They tell WordPerfect what to do with a column of 
numbers. For simple calculations type any of the following functions Uust type 
the character +. =. or *) to perform the following calculations: 

+ 

* 

Subtotals numbers above it. 
Totals all subtotals above it. 
Gives a grand total of all totals above it. 

When you type the function. the character appears on the screen ( +. =, *), but a 
code is inserted into the Reveal Codes screen (e .g., I+]). The result of the 
function does not appear until you calculate the Math document. The function 
characters appear on the screen but do not print. 

The Math feature includes several other functions in addition to those mentioned 
above and allows for more sophisticated calculations and formatting. For details, 
see Math- Row Titles. Numbers, and Functions in Reference. 

Calculate 
When you finish creating the math document, you are ready to calculate the 
results. 

1 Press Columnsrfable (Alt-F7), select Math (3), then select Calculate (4). 

rn Select Math from the La_vout menu. then select Calculate. 

Any function characters you have entered in the document now display the 
appropriate calculation results . 



If numbers overlap into other columns, calculations may not be accurate, and you 
will need to reset your tab stops to allow more space, and then calculate again 
(see Tab Set in Reference).

If you have more than one math section in a document, WordPerfect starts at the 
cursor position and searches backward for the closest math section and calculates 
it. If no math section is found in the backward search, then WordPerfect 
searches forward from the cursor and calculates the closest math section in that 
direction. You need to calculate each section separately.

Turn Off Math
When you finish working on a math section of the document, you can return to 
regular WordPerfect editing by turning off Math.

1 Move the cursor to the end of the math section of the document.

2 Press Columns/Table (Alt-F7), select Math (3), then select Off (2).

□3 S e le c t  M a th  f r o m  th e L a y o u t  m en u , th en  s e le c t  O ff.

[Math Off] is inserted into the Reveal Codes screen at the cursor position.
[Math On] and [Math Off] codes define the limits of the math section of a 
document. When you move the cursor to the right of [Math Off], the “Math” 
message disappears from your screen.

By turning on and off Math at different locations, you can have multiple math 
sections in a document. You can also create distinct math definitions at different 
locations in a document by moving the cursor to a new position, then defining 
math columns (see Math, Define Columns in Reference).

If an entire document includes only math, you do not have to turn off Math.

See Also: Math, Define Columns; Math, Formulas; Math—Row Titles,
Numbers, and Functions

Math, Define Columns

Once you have set the tab stops for the columns you want to use in Math, you 
are ready to define the Math columns. If you only want to add numbers down a 
math column (or if you have previously defined math columns in your document 
and want to use the same definition again), you can skip this step and turn on 
Math to start using the feature (see Math in Reference). You can define each 
column to be one of four different types (see Types o f Columns below), and you 
can specify the way numbers will be displayed.
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If numbers overlap into other columns, calculations may not be accurate, and you 

will need to reset your tab stops to allow more space, and then calculate again 
(see Tab Set in Reference) . 

If you have more than one math section in a document. WordPerfect starts at the 
cursor position and searches backward for the closest math section and calculates 
it. If no math section is found in the backward search. then WordPerfect 
searches forward from the cursor and calculates the closest math section in that 
direction. You need to calculate each section separately. 

Turn Off Math 
When you finish working on a math section of the document, you can return to 
regular WordPerfect editing by turning off Math. 

1 Move the cursor to the end of the math section of the document. 

2 Press Columnsffable (Alt-F7), select Math (3 ), then select Off (2). 

rn Select Math from the Layout menu, then select Off 

[Math Off] is inserted into the Reveal Codes screen at the cursor position. 
[Math On] and [Math Off] codes define the limits of the math section of a 
document. When you move the cursor to the right of [Math Off]. the "Math" 
message disappears from your screen. 

By turning on and off Math at different locations, you can have multiple math 
sections in a document. You can also create distinct math definitions at different 
locations in a document by moving the cursor to a new position, then defining 
math columns (see Math, Define Columns in Reference) . 

If an entire document includes only math, you do not have to turn off Math. 

See Also: Math, Define Columns; Math, Formulas; Math- Row Titles. 
Numbers. and Functions 

Math, Define Columns 

Once you have set the tab stops for the columns you want to use in Math, you 
are ready to define the Math columns. If you only want to add numbers down a 
math column (or if you have previously defined math columns in your document 
and want to use the same definition again), you can skip this step and turn on 
Math to start using the feature (see Math in Reference). You can define each 
column to be one of four different types (see Types of Columns below), and you 
can specify the way numbers will be displayed. 
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To define math columns,

1 Press Columns/Table (Alt-F7), select Math (3), then select Define (3) to 
display the Math Definition menu.

[ 3  S e le c t  M a th  f r o m  th e  L a y o u t  m enu , th en  s e le c t  D efin e .

2 Move through the Math Definition menu with the arrow keys, then edit any 
of the column settings you want changed (see the headings under Notes 
below).

3 Press Exit (F7) to save the definition and return to the Columns/Table menu.

[Math Defj is inserted into the Reveal Codes screen at the cursor position. If
you want these changes to affect your math section, the cursor must be
positioned after [Math Def] when you turn on Math.

Notes Calculation Formulas
If you define a calculation column, you can enter a formula which will be used 
to calculate numbers across columns. You can define up to four calculation 
columns per Math definition.

For information on calculation formulas, see Math, Formulas in Reference.

Decimal/Align Character/Thousands’ Separator
Though not listed on the Math Definition menu, the Decimal/Align 
Character/Thousands’ Separator feature also affects the way math results are 
displayed.

The deciinal/align character is the character that is used to separate decimal 
fractions from whole numbers and is preset to a period (.). The thousands' 
separator character is the character used to separate hundreds from thousands and 
is preset to a comma (,).

To change these settings,

1 Move the cursor to the place where you want to change the settings (usually 
before the Math Definition code).

2 Press Format (Shift-F8), then select Other (4).

CO S e le c t  O th e r  f r o m  th e  L a y o u t  m enu .

3 Select Decimal/Align Character/Thousands’ Separator (3).

4 Type a decimal character or press Enter, then type a thousands’ separator 
character or press Enter.

5 Press Exit (F7) to return to the document.

The settings change from that point forward in the document. The decimal 
character also serves as the alignment character in number, total, and calculation 
columns (see Other Format in Reference).

406 MATH, DEFINE COLUMNS
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To define math columns. 

1 Press Columnsffable (Alt-F7), select Math (3), then select Define (3) to 
display the Math Definition menu. 

[Bl Select Math from the Layout menu, then select Define. 

2 Move through the Math Definition menu with the arrow keys, then edit any 
of the column setting:i you want changed (see the heading:i under Notes 
below). 

3 Press Exit (F7J to save the definition and return to the Columnsffable menu. 

[Math Def! is inserted into the Reveal Codes screen at the cursor position. If 
you want these changes to affect your math section. the cursor must be 
positioned after [Math Def] when you turn on Math. 

Calculation Formulas 
If you define a calculation column. you can enter a formula which will be used 
to calculate numbers across columns. You can define up to four calculation 
columns per Math definition. 

For information on calculation formulas, see Math, Formulas in Reference. 

Decimal/Align Character/Thousands' Separator 
Though not listed on the Math Definition menu. the Decimal/Align 
Characterffhousands' Separator feature also affects the way math results are 
displayed. 

The 1.kcimal/align character is the character that is used to separate decimal 
fractions from whole numbers and is preset to a period (.J. The thousands' 
separator character is the character used to separate hundreds from thousands and 
is preset to a comma (.). 

To change these settings, 

1 Move the cursor to the place where you want to change the settings (us ually 
before the Math Definition code). 

2 Press Format (Shift-F8), then select Other (4). 

[81 Select Other from the Lavol/1 menu. 

3 Select Decimal/A lign Characterffhousands' Separator (3). 

4 Type a decimal character or press Enter. then type a thousands· separator 
character or press Enter. 

5 Press Exit I F7 J to return to the document. 

The settings change from that point forward in the document. The decimal 
character also serves as the alignment character in number, total, and calculation 
columns (see Other Format in Reference) . 



I f  y o u  a re  u sin g  an  in te r n a tio n a l v e r s io n  o f  W o rd P erfec t, you can use a period  ( .)  a s  the  

d e c im a l/a l ig n  c h a r a c te r  r e g a r d le s s  o f  th e  p r im a r y  d e c im a l/a lig n  c h a r a c te r  o f  th e p a c k a g e  
la n g u a g e . H o w ever , y o u  c a n n o t u se  a  p e r io d  ( .)  a s  th e  d e c im a l/a l ig n  c h a r a c te r  w h en  y o u  
a r e  u sin g  th e  M a th  fe a tu r e , w h ere  b o th  th e d e c im a l/a l ig n  c h a r a c te r  a n d  th e  th o u sa n d s '  
s e p a r a to r  a re  u s e d  to g e th er. (This a p p l ie s  to international versions only.)

Math Definition Menu
The Math Definition menu includes 24 columns (A through X), all of which are 
available for performing math operations. Column A is at the first tab stop to 
the right of the margin; column B is at the second tab stop to the right, etc.

Math Definition
Columns
Type
Negative Numbers

Number of Digits to 
the Right ( 0-4)

Calculation 1 
Formulas 2

3

Type of Column:
0 - Calculation

Use arrow keys to position cursor
A B C D E F G H I J K L M N O P O R S T U V W X
2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2
< ( ( ( ( ( ( ( ( < ( ( ( < < ( ( ( ( < < ( ( (
2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2

1 - Text 2 = Numeric 3 = Total

Negative Numbers
( - Parentheses (50.00) - - Minus Sign -50.00

Press Exit when done

To change the definition of a column, move the cursor underneath the column 
letter using Left Arrow (<-) or Right Arrow (->), then select the number 
corresponding to the column type you want (0-3). If you select Calculation (0), 
the cursor moves to a calculation formula line where you can enter the formula 
to be used in the calculation column (see Math, Formulas in Reference).

With the cursor directly under a column letter, you can also press Down Arrow 
(i) once and change the way negative numbers will be displayed in results by 
typing ( or -  (see Negative Numbers below). Press Down Arrow again, and you 
can change the number of digits that will be displayed to the right of the decimal 
in results by typing a number (see Number o f Digits to the Right below).

Negative Numbers
You can choose how you want WordPerfect to display negative results by typing 
( for parentheses or -  for the minus sign in the Math Definition menu. The 
default setting for displaying negative numbers is with parentheses.

Number of Digits to the Right
You can choose how many digits (up to 4) you want WordPerfect to display to 
the right of the decimal character (in calculated results) by entering a number 
from 0 to 4 in the Math Definition menu. WordPerfect rounds a trailing digit up 
if it is greater than or equal to 5.
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If you are using an intemariona/ version<~{ WordPe,fect, you rnn use a period (.) as the 
decimal/align character regardless of the primary decimal/align character of the package 
language. However, you cannot use a period (. ) as the decimal/align character when you 
are using the Math feawre, where bOlh rhe decimal/align character and the rhousands · 
separator are used togerhe1: (This applies to i11tenwtio1wl versions on/_\'. ) 

Math Definition Menu 
The Math Definition menu includes 24 columns (A through X), all of which are 
available for performing math operations. Column A is at the first tab stop to 
the right of the margin; column 8 is at the second tab stop to the right. etc. 

Columns 

Type 

Negat ive N11niber:s 

Number of Dig1 ts to 
the Right ( 0-4 l 

Calculation l 
F'ormulas 2 

3 

• 
Type of Column: 

ABCOEFGHIJK MNOPORSTUV\,jX 

2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 

l ( ( ( ( ( ( ( < ( ( ( ( < < ( ( C < l ( < ( ( 

2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 

0 - Calculation l Te,ct 2 • Numeri 3 Total 

Negative Numbecs 
j • Parent:h"'ses (50.00) - - Minus Sign -50. no 

Press [xit ,.,ht>n done 

To change the definition of a column. move the cursor underneath the column 
letter using Left Arrow (~) or Right Arrow(➔), then select the number 
corresponding to the column type you want (0-3 ). If you select Calculation (0), 
the cursor moves to a calculation formula line where you can enter the rormula 
to be used in the calculation column (see Math, Formulas in Reference). 

With the cursor directly under a column letter, you can also press Down Arrow 
( t) once and change the way negative numbers will be displayed in results by 
typing ( or - (see Negative Numbers below). Press Down Arrow again, and you 
can change the number of digits that will be displayed to the right of the decimal 
in results by typing a number (see Number of Digits to the Right below). 

Negative Numbers 
You can choose how you want WordPerfect to display negative results by typing 
( for parentheses or - for the minus sign in the Math Definition menu. The 
default setting for displaying negative numbers is with parentheses. 

Number of Digits to the Right 
You can choose how many digits (up to 4) you want WordPerfect to display to 
the right of the decimal character (in calculated results) by entering a number 
from 0 to 4 in the Math Definition menu. WordPerfect rounds a trailing digit up 
if it is greater than or equal to 5. 
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Types of Columns
There are four types of column definitions available in the Math Definition 
menu. The initial setting for each column is numeric.

Math Definition

Columns
Type

Negative Numbers
Numtier of Digits to 

the Right (0-4)
Calculation 1 C 

Formulas 2

Type of Column:
0 = Calculation

Negative Numbers
( - Parentheses

Press Exit when done

Calculation
Select this type when you want to create and calculate a formula using the 
four Math operators. These formulas are calculated across columns and can 
use numbers from the same row (see Math, Formulas in Reference).

Numeric
Select this type when you want to add positive and negative numbers down a 
column to create subtotals, totals, and grand totals. All columns are preset to 
numeric unless you define them otherwise.

Text
Select this type when you want to include descriptions, row titles or labels, 
etc., in a column of your math document.

Total
Select this type when you want to display only the totals from the column to 
the left.

See Also: Math; Math, Formulas; Math—Row Titles, Numbers, and Functions

Use arrow keys to position cursor

A B C D E F G H I J K L M N O P Q R S T U V W X
2 3 0 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2

( ( ( ( ( ( ( ( ( ( ( ( ( ( ( ( ( ( ( ( ( ( I f
2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2

. 05*A

1 - Text 2 - Numeric 3 - Total 

(50.00) - - Minus Sign -50.00

M a th , Form ulas

If you are using the Math feature, you can use math operators, numbers, and 
column letters to create formulas. Formulas are useful if you want to do more 
than just add positive and negative numbers down a column. Formulas calculate 
results across columns.
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Types of Columns 
There are four types of column definitions available in the Math Definition 
menu. The initial setting for each column is numeric. 

,,. ... ,r. Dt!f1ntttori 

Neg~tive Nu11ber s 

Nu111De1: of 01 g1 ts to 
the Right !0- 0. ) 

Celr.:ull!ltton l 
Farmulos 2 

Type of Coh1mn: 

uu arrcu kf!ys tc ~cgiticn cur .eer 

A8CD EFGH I .lKLM N0PQRSTUV l,IX 

l 3 a 2 2 2 2 2 2 2 2 2 2 :Z 2 2 2 :Z 2 2 2 2 2 2 

I If I ( ( ( 1 I ( ( I (II I (II If f l I 

2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 

0 • Cl!llc:ul&tlon 1 • Text 2 • Numeric 3 • Totl!ll 

Nega tive Numbers 
( • Parentneses (50.00) - • Minus Sign -SO.QC 

Calculation 
Select this type when you want to create and calculate a formula using the 
four Math operators. These formulas are calculated across columns and can 
use numbers from the same row (see Math, Formulas in Reference). 

Numeric 
Select this type when you want to add positive and negative numbers down a 
column to create subtotals, totals, and grand totals. All columns are preset to 
numeric unless you define them otherwise. 

Text 
Select this type when you want to include descriptions, row titles or labels, 
etc ., in a column of your math document. 

Total 
Select this type when you want to display only the totals from the column to 
the left. 

See Also: Math; Math, Formulas; Math-Row Titles, Numbers, and Functions 

If you are using the Math feature, you can use math operators, numbers, and 
column letters to create formulas. Formulas are useful if you want to do more 
than just add positive and negative numbers down a column. Formulas calculate 
results across columns. 



You can also create formulas if you are using the Tables feature (see Table,
Math in Reference).

This section is devoted to a description of formulas used with the Math feature. 
The steps below indicate how to insert formulas into a document. For 
instruction on creating formulas, see Creating Formulas below.

Formulas can only be inserted into calculation columns. You can define up to 
four calculation columns in your math definition. When you define a calculation 
column, you must also define the formula to be used in that column.

The following steps show you how to enter a formula starting from the normal 
editing screen. If you are already at the Math Definition menu, skip to step 3 
below.

1 If you have already turned on Math, move the cursor immediately to the left 
of the [Math On] code (in the Reveal Codes screen).

or

Move the cursor to where you want the math definition inserted into the 
document.

2 Press Columns/Table (Alt-F7), select Math (3), then select Define (3).

CB Select Math from the Layout menu, then select Define.

3 Move the cursor directly below the letter of the column you want to define 
as a calculation column.

E a c h  co lu m n  h a s  a  le t te r  a s s o c ia te d  w ith  it. T he f i r s t  ta b  s to p  is  co lu m n  A . th e  s e c o n d  is  
co lu m n  B, etc .

4 Select Calculation (0) to define the column as a calculation column.
5 Enter the formula you want calculated for the column.

6 Press Exit (F7) twice to return to the normal editing screen.

You can create up to four formulas for each Math section in a document (one 
per calculation column).

As you press Tab to move into a calculation column, an exclamation mark (!) 
appears on the screen, and a [!] code is inserted into the Reveal Codes screen. 
This is a symbol inserted by WordPerfect indicating that the formula for the 
column will be calculated on the current line. Delete the “ !” if you do not want 
WordPerfect to calculate the formula for that line.

Notes Calculating Formulas
To calculate formulas, press Columns/Table (Alt-F7), select Math (3), then 
select Calculate (4). WordPerfect calculates the formula across the columns of 
your math document.
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You can also create formulas if you are using the Tables feature (see Table, 
Math in Reference). 

This section is devoted to a description of formulas used with the Math feature. 
The steps below indicate how to insert formulas into a document. For 
instruction on creating formulas, see Creating Formulas below. 

Formulas can only be inserted into calculation columns. You can define up to 
four calculation columns in your math definition. When you define a calculation 
column, you must also define the formula to be used in that column. 

The following steps show you how to enter a formula starting from the normal 

editing screen. If you are already at the Math Definition menu. skip to step 3 
below. 

1 If you have already turned on Math, move the cursor immediately to the left 
of the [Math On] code (in the Reveal Codes screen). 

or 

Move the cursor to where you want the math definition inserted into the 
document. 

2 Press Columnsffable (Alt-F7), select Math (3), then select Define (3) . 

CB Select Math from the Layout menu, then select Define. 

3 Move the cursor directly below the letter of the column you want to define 
as a calculation column. 

Each column has a letter associated with it. The first tab stop is column A. the second is 
column B, etc. 

4 Select Calculation (0) to define the column as a calculation column. 

5 Enter the formula you want calculated for the column. 

6 Press Exit (F7) twice to return to the normal editing screen. 

You can create up to four formulas for each Math section in a document (one 
per calculation column). 

As you press Tab to move into a calculation column, an exclamation mark(!) 
appears on the screen, and a [ ! ] code is inserted into the Reveal Codes screen. 
This is a symbol inserted by WordPerfect indicating that the formula for the 
column will be calculated on the current line . Delete the "!" if you do not want 
WordPerfect to calculate the formula for that line. 

Calculating Formulas 
To calculate formulas, press Columnsffable (Alt-F7), select Math (3), then 
select Calculate ( 4 ). WordPerfect calculates the formula across the columns of 
your math document. 
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Calculation Order
When there are two or more operators, they are calculated from left to right.

In the first example, 2*3=6, 6-1=5, and 5/2=2.5. In the second example, 2-3=- 
1. -* 1 = -1 , and -1/2=-.5.

If you want to change the order of calculation, use parentheses. The operator(s) 
in parentheses are calculated first.

2*(3-l)/2 2.00

In this example, 3-1=2 is calculated first, then 2*2=4, and 4/2=2.

You can nest parentheses within parentheses up to seven levels—for example, 
2*((a-l)/2)+b.

Great ng Formulas
Once you have selected a calculation column from the Math Definition menu 
(see the steps above), you can create a formula for the designated column using 
operators, numbers, and math column letters, or you can use four special 
functions.

There are four operators you can use to create a formula.
+ A dd

Formulas Result

2*3-1/2 
2-3 *1/2

2.5
(.50)

formula Result

Subtract
Multiply

/ Divide

You use these operators in combination with numbers and the math column 
letters to create a formula. For example:

Formula Result

2*3-1
2*3-A

5.00
6.00-the number in column A
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Calculation Order 
When there are two or more operators, they are calculated from left to right. 

Formulas 

2*3-1/2 
2-3*1/2 

Result 

2.5 
(.50) 

In the first example, 2*3=6, 6-1 =5, and 5/2=2.5. In the second example, 2-3=­
I. - * l=-1, and -1/2=- .S. 

If yeou want to change rhe order of calculation, use parentheses. The operator(s) 
in parentheses are calculated first. 

Formula 

= *(3-1 )/2 

Result 

2.00 

In this example, 3-1=2 is calculated first, then 2*2=4, and 4/2=2. 

You ,:an nest parentheses within parentheses up to seven levels-for example, 
l*((a-1 )/2)+b. 

Creat ng Formulas 
Once you have selected a calculation column from the Math Definition menu 
(see the steps above), you can create a formula for the designated column using 
operators, numbers, and math column letters, or you can use four special 
functions. 

There are four operators you can use to create a formula. 

+ Add 
Subtract 
Multiply 
Divide 

You use these operators in combination with numbers and the math column 
letters to create a formula. For example: 

Formula 

2*3-1 
2*3-A 

Result 

5.00 
6.00-the number in column A 



In the second example, the number in column A (on the same line as the 
formula) is subtracted from 6.00.

The formula might appear as follows:

A  FORMULA

Math Definition

Columns

Type
Negative Numbers

Number of Digits to 
the Right (0-4)

Use arrou keys to position cursor 

A B C D E F G H I J K L M N O P Q R S T U V W X  
2 0 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2  
(<((<(<<<<(<<<(<(  l ( ( < < ( l 
2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2

2*3-A 4 ^

Type of Column:
0 =- Calculation 1 - Text 2 * Numeric 3 =- Total

Negative Numbers
( - Parentheses (50-00) - = Minus Sign -50.00

Press Exit when dune

A formula can use numbers from the left and right of the formula (on the same 
row).

If you use decimal numbers in a formula, WordPerfect will calculate up to 4 
digits to the right of the decimal.

When you want to indicate a negative number in a formula, use a minus sign.

Formula Result

—2*3—1/2 (3.50)
-2*3-A (b.OO)-the number in column A

Results displayed in parentheses are negative numbers. You can change the way 
WordPerfect displays negative numbers by changing the math definition (see 
Math, Define Columns in Reference).

There are also four special functions you can use while defining a formula in 
Math:

+ Add numbers across numeric columns.
+/ Average numbers across numeric columns.
= Add numbers across totals columns.
=/ Average numbers across totals columns.

These functions cannot be combined or used with other functions, operators, or 
numbers.

Editing Formulas
If you want to edit a formula, you must first move the cursor immediately to the 
right of the [Math Def] code you want to edit (in the Reveal Codes screen).
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A FORMULA 

In the second example, the number in column A (on the same line as the 

formula) is subtracted from 6.00. 

The formula might appear a~ follows : 

11ath Dettnttion 

Columns 

Type 

Negative Nutabers 

Numbec a! Digit: to 
the R gt'lt 4 

Type of '"'Jl Jtnn 
a lat1on 

ricgativc Numbecs 

U~e arrow keys to po51t 1on c::uc~or 

ABC"'OEFGHIJKLHNOPQHSTUIJ\ol)( 

'0 2 2 2 7 2 2 2 2 2 J l 2 2 2 2 2 2 2 2 2 2 2 

I ( ( ( ( f ( (II I I It ( ( t t' ( 
2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 

2 l>:umeri, ) Tot.c10l 

i Parenthesei O 'JO - = Minus Sl(;in 100 

A formula can use numbers from the left and right of the formula (on the same 
row). 

If you use decimal numbers in a formula, WordPerfect will calculate up to 4 
digits to the right of the decimal. 

When you want to indicate a negative number in a formula. use a minus sign. 

Formula 

-2*3-1/2 
-2*3-A 

Result 

(3.50) 
(6.00)-the number in column A 

Results displayed in parentheses are negative numbers. You can change the way 
WordPerfect displays negative numbers by changing the math definition (see 
Math, Defme Columns in Reference). 

There are also four special functions you can use while defining a formula in 

Math: 

+ Add numbers across numeric columns. 
+/ Average numbers across numeric columns. 
= Add numbers across totals columns. 
=I Average numbers across totals columns. 

These functions cannot be combined or used with other functions, operators, or 
numbers. 

Editing Formulas 
If you want to edit a formula, you must first move the cursor immediately to the 
right of the [Math Def] code you want to edit (in the Reveal Codes screen). 
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Then, display the Math Definition menu (Alt-F7,3,3), move the cursor directly 
below the column you want to edit, type 0, make any changes, and press Enter. 
Pressing Enter without making any changes erases the formula.

Fractions
When you want to use a fraction in a formula, place it in parentheses or use its 
decimal equivalent (e.g., (1/2), .5).

See Also: Math; Math, Define Columns; Math—Row Titles, Numbers, and 
Functions

Math— Row Titles, Numbers, and Functions

The Math feature (not Tables math) lets you define four math column types: 
Text, Numeric, Total, and Calculation. Each type is designed for entering row 
titles, numbers, functions, and/or formulas. Row titles can only be entered in 
text columns; functions can only be entered in numeric, total, or calculation 
columns. Numbers can be entered in all four types of columns but are not 
calculated when entered in text columns. And formulas can only be entered in 
calcu ation columns (for details on formulas, see Math, Formulas in Reference).

If you want column titles, you should enter them before turning on Math (see 
Math in Reference).

Notes Functions
A function is a symbol that determines the way WordPerfect calculates numbers. 
In numeric, calculation, or total columns, you can use one of six functions (+, =, 
*, t, T, and N). You can also use four special functions when creating a formula 
(see Math, Formulas in Reference).

A calculated answer is called a result. Results do not appear until they are 
calculated (see Math in Reference).

Functions used in numeric and calculation columns calculate numbers above 
them, within the same column. Functions used in totals columns calculate 
numbers in the column to the left above them.
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Then. display the Math Definition menu (Alt-F7,3,3), move the cursor directly 
below the column you want to edit, type 0, make any changes, and press Enter. 
Pres:,ing Enter without making any changes erases the formula. 

Fractions 
When you want to use a fraction in a formula. place it in parentheses or use its 
decimal equivalent (e.g., ( 1/2), .5). 

See Also: Math; Math , Define Columns; Math-Row Titles, Numbers, and 
Functions 
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The Math feature (not Tables math) lets you define four math column types: 
Text. Numeric, Total. and Calculation. Each type is designed for entering row 
1itles. numbers, functions, and/or formulas. Row titles can only be entered in 
1ext rnlumns; functions can only be entered in numeric, total. or calculation 
columns. Numbers can be entered in all four types of columns but are not 
calcu lated when entered in text columns. And formulas can only be entered in 
calcu ation columns (for details on formulas, see Math, Formulas in Reference). 

If you want column titles, you should enter them before turning on Math (see 
Math in Reference) . 

Functions 
A function is a symbol that determines the way WordPerfect calculates numbers. 
In numeric, calculation. or total columns, you can use one of six functions (+, =, 
*, t, T, and N). You can also use four special functions when creating a formula 
(:,ee Math, Formulas in Reference ). 

A calculated answer is called a result. Results do not appear until they are 
calculated (see Math in Reference) . 

Functions used in numeric and calculation columns calculate numbers above 
them, within the same column. Functions used in totals columns calculate 
numbers in the column to the left above them. 
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<3 O NUMERIC COLUMN 
SUBTOTAL

A NUMERIC COLUMN 
A  TOTALS COLUMN 
A TOTAL

When you type a plus sign (+) as the function, the numbers above the function 
(the column to the left if a totals column) will be added when you calculate. 
The result is a subtotal.

Monthly Revenues -- February

Item

Appliances
Stereos
Televisions

Total

Revenues

V
3510.00
5300.00
8.810.00+<j

Year to Date

3

Sales Tax

175.50!-
265.00!

Status

Up
Up

Art
Paintings
Sculptures

Total
3060.00
1450.00 

4,510.00+

153.00!
72.50! Up

Lamps
Small
Large

Total
5000.00
3500.00 

8,500.00+
250.00!
175.00! Down

February Total
January Total

21,820.00- 
T22,230.00

1,091.00+
tl,023.00

Up

Year to Date 44,050.00* 2,114.00=

Math Doc 1 Pg 1 Ln 4

When you type an equal sign (=) as the function, only the subtotals above the 
function are added (the column to the left if a totals column). The result is a 
total.

Monthly Revenues -
Item

Appliances
Stereos

Total

Revenues
V

3510.00
5300.00 
B.810.00+

Year to Date
V

Sales Tax

175.50!
265.00!

Status

Up
Up

Paintings
Sculptures

Total
3060.00
1450.00 

4,510.00+
153.00!
72.50! Up

Lamps
Small

Total
5000.00
3500.00 
8,500.00+

250.00!
175.00!

Up 
Do—n

February Total
January Total

21,820.00- -̂ *3
T22,230.00 ^

1,091.00+
tl,023.00

Up

Year to Date 44,050.00* 2,114.00=

Math Doc 1 Pg 1 Ln 4

February
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A. NUMERIC COL UMN 

A SUBTOTAL 

A. NUMERIC COLU MN 

A TOTALS COLUMN 

A TOTAL 

When you type a plus sign ( +) as the function, the numbers above the function 

(the column to the le ft if a totals column) will be added when you calculate . 
The result is a subtotal. 

Item 

Appliances 
S tere.05 
Telev1sionc 

'l'ot.al 

A<l 
Pa intings 
Scu lptu r e• 

To t•l 

L o'llflp S 
!:;.., .,,11 
Larae 

To tal 

f e bruary Total 
.Jonutir)' Tot:l!l 

Year to n;1 t .:, 

P'lath 

Mont.nly Revenues -- februl!lry 

V 

JQcC.00 
14 50.00 

◄ , 51 0.00• 

5000 .00 
3'.i00. 00 

B,500 . 00• 

Yeer ta Date 

21,82CI .CI O• 
T22, 230.00 

•• . 050 ,QQ• 

175.50! 
265. 00! 

153 .00 : 
?2 .50: 

250,00: 
175.0D: 

1 , 09 1 0 0 • 
tl , 023 . 00 

~, 11 ~ . oo-

Up 

Dor l P g l l n 4 

When you type an equal sign (=) as the function, only the subtotals above the 
function are added (the column to the left if a totals column). The result is a 
total. 

Appliances 
Stereos 

.. 
., •• • v,.,,..,.. 

To t al 

Palnt ingc 
Sculpt u r e ■ 

Tot:•l 

Lamps 
s ..... 1 1 
t~ rv• 

1otal 

February Tot ,1 1 
J anuary Tot l'll 

Na t h 

Month! y Revenues 

V 
35 10.00 
5300.00 

11 , .!!10 . 0 0• 

3060.00 
14 50 .00 

• . '5 10 .00• 

5000. 00 
3 500. 00 

8, 500 .00• 

Yea r to Oo11 te 

V 
Sale s Ta• 

175.50! 
26!LOO• 

1 5 3 . 0 0! 
72 .50! 

250 .00 ! 
l75.00: 

1 .091 . 00• 
t l ,0 2J.00 

2, 114 .oo-

S tlltUS 

Up 
Up 

Up 

Doc l PglLn d 
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When you type an asterisk (*) as the function, only the totals above the function 
are added (the column to the left if a totals column). The result is a grand total.

A  NUMERIC COLUMN 

A  TOTALS COLUMN 

A  CALCULATION COLUMN 

A  GRAND TOTAL

Monthly Revenues -- February

Item Revenues Year to Date Sales Tax Status
Appl: ances 

Stereos 
Te.evisions 

Total

y3510.00
5300.00 

8,810.00*

V V175.50!
265.00!

Up
Up

Art
Pad ntings 
Seelptures 

Total
3060.00
1450.00 

4.51U.no•
153.00!
72.50!

Down
Up

Lamps
Smell
Large

Total
5000.00
3500.00 
8,500-00*

250.00!
175.00!

Up
Down

February Total 
January Total

21,820.00-
T22,230.00

1,091.00*
tl,023.00

Up

Year to Date 44.050.00* ^ 2,114.00=
Math Doc 1 Pg 1 Ln 4.

A SUBTOTAL 

A TOTAL

Two additional functions let you insert your own subtotals and totals into a 
column. Type t in front of a number you want to be calculated as a subtotal and 
T in front of a number you want calculated as a total.

Monthly Revenues
Item Revenues Year to Date Sales Tax Status
Appli ances 
Steceos 
Telavisions

3510.00
5300.00 

b , eia.oo*
175.50! Up
265.00! Up

Art
Paintings 
Scu .ptures

o O <

o5l 153.00! Down 
72.50! Up

Lamps
Sma-.l
Large

Votal
5000.00
3500.00 
8,500.00*

250.00! Up 
175.00! Okwn

February Total
Janusiy Total

21.820.00- 1,091.00* Up
T22,230.00 cl,023.00

Year to Date 
Math

44,050.00* 2,114.00= ^

Doc 1 Pg 1 Ln 4.

When you type N in front of a number, the number is negative when calculated. 
N can be combined with other functions. It is especially useful in a Net Worth 
situation where assets and liabilities are both added up as positive numbers, and 
then liabilities are subtracted from assets.

For functions to work correctly, they should be entered in the order below (top 
to bottom).

+,t
=,T
*

(Subtotal, Extra Subtotal) 
(Total, Extra Total) 
(Grand Total)
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A NUMERIC COLUMN 

&. TOTALS COLUMN 

A CALCULATION COLU MN 

.i.. GRANO TOTAL 

A SUBTOTAL 

bl. TU,AL 

When you type an asterisk ( *) as the function, only the totals above the function 
are ,.dded (the column to the left if a totals column). The result is a grand total. 

Mnnthly Revenues -- Fel:lcuary 

Item 

Appl ancC!s 
St1•reos 
Te. evis1ons 

Total 

Re venues 

~J' 
3St li .CO 
5300. 00 

8.810 oo. 

Palntings 3060.00 
Scllptures 14:i0.00 

Total c.~10.no• 

Lamp~ 
Sml!: 11 5000. 00 
Large 3500.00 

Total 8,500 00• 

Yeer ta na te 

V 

February Tot:nl 21,820.00• 
Janu"ry Total T22,2J0.00 

Sales Ta11 

l ?"'50' 
265.00: 

153.00! 
n.so: 

250.00: 
175. 00 ! 

l , 091. 00• 
tl. ,1123.00 

St.!ltus 

Up 
UP 

D01o1n 
Up 

Up 
Down 

Up 

\'ea r ta Datl"' ••.oso.oo• ~ 2.11,.ao. 
Doc1PglLn4 

Two additional functions let you insert your own subtotals and totals into a 
colunm. Type t in front of a number you want to be calculated as a subtotal and 
T m front of a number you want calculated as a total. 

Month ly Rcvenue.11 

Item Revenues 

Appli .mcee 
Ste~eos 3510.00 
Tel !Vl!lions 5300.00 

nt•I e,l!lCl.00+ 

Lamps 
Sma J. 
Larue 

t0,10 c,o 
45(1 co 

4 c,1u o;. 

5000.00 
3500.00 

:•ot al A,500.00• 

fPhru, ry Total 
Janu a1 y Total 

Year 10 Date 

Math 

Year to Oate 

21.820.00• 
1'22,230.00 

44. oso oo• 

Sales Tal'I Stat.us 

175. so: 

153 .00! 
72. 50! 

250 00: 
175.00: 

Up 
Up 

-Up 

Up ,._, 

ci:~~;:gg• --d Up 

2,114.00 • ~ 

Doc l Pg 1 Ln 4 

When you type N in front of a number, the number is negative when calculated. 
N can be combined with other functions. It is especially useful in a Net Worth 
si tuation where assets and liabilities are both added up as positive numbers. and 
then li.1bilities are subtracted from assets. 

For functions to work correctly. they should be entered in the order below (top 
to bottom). 

+,t (Subtotal, Extra Subtotal) 
=,T (Total, Extra Total) 
* (Grand Total) 
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Functions and results both appear on the screen, but the function characters (e.g., 
+, =, T) are not printed when the document is sent to the printer. The functions 
appear as codes in the Reveal Codes screen (e.g., [+]).

Numbers
Numbers can be entered in any column, but are not calculated when entered in a 
text column. They can be positive or negative. If you want to indicate a 
negative number, you can use a minus sign or parentheses (e.g., -3.45, (3.45)).

The Negative Number option on the Math Definition menu indicates how you 
want WordPerfect to display negative results. You can enter a negative number 
with the minus sign or parentheses regardless of the negative number setting.

Numbers are preset to align on tab stops at the decimal point. You can change 
the tab stops or the character preset for decimal alignment (.) to change the way 
numbers align (see Tab Set or Other Format in Reference).

Row Titles
Row titles can be entered in text columns only. The space between the left 
margin and the first tab stop is not considered a math column and can be used 
for row titles that label the rows in the math document.

If you want column titles, you should create them outside of the math document 
(before the [Math On] code).

See Also: Math; Math, Define Columns; Math, Formulas

Memory

When running, WordPerfect requires that memory be used to store information. 
The document(s) being edited, the program file, and several other files must be 
in memory in order for WordPerfect to operate.

There are two types of memory WordPerfect can use—conventional memory 
(known as RAM or cache) and expanded memory. All computers have 
conventional memory, but not all computers have expanded memory. Unless 
you specify otherwise, WordPerfect first uses all available conventional memory, 
then available expanded memory. When no more memory is available, 
additional information is stored on disk.

Many people want to run other programs at the same time as they run 
WordPerfect. Since WordPerfect uses all available conventional memory, no 
memory is available for other programs. However, if your computer is equipped 
with expanded memory, you can use the /w=cm,em startup option to limit the 
amount of conventional memory and increase the amount of expanded memory 
WordPerfect uses, providing conventional memory space for other programs.
See Appendix N: Startup Options for more information on this option.
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Memory 

Functions and results both appear on the screen, but the function characters (e.g., 
+, =. T) are not printed when the document is sent to the printer. The functions 
appear as codes in the Reveal Codes screen ( e.g., [ + ]). 

Numbers 
Numbers can be entered in any column, but are not calculated when entered in a 
text column. They can he positive or negative. If you want to indicate a 
negative number, you can use a minus sign or parentheses (e.g., -3.45, (3.45)). 

The Negative Number option on the Math Definition menu indicates how you 
want WordPerfect to display negative results. You can enter a negative number 
with the minus sign or parentheses regardless of the negative number setting. 

Numbers are preset to align on tab stops at the decimal point. You can change 
the tab stops or the character preset for decimal alignment (.) to change the way 
numbers align (see Tab Set or Other Format in Reference). 

Row Titles 
Row titles can be entered in text columns only. The space between the left 
margin and the first tab stop is not considered a math column and can be used 
for row titles that label the rows in the math document. 

If you want column titles. you should create them outside of the math document 
(before the [Math On] code). 

See Also: Math; Math. Define Columns; Math, Formulas 

When running, WordPerfect requires that memory be used to store information. 
The document(s) being edited, the program file, and several other files must be 
in memory in order for WordPerfect to operate. 

There are two types of memory WordPerfect can use-conventional memory 
(known as RAM or cache) and expanded memory. All computers have 
conventional memory, but not all computers have expanded memory. Unless 
you specify otherwise, WordPerfect first uses all available conventional memory, 
then available expanded memory. When no more memory is available, 
additional information is stored on disk. 

Many people want to run other programs at the same time as they run 
WordPerfect. Since WordPerfect uses all available conventional memory, no 
memory is available for other programs. However, if your computer is equipped 
with expanded memory, you can use the lw=cm,em startup option to limit the 
amount of conventional memory and increase the amount of expanded memory 
WordPerfect uses. providing conventional memory space for other programs. 
See Appendix N: Startup Options for more information on this option. 
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Notes

If you have expanded memory but do not want WordPerfect to use it, use the /ne 
starti.p option (see Appendix N: Startup Options).

For additional information on expanded memory, see Expanded Memory below.

I t  Startup Option
If you have at least 592K of unused expanded memory (LIM Spec 3.2 or 4.0), 
the WP.FIL file portion of the WordPerfect program can be loaded into memory 
by starting WordPerfect with the /r and /w startup options (e.g., wp/w=*,*/r).
The Iw=** instructs WordPerfect to use all available conventional memory and 
expanded memory, while the /r sends the WP.FIL portion to expanded memory 
(see Appendix N: Startup Options).

Expanded Memory
Expanded memory is treated as an extension to conventional memory. The 
maximum amount of expanded memory WordPerfect can use is 16M. The 
following WordPerfect features and modules can use expanded memory if there 
is sufficient expanded memory available: File caching, Generate, Hyphenation, 
overflow (virtual) files, Printing Graphics, Spell, and View Document. However, 
only L.IM expanded memory versions 3.2 or 4.0 are supported. If you have a 
version previous to 3.2 installed on your system, expanded memory is ignored. 
For more information, see /32 in Appendix N: Startup Options.

I f  y o u  a r e  ru n n in g  W o r d P e rfe c t u n d e r  S h e ll (an  o p t io n a l  p r o g r a m  b y  W o rd P e rfe c t  
C o r p o r a tio n ) , 5 0 %  o f  th e  a v a i la b le  e x p a n d e d  m e m o r y  is  u s e d  b y  W o rd P erfec t, w h en  
n eed ed . I f  n o t, n e a r ly  9 0 %  o f  a v a i la b le  e x p a n d e d  m e m o r y  ca n  b e  u s e d  b y  W o rd P erfec t.

Extended Memory
WordPerfect does not use or support extended memory.

Freeing Up Memory
If you frequently receive the “Not enough memory” error message, try one or 
more cf the following to free up some memory:

• Remove any Terminate and Stay Resident (TSR) programs, including Shell 
(an optional WordPerfect Corporation product).

• If you are running WordPerfect on a 286 or 386 machine, use a memory 
remapping program (like QEMM) to make more conventional memory 
available.

• If you have a soft keyboard selected, deselect it (press Ctrl-6) (see Keyboard 
Layout in Reference).

• Turn off Hyphenation, or select Internal Rules as the hyphenation type (see 
Hyphenation in Reference).

• While editing a document, have a printer selected that uses a .PRS file that
has a limited number of fonts (see Printer, Select in Reference).
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If you have expanded memory but do not want WordPerfect to use it, use the /ne 
startL.p option (see Appendix N: Startup Options) . 

For additional information on expanded memory, see Expanded Memory below. 

/r Startup Option 
If you have at least 592K of unused expanded memory (LIM Spec 3.2 or 4.0), 
the WP.FIL file portion of the WordPerfect program can be loaded into memory 
by starting WordPerfect with the /r and /w startup options (e.g .. wp/w=*, */r). 
The /w=*. * instructs WordPerfect to use all available conventional memory and 
expanded memory, while the Ir sends the WP.FIL portion to expanded memory 
(see Appendix N: Startup Options). 

Expaniled Memory 
Expanded memory is treated as an extension to conventional memory. The 
maximum amount of expanded memory WordPerfect can use is 16M. The 
following WordPerfect features and modules can use expanded memory if there 
is sufficient expanded memory available: File caching, Generate, Hyphenation, 
overflow (virtual) files, Printing Graphics, Spell, and View Document. However. 
only LIM expanded memory versions 3.2 or 4.0 are supported. If you have a 
version previous to 3.2 installed on your system, expanded memory is ignored. 
For mJre information, see /32 in Appendix N: Startup Options. 

If you ,ire running WordPerfect under Shell (an optional program by WordPerfect 
Corporation ), 50% of the available expanded memory is used by WordPerfect, when 
needed. If not, nearly 90% of available expanded memory can be used by WordPerfect. 

htend1:d Memory 
WordPerfect does not use or support extended memory. 

Freeing Up Memory 
If you frequently receive the "Not enough memory" error message, try one or 
more cf the following to free up some memory: 

• Re,nove any Terminate and Stay Resident (TSR) programs, including Shell 
(an optional WordPerfect Corporation product). 

• If you are running WordPerfect on a 286 or 386 machine, use a memory 
remapping program (like QEMM) to make more conventional memory 
available. 

• If )OU have a soft keyboard selected, deselect it (press Ctrl-6) (see Keyboard 
W)OUt in Reference ). 

• Turn off Hyphenation, or select Internal Rules as the hyphenation type (see 
Hyphenation in Reference). 

• While editing a document, have a printer selected that uses a .PRS file that 
has a limited number of fonts (see Printer, Select in Reference). 



• Do not print in the background (see Printing—General Information in 
Reference).

• Use fewer graphics boxes in your document (see Graphics, Define a Box in 
Reference).

• Use only Document 1 while editing (see Switch in Reference). This will also 
increase the speed of generating, sorting, or printing from disk.

WordPerfect has a startup option. M2, that disables the Document 2 screen to save
memory <see Appendix N: Startup Options).

• Rather than executing one large macro, chain or nest several small macros 
together (see Chaining, Nesting, and Substituting under Notes in Appendix K: 
Macros and Merge, Programming Commands). The series of small macros 
will execute faster than a large one.

• Don’t select a mouse type in Setup (see Mouse Type in Reference).

• Use the default drivers for text and graphics (see Text Screen Type and 
Graphics Screen Type in Reference).

• Use WPSMALL.DRS rather than WP.DRS for editing equations (see 
Appendix Q: WordPerfect Files). To do so, rename or delete WP.DRS.
Then make sure WPSMALL.DRS is in the graphic files directory specified
in Location of Files (Shift-F 1,6), or if no directory is specified in Location of 
Files, make sure it is in the directory where WP.EXE is located.

• If you used the /w startup option (see Appendix N: Startup Options), restart 
WordPerfect and increase the workspace specified in the /w option.

• Reduce the FILES= and/or BUFFERS= commands in your CONFIG.SYS file 
(see your DOS manual). Flowever, do not reduce FILES= to less than 20.

• Exit WordPerfect and start it again.

• See your dealer about increasing the memory in your computer.

Memory Requirements
WordPerfect requires 384K of the available conventional memory in your 
computer to run WordPerfect.

Overflow Files
The part of the document which does not fit into memory is spilled into 
“overflow” files on disk until all available disk space is used. This means that 
you can increase potential editing space by increasing memory and/or disk space.

The overflow files are named WP}WP(.TV1 for overflow above the cursor in 
Document 1 and WP}WP{.BV1 for overflow below the cursor in Document 1. 
The overflow files for Document 2 are WP}WP{.TV2 and WP}WP{.BV2.

Unless otherwise specified, overflow files are directed to the directory where 
WP.EXE is located. The overflow files can be directed into a different
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• Do not print in the background (see Printing-General Information in 
Reference). 

• Use fewer graphics boxes in your document (see Graphics. Define a Box in 
Reference). 

• Use only Document I while editing (see Switch in Reference). This will also 
increase the speed of generating, sorting, or printing from disk. 

WordPerfect has a startup option. /112, that disables the Documenr 2 screen 10 save 
memory (see Appendix N: Startup Options/. 

• Rather than executing one large macro, chain or nest several small macros 
together (see Chaining. Nesting, and Substituting under Notes in Appendix K: 
Macros and Merge. Programming Commands). The series of small macros 
will execute faster than a large one. 

• Don't select a mouse type in Setup (see Mouse Type in Reference). 

• Use the default drivers for text and graphics (see Text Screen Type and 
Graphics Screen Type in Reference ). 

• Use WPSMALL.DRS rather than WP.DRS for editing equations (see 
Appendix Q: WordPerfect Files). To do so, rename or delete WP.DRS. 
Then make sure WPSMALL.DRS is in the graphic files directory specified 
in Location of Files (Shift-Fl,6), or if no directory is specified in Location of 
Files. make sure it is in the directory where WP.EXE is located. 

• If you used the /w startup option (see Appendix N: Startup Options), restart 
WordPerfect and increase the workspace specified in the /w option. 

• Reduce the FILES= and/or BUFFERS= commands in your CONFIG.SYS file 
(see your DOS manual). However. do not reduce FILES= to less than 20. 

• Exit WordPerfect and start it again. 

• See your dealer about increasing the memory in your computer. 

Memory Requirements 
WordPerfect requires 384K of the available conventional memory in your 
computer to run WordPerfect. 

Overflow Files 
The part of the document which does not fit into memory is spilled into 
"overflow" files on disk until all available disk space is used. This means that 
you can increase potential editing space by increasing memory and/or disk space. 

The overflow files are named WP)WP{.TVl for overflow above the cursor in 
Document I and WP}WP{.BVl for overflow below the cursor in Document I. 
The overflow files for Document 2 are WP}WP(.TV2 and WP}WP(.BV2. 

Unless otherwise specified, overflow files are directed to the directory where 
WP.EXE is located. The overflow files can be directed into a different 
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drive'directory by entering w p/d -dri ve\directory when you start WordPerfect (see 
Appendix N: Startup Options) or by using the SET command. These commands 
can be included in an AUTOEXEC.BAT file.

If you do not have a hard disk, you can redirect the overflow files to another 
drive (RAM, drive B, etc.) with the /d option (see Appendix N: Startup Options).

FIAM Drives
There is little to be gained by using a RAM drive with WordPerfect. If you 
must have a RAM drive, direct the overflow files, Speller, or Thesaurus to that 
drive (depending on how much room you have), thereby utilizing memory that is 
otherwise lost to WordPerfect. If you do load the Speller or Thesaurus into a 
RAM drive, you must inform WordPerfect of its location through the Location of 
Files feature (see Location o f Files in Reference).

See Also: Appendix N

M enu Options

You can select an option from most WordPerfect menus with a number, a 
mnemonic letter, or by clicking on it with a mouse. The Menu Options feature 
lets you change the appearance of WordPerfect menus to make option selection 
easier.

For exam ple, you  can m ake you r m nem onic le tters “ stand ou t” by assign ing  
them c.n attribute.

1 Press Setup (Shift-Fl).

C E i S e le c t  S e tu p  f r o m  th e  F i le  m e n u .

2 Se ect Display (2), then select Menu Options (4).

3 Select the menu option of your choice (see the option headings under Notes 
below).

4 Select Size (1) or Appearance (2), then select the attribute of your choice. 

or

Select Normal (3) to have the option appear as normal text.

I f  y o u  a r e  c h a n g in g  th e  s e t t in g  f o r  A l t  K e y  S e le c ts  P u ll- D o w n  M e n u  (4 )  M e n u  B a r  
S e p a r a to r  L in e  (7 ), o r  M e n u  B a r  R e m a in s  V is ib le  (8 ). th e  o n ly  c h o ic e s  a r e  y  f o r  Yes a n d  
n  f o r  N o .

5 Press Exit (F7) until you return to the normal editing screen.

Settings for all of these options are stored in the WP{WP].SET file and remain 
in effect each time you start WordPerfect.
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drive 1directory by entering wp/d-drive'viirectory when you start WordPerfect (see 
Appe>1dix N: Startup Options) or by using the SET command. These commands 
can be included in an AUTOEXEC.BAT file. 

If yon do not have a hard disk. you can redirect the overflow tiles to another 
drive (RAM, drive B, etc.) with the /d option (see Appendix N: Swrtup Options). 

HAM Drives 
There is little to be gained by using a RAM drive with WordPerfect. If you 
must have a RAM drive, direct the overflow files, Speller. or Thesaurus to that 
drive (depending on how much room you have), thereby utilizing memory that is 
otherwise lost to WordPerfect. If you do load the Speller or Thesaurus into a 
RAM drive. you must inform WordPerfect of its location through the Location of 
Files feature (see Location of Files in Reference). 

See Also: Appendix N ___________ , _____________________________ _ 
Menu Options 
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You can select an option from most WordPerfect menus with a number, a 
mnemonic letter, or by clicking on it with a mouse . The Menu Options feature 
lets yc,u change the appearance of WordPerfect menus to make option selection 
easier. 

For example. you can make your mnemonic letters "stand out" by assigning 
them c:n attribute. 

1 Pn:ss Setup (Shift-Fl). 

[B Select Setup from the File menu. 

2 Se ect Display (2), then select Menu Options (4). 

3 Select the menu option of your choice (see the option headings under Notes 
below). 

4 Select Size (I) or Appearance (2), then select the attribute of your choice. 

or 

Select Normal (3) to have the option appear as normal text. 

If you ure changing the setting for Alt Key Selects Pull-Down Menu (4) Menu Bur 
Separahr Line (7), or Menu Bar Remains Visible (8), the onl_v choices are y for Yes and 
n Jar No. 

5 Press Exit (F7) until you return to the normal editing screen. 

Setting:; for all of these options are stored in the WP! WP) .SET tile and remain 
in effect each time you start WordPerfect. 



Notes Alt Key Selects Pull-Down Menu
This option determines whether the left Alt key will display the pull-down menu 
bar. Setting this option to Yes causes the Alt key (if pressed and released 
without pressing any other key) to display the pull-down menu bar at the top of 
the screen. Setting this option to No prevents the Alt key from displaying the 
pull-down menu bar. No matter what you set this option to, Alt-= (equal sign) 
will display the pull-down menu bar.

If you set this option to Tcs, Alt also “hides" the menu bar if it is displayed. This option 
is overriden by the Menu Bar Remains Visible option (see Menu Bar Remains Visible 
Below).

You may want to set this option to No if you have another program that can be 
accessed from WordPerfect with the Alt key. If you have such a program and 
do not set this option to No, the Alt key (when pressed and released without 
pressing any other key) will display the pull-down menu bar when you are in 
WordPerfect.

Assigning Attributes
To assign an attribute to one of the menu options, select the option, select Size 
(1) or Appearance (2), then select the attribute. The attribute will appear as it is 
defined in the Colors/Fonts/Attributes feature (see Colors/Fonts/Attributes in 
Reference).

Menu Bar Remains Visible
This option determines whether the pull-down menu bar is always displayed at 
the top of the screen (in screens where you can use the pull-down menus). Once 
you set this option to Yes, the only way to “hide" the menu bar is to set this 
option to No.

Menu Bar Letter Display
This option determines how the mnemonic letter on the pull-down menu bar will 
appear.

Menu Bar Separator Line
This option determines whether you want a double line separating the pull-down 
menu bar from the rest of the screen.

Menu Bar Text
This option determines how the text (other than the mnemonic letter) on the pull­
down menu bar will appear.

Menu Letter Display
This option determines how the mnemonic selection letter in menus (other than 
pull-down menus) will appear.
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Notes Alt Key Selects Pull-Down Menu 
This option determines whether the left Alt key will display the pull-down menu 
bar. Setting this option to Yes causes the Alt key (if pressed and released 
without pressing any other key) to display the pull-down menu bar at the top of 
the screen. Setting this option to No prevents the Alt key from displaying the 
pull-down menu bar. No matter what you set this option to, Alt-= (equal sign) 
will display the pull-down menu bar. 

If you set this option to Yes. Alt also ""hides" the menu bar if it is displayed. This option 
is overriden b\· the Menu Bar Remains Visible option / see Menu Bar Remains Visible 
Below). 

You may want to set this option to No if you have another program that can be 
accessed from WordPerfect with the Alt key. If you have such a program and 
do not set this option to No, the Alt key (when pressed and released without 
pressing any other key) will display the pull-down menu bar when you are in 
WordPerfect. 

Assigning Attributes 
To assign an attribute to one of the menu options, select the option, select Size 
(I) or Appearance (2), then select the attribute. The attribute will appear as it is 
defined in the Colors/Fonts/Attributes feature (see Colors/Fonts/Attributes in 
Reference). 

Menu Bar Remains Visible 
This option determines whether the pull-down menu bar is always displayed at 
the top of the screen (in screens where you can use the pull -down menus). Once 
you set this option to Yes, the only way to "hide" the menu bar is to set this 
option to No. 

Menu Bar Letter Display 
This option determines how the mnemonic letter on the pull-down menu bar will 
appear. 

Menu Bar Separator Li ne 
This option determines whether you want a double line separating the pull-down 
menu bar from the rest of the screen. 

Menu Bar Text 
This option determines how the text ( other than the mnemonic letter) on the pull­
down menu bar will appear. 

Menu Letter Display 
This option determines how the mnemonic selection letter in menus (other than 
pull-down menus) will appear. 
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Pull-Down Letter Display
This option determines how the mnemonic selection letter in pull-down menus 
will appear. It does not affect the mnemonic letter on the pull-down menu bar.

Pull-Down Text
This option determines how text (other than the mnemonic selection letter) in pull­
down menus will appear. It does not affect the text on the pull-down menu bar.

See A Iso: Colors/Fonts/Attributes

Merge

Somelimes referred to as mail-merge because it can be used to mass-produce 
personalized form letters and mailing labels, the WordPerfect Merge feature can 
be used for these purposes and much more. Contracts, boilerplates, phone lists, 
and memos are just a few of the documents that WordPerfect helps people create 
every day.

Important: For more information about merging, along with some examples of merges, it 
is strongly recommended that you work through lessons 23, 24, and 25 (Merge 
Fundamentals, Mass Mailings, and Special Techniques) in the WordPerfect Workbook.

Merging is the process of combining information from two or more sources into 
a single document. One source is always a primary file, which is also the file 
that controls the merge. The other s o u r c e s  o f  in f o rm a t io n  m a y  b e  seco n d a ry  
files, the keyboard (information you enter at the time of the merge), specially 
designed WordPerfect document files, DOS text files, or the Shell Clipboard (if 
you own WordPerfect Shell). See Primary Files, Secondary Files, Keyboard, 
Docun<ent Assembly, and Shell Clipboard below for an explanation of these 
information sources.

Primary Files
Every merge requires a primary file. This file directs the merge, inserting a 
name here, an address there, a date some place else, and even a selected 
paragraph in the middle. Text may come from secondary merge files, the 
keyboard, document files, DOS text files, or the Shell Clipboard.
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Pull-Down Letter Display 
This 1Jption determines how the mnemonic selection letter in pull-down menus 
will appear. It does not affect the mnemonic letter on the pull-down menu bar. 

F'ull-Down Text 
This option detennines how text (other than the mnemonic selection letter) in pull­
down menus will appear. It does not affect the text on the pull-down menu bar. 

See Also: Colors/Fonts/ Attributes 

Sometimes referred to as mail-merge because it can be used to mass-produce 
personalized form letters and mailing labels, the WordPerfect Merge feature can 
be ustd for these purposes and much more. Contracts, boilerplates, phone lists, 
and memos are just a few of the documents that WordPerfect helps people create 
every day. 

lmportrmt: For more information about merging, along with some examples of merges, it 
is stror,g/y recommended that you work through lessons 23, 24, and 25 (Merge 
Fundanentals, Mass Mailings, and Special Techniques) in the WordPerfect Workbook. 

Merging is the process of combining information from two or more sources into 
a single document. One source is always a primary file, which is also the file 
that cc,ntrols the merge. The other sources of information may he secondary 

files, the keyboard (information you enter at the time of the merge), specially 
design~d WordPerfect document files, DOS text files, or the Shell Clipboard (if 
you own WordPerfect Shell). See Primary Files, Secondary Files, Keyboard, 
Docun•ent Assembly, and Shell Clipboard below for an explanation of these 
information sources. 

PrimarJ Files 
Every merge requires a primary file. This file directs the merge, inserting a 
name here, an address there, a date some place else, and even a selected 
paragraph in the middle. Text may come from secondary merge files. the 
keyboard, document files, DOS text files. or the Shell Clipboard. 
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A primary file contains text and merge commands. The text and format can be 
whatever you want, while merge commands must be chosen and inserted with 
care. Whenever possible, formatting codes should be placed in the primary file, 
either in the document itself or in Initial Codes (see Initial Codes below). 
However, you can use attribute codes such as Bold and Italics in a secondary 
file. Codes that affect an entire page, such as Paper Sizes and Top/Bottom 
Margins, should only be used with primary files.

If you want certain formatting codes to always affect a certain field (e.g., bolding 
a state in an address field), you can enter these codes once in a primary file 
rather than entering them for each record in a secondary file.

TEXT
MERGE COMMANDS Samson Air Freighters

222 Seal Drive, Suite a , Newport Beach, CA 92663

A June 12, 1991

{FIELD}Name' 
{FIELD}Company~ 
{FIELD)Address'

Dear {FlELD}Salutation“:
BeFOTe finalizing our agreement, I want to advise you of our shipping 

limitations. Unlike aea transport, we ore bound by certain packaging 
regulations which determine what we can 3hip,

Packaging: To maximize safe transport of your shipment, we suggest 
that the items be contained in palletized crates. Our largest carrier, the 
B747F. is limited to crates that are 350 x 260 x 260 cm. in size with a 
maximum payload of 750 kilograms. As an alternative, you can ship each 
piece os an indivisible item which requires no packaging. However, we 
strongly discourage this for fragile items.

Doc 1 Pg 1 Ln 1" Pos 1"

WordPerfect gives you many different merge commands to automate your most 
demanding applications. In addition, you can combine merges with macros to 
increase the capacity of WordPerfect to create the documents you need. For a 
complete description of both macro and merge programming commands, see 
Appendix K: Macros and Merge, Programming Commands.

Secondary Files
Sometimes called an address file, the secondary merge file may contain many 
records (a record is a collection of related information). The number of records 
in a secondary file is limited only by disk space, and each record can contain as 
much information as you like. Records are separated by the (END RECORD}
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.&. MERGE COMMANDS 

A primary file contains text and merge commands. The text and format can be 
whatever you want, while merge commands must be chosen and inserted with 
care. Whenever possible, formatting codes should be placed in the primary file, 
either in the document itself or in Initial Codes (see Initial Codes below). 
However, you can use attribute codes such as Bold and Italics in a secondary 
file. Codes that affect an entire page, such as Paper Sizes and Top/Bottom 
Margins, should only be used with primary files . 

If you want certain formatting codes to always affect a certain field (e .g., bolding 
a state in an address field), you can enter these codes once in a primary file 
rather than entering them for each record in a secondary file. 

SM9on A1r Freighters 
222 Se8l Drive, Suite A, Newpor t Beach. C.\ Q266J 

A. 
Jona 12. 1991 

~ar (FIELO)S11l.u tat1on·: V 
R•"'1""' fln.,lizlng our agreel'lent , I want to advic" you of our shipping 

lifflltattona . Unlike ~ea tr o nsport , we are bound b y certain paockagtng 
reg ulottone which de ter1111ne wha t we can gh tp. 

P• cl,uqtng : To m,•u11111:r.e safe t ransport cf your er"lipment. we sugge11t 
that t he 1 t11111s b e contained in pallett:ioad crat:ee. Ou r largest carri e r, the 
B'l4if'. ts lh•it•d to crates that are J50 x 260 x 260 c ■• in s1ze w1th 11 
1111111i ■ 1J11t g.t11yload of 750 ki logr11111!I Ae ,11n 11lt:ernativ•. you can 11 h 1p a,11ct, 
g1ece ,,. ari ind1v1s1ble ite111 which r•Qllir.1111 no paC:ll:.8Qlrig However. '"" 
Qt:rongly dtac:oun1g,;;ii t:hi a for fragile item~. 

Cloe l Pg l Ln l" Pos l' 

WordPerfect gives you many different merge commands to automate your most 
demanding applications. In addition, you can combine merges with macros to 
increase the capacity of WordPerfect 10 create the tlocumems you need. For 11 

complete description of both macro and merge programming commands, see 
Appendix K: Macros and Merge, Programming Commands. 

Secondary Files 
Sometimes called an address file, the secondary merge file may contain many 
records (a record is a collection of related information). The number of records 
in a secondary file is limited only by disk space, and each record can contain as 
much information as you like. Records are separated by the { END RECORD} 
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merge command followed by a hard page, and can be sorted (see Sort in 
Reference).

FIELD 1 
FIELD 2 
FIELD 3

{FIEL 3 NAMES)
Compa ly
Addre3s" 
Salutation' 
Phone'
'{END RECORD)

►
Robin PlercefEND FIELD} 
Interchange, Inc.{END FIELD}^  
544 Westminster Circle NW 
Atlanta, CA 30327{END FIELD) 
Robin END FIELD)
(404) 555-2828{END FIELD)
{END RECORD}
Anna Lee Pierce(END FIELD) 
Tradeuinds, Inc.{END FIELD) 
P.O. 1 lax 1392 
Centriil Park Station 
Buffalo, NY 14215{END FIELD)
Anna{ 1IND FIELD)
(716) S55-5678[END FIELD} 
{END IIECORD)

Doc 1 Pg 1 Ln 1" Pos 1 “

The information in each record is divided into fields. One field may contain a 
name, another field may contain a company name, and another field may contain 
an address. It is these fields that are merged into a primary file. During a 
merge, only those fields that have been requested by the primary file are merged.

Fields within each record are separated by the {END FIELD) merge command 
followed by a hard return.

Important: Never separate fields or records with an extra hard return or insert spaces 
between the lust word in a fie ld  and  the {EN D  FIELD } command. I f  you do, your 
merged documents may not look as you expect them to.

Fields may be referenced by number or by name. Fields are numbered from top 
to botlom in a record. You can assign names to the fields by using the 
{FIELD NAMES} command that includes the names of the fields (in order) at 
the beginning of the secondary file. For more information on the {FIELD 
NAMES) command, see Appendix K: Macros and Merge, Programming 
Commands.

As you move the cursor to each field, the number or name of the field at the 
curren cursor position appears on the status line. You can clear the name or 
number from the status line by pressing Home,Home,Up Arrow.

While there is no limit to the number of fields allowed in a record, each record 
should contain the same number of fields, and each field should contain the same 
type or information or remain empty. If field 3 of one record contains a phone 
number, then field 3 of every other record in that file should also contain a 
phone number—or nothing at all. (Even if empty, the field still needs an 
(END FIELD) command.) Records using the {NEXT RECORD) or 
{FIELD NAMES) commands (see Appendix K: Macros and Merge,
Programming Commands) are the only exceptions to this rule.
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A FIELD 1 

&. FIELD 2 

A FIELD 3 
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merge command followed by a hard page, and can be sorted (see Sort in 
Referrnce). 

{FIELl NAME S} 

("n,.IJA 'Y 
Atidre ;s­
Salut ttion­
Phono 
- ( END RECORD) 

,- Robi n Plf'TCe(ENO .. ] ELD) "" 
~ I nter,:hamJe , Inc. (END f'IELO) -c.; 
.,:::-"" 5 44 w,,stminster Circle: NW 

Atla n·:a, GA 30327(£N0 l"IELD} 
Rob.in END FIELD} 
(404) 555-2828(END nnr.J 
{ ENO II ECORD) 

Ann!'I l.ee Pierce(F:NO FIELD) 
Trede,,inds, Inc. ([NO FIELD) 
P.O. l'o• 1392 
centr,1l Park Staf ion 
Buffa:o. NY 14215(£ND F'lE:LO} 
AnnlO / I ',Jr, FI ELD) 
(716) SSS-S67fl[ENO f"JC:LO) 
{END 1'£CORD} 

Doc l Pg l Ln l., Pas l. 

The information in each record is divided into _fields. One field may contain a 
name, another field may contain a company name. and another field may contain 
an address. It is these fields that are merged into a primary file. During a 
merge, only those fields that have been requested by the primary file are merged. 

Fields within each record are separated by the { END FIELD} merge command 
follov.ed by a hard return. 

lmporlant: Never separate fields or records with w1 exrra hard refllm or insert spaces 
betwee,i the /<1st HDrd i11 a field w1J the (END FIELD/ co11111w1u/. If \'Oll do, l'<Jl/T 

mergec' documents may nor look as you expecr rhem ro. 

Fields may be referenced by number or by name. Fields are numbered from top 
to botlom in a record. You can assign names to the fields by using the 
{ FIELD NAMES l command that includes the names of the fields (in order) at 
the beginning of the secondary file. For more information on the ( FIELD 
NAMES] command, see Appendix K: Macros and Merge, Programming 
Commands. 

As you move the cursor to each field, the number or name of the field at the 
curren cursor position appears on the status line. You can clear the name or 
number from the status line by pressing Home.Home.Up Arrow. 

While there is no limit to the number of fields allowed in a record. each record 
should contain the same number of fields. and each field should contain the same 
type or information or remain empty. If field 3 of one record contains a phone 
number, then field 3 of every other record in that file should also contain a 
phone number-or nothing at all. (Even if empty, the field still needs an 
(END FIELD} command .) Records using the {NEXT RECORD) or 
{FIEL) NAMES} commands (see Appendix K: Macros and Merge, 
Progrumming Commands) are the only exceptions to this rule. 



You do not have to keep the same number of lines or words within each field. 
For example, you might have two lines in the address field of one record and 
five lines in the address field of another record.

We recommend that you consider how information is organized into fields. For 
example, if the city, state, and ZIP Code are in the same field, it is impossible to 
merge anything but the whole field (city, state, and ZIP Code) into a primary 
file. This problem is remedied by reducing the information to smaller categories, 
(i.e., the city in one field, the state and ZIP Code in another).

Secondary files can grow to include many thousands of records. If you are 
merging with a large secondary file, the merge stops if you run out of disk 
space. You can break the secondary file into two or more smaller files, or 
merge to the printer using the {PRINT} command (see Appendix K: Macros and 
Merge, Programming Commands).

Once the primary file and other information sources are set up properly, you can 
merge them together. To perform a merge,

1 Press Merge/Sort (Ctrl-F9) to display the Merge/Sort menu, then select 
Merge (1).

CHI S e le c t  M e r g e  f r o m  th e  T o o ls  m enu .

2 Enter the name of the primary file.

3 Enter the name of the secondary file if you are using one. 

or

Press Enter if you are not using a secondary file.

W hen y o u  a r e  p r o m p te d  to  e n te r  th e  p r im a r y  o r  s e c o n d a r y  f i le , y o u  ca n  u se  th e  L is t  (F 5 )  
k e y  to  l is t  th e  f i le s  in a  d ire c to ry . W hen  y o u  h a v e  f o u n d  th e f ile  y o u  w an t, s e le c t  R e tr ie v e  
(1 )  to  s e le c t  th e  f i le  a n d  co n tin u e  th e  m erg e . F o r  m o re  in fo rm a tio n  on  lis t in g  f i le s , s e e  
List Files in Reference.

When you perform the merge, a document is created with the combined 
information from the sources used in the merge. For example, if you merged a 
letter (primary file) with an address list (secondary file), a document would be
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You do not have to keep the same number of lines or words within each field. 
For example, you might have two lines in the address field of one record and 
five lines in the address field of another record. 

We recommend that you consider how information is organized into fields. For 
example, if the city, state, and ZIP Code are in the same field, it is impossible to 
merge anything but the whole field (city, state, and ZIP Code) into a primary 
file. This problem is remedied by reducing the information to smaller categories, 
(i.e., the city in one field, the state and ZIP Code in another). 

Secondary files can grow to include many thousands of records. If you are 
merging with a large secondary file, the merge stops if you run out of disk 
space. You can break the secondary file into two or more smaller files, or 
merge to the printer using the {PRINT} command ( see Appendix K: Macros and 
Merge, Programming Commands). 

Once the primary file and other information sources are set up properly, you can 
merge them together. To perform a merge. 

1 Press Merge/Sort (Ctrl-F9) to display the Merge/Sort menu, then select 
Merge ( 1 ). 

rn Select Merge from the Tools menu. 

2 Enter the name of the primary file. 

3 Enter the name of the secondary file if you are using one. 

or 

Press Enter if you are not using a secondary file . 

When you are prompted to enter the primary or secondary file, you can use the List ( F5) 
key to list the Jiles in a directory. When you have found the file you want, select «emeve 
(I) to select the file and continue the merf?e. For more information on Ii.Hin[? _files, see 
List Files in Reference. 

When you perform the merge, a document is created with the combined 
information from the sources used in the merge. For example. if you merged a 
letter (primary file) with an address list (secondary file), a document would be 
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PRIMARY FILE 
SECONDARY FILE 
MERGED DOCUMENT

created with a copy of the letter for each record in the secondary file. Each 
letter would be separated by a hard page [HPg].

Samson Air Freighters
222 Seal Drive. Suite A, Newport Beach. CA 92663

June 12, 1991

{FI3LD)Name~
(FIELD)Company“
(FIELD)Address'

Dear (FlELDJSalutatiorT:
out (hipping 
tc*aging

Packagii 
: the itei

ng:
t h a t  t h e  i te m s  be 
B747F, is limited 
maximum payload of 750 _
piece as an indivisible item 
stmngly discourage

c r a t e s .  O ur l a r g e s t  USE? t l ie  
: 260 x 260 in size with a

Doc 1 Pg 1 Ln 1" »o*

544 W«(ti»in»»«r Circle W  
Atlanta. OA 305i7(ENO FIELD) 
IObln{END FIELD}
(404) 555-2828{END HELD)

RST!Srtl»i”  '
Cant**: Park Station
Buffalo VY 14215{END FIELO'i 
Anna(END FIELD)
(716) 555-5670{END FIELD)

: 1 Fg 1 Ln 1" Po? 1"
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A PRIMARY FILE 

& SECONDARY FILE 

A MERGED DOCUMENT 

424 MERGE 
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created with a copy of the letter for each record m the secondary file . Each 
letter would be separated by a hard page [HPg]. 

Samso" Air Fre1 9 h t er6 
222 Seal Drive . Suit e A, Newpor t Beach. CA 9 2 663 

(F'! :; t.O} Name -
( F'I £LO }Company· 
(n :'. LOJ .lddreu · 

Dear {FIE LO)Salutatian· : 

June 12 , 199 1 

Before fJ.n a li z i n g o u r o greement , I went t o adv i s e y ou of 0..,1 U\.lpp1119 
l i mi ta t i on s. Un like sea t ransport , we ore bo und by c e rta in p,1c•a; 111 g 
r eg.J l ation • which determi ne what we c an e hJ.p . 

Packaging : 'T"O maximize safe tnmspor "t o f Y(k.fr •'· t ,.. , ,.. •'-'OO-•' 
that the items te contoineo in pallet1z:el1 craites. Our laroes t carri e r, tl~ 
874.Tf, 1 s li1111ted to crates tha t are 3 50 x 260 >r 260 ln Size wtth a 
ra l!Uctmu m pay load o f 750 kil og r a n s . As a n alter nat i v e, ye 
pte :e as an 1ndiv is ible i t e1t1 which requ i re s no packog i n1; 
!;tr )ngl y d iscouTage t.,_ , !or f r agile i t e ms. 

Robin Pie r c e{ ,.-
l n tff ~ a . J ~ 

544 W••l'• l "•• • r Circl e W 
At.JeDte DA J01J'7fl:HD 11 tLDl 
!Obln {END FIELD } 

140 4 1 555- 282B ( END I UL.DI 

Doc 1 Pg 1 Ln l " •a• 

- - - - - • • •• .,. • " -• aa •• • ••• • a C ~ •••· - - """" """'"•"""•a z • """ aa- - a aaa •a"" a,i •• ace• a o, o, •• a 

............... ··~--~ '~~ .. .'·!~~L 
P.O. IO• llU 
C•"t••; ~.,, atet1on 
B\lffel o a.v lll 215 (END f1EL) 
Anna (END FIELD ) 
(7 16 ) 555-5678 ( END fl ELDJ 
IE'-.P rrn1tr1 

1- A:t JU-I~"-·._,. ... , 

!~E=~~..!',"',".,. 17,::..•l:;! •~:: 
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Notes Canceling a Merge
You can press Cancel (FI) to stop a merge. If Cancel has been turned off (see 
(CANCEL OFF} in Appendix K: Macros and Merge, Programming Commands), 
press Ctrl-Break to cancel the merge. See also Inserting Merge Commands 
During Execution in Appendix K: Macros and Merge, Programming Commands.

Document Assembly
A primary file can merge with other document files by using the 
{DOCUMENT} command (see Appendix K: Macros and Merge, Programming 
Commands). These files are usually short paragraphs that can be chosen and 
inserted into preselected places in the primary file during a merge. This process 
is sometimes called document assembly.

DOS Delimited Text Files
Delimiters are the characters in the exported file that determine the beginning 
and end of each field and record. An exported file may have both beginning and 
end delimiters for fields and records, or it may have combinations of beginning 
and/or end delimiters. It must have at least an end delimiter for both fields and 
records.

You can merge a primary file with spreadsheet or database files if the 
spreadsheet or database program can export files in a delimited DOS text format. 
In order for WordPerfect to perform the merge, you must tell WordPerfect what 
the delimiters are. You can declare the delimiters using the Setup feature, or at 
the time of the merge. To declare the delimiters through the Setup feature,

1 Press Setup (Shift-Fl).

LSI Select Setup from the File menu
2 S e lec t In itial S ettings (4).

3 Select Merge (1).

4 Select Field Delimiters (1), enter the field delimiters of the exported DOS 
text file, then press Exit (F7).

5 Select Record Delimiters (2), enter the record delimiters, then press Exit 
(F7).

To enter a Line Feed command [LF] as a delimiter, press Enter. To enter a Carriage 
Return [CR] as a delimiter, press Ctrl-m. To enter a Form Feed command [FF], press 
Ctrl-l.

You cannot specify AC, AD, AE, AF, AG, AN, A0 , AP, AQ, AR, AS, AT, AU, or AV 
as a delimiter.

If you do not specify the delimiters through Setup, or if you want to change the 
delimiter specification at the time of the merge,

1 Press Merge/Sort (Ctrl-F9) to begin the merge.

LB Select Merge on the Tools menu.
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Notes Canceling a Merge 
You can press Cancel (Fl ) to stop a merge. If Cancel has been turned off (see 
{CANCEL OFF/ in Appendix K: Macros and Merge, Programming Commands), 
press Ctrl-Break to cancel the merge. See also Inserting Merge Commands 
During Execution in Appendix K: Macros and Merge, Programming Commands. 

Document Assembly 
A primary file can merge with other document files by using the 
{DOCUMENT} command (see Appendix K: Macros and Merge, Programming 
Commands) . These files are usually short paragraphs that can be chosen and 
inserted into preselected places in the primary file during a merge. This process 
is sometimes called document assembly. 

DOS Delimited Text Flies 
Delimiters are the characters in the exported file that determine the beginning 
and end of each field and record. An exported file may have both beginning and 
end delimiters for fields and records, or it may have combinations of beginning 
and/or end delimiters. It must have at least an end delimiter for both fields and 
records. 

You can merge a primary file with spreadsheet or database files if the 
spreadsheet or database program can export files in a delimited DOS text format. 
In order for WordPerfect to perform the merge, you must tell WordPerfect what 
the delimiters are. You can declare the delimiters using the Setup feature, or at 
the time of the merge. To declare the delimiters through the Setup feature, 

1 Press Setup (Shift-Fl). 

L...81 Select Setup from the File menu 

2 Select Initial Settings (4). 

3 Select Merge (1) 

4 Select Field Delimiters (1 ), enter the field delimiters of the exported DOS 
text file, then press Exit (F7). 

5 Select Record Delimiters (2), enter the record delimiters, then press Exit 
(F7). 

To enter a Line Feed command /LFJ as a delimiter, press Enter. To enter a Carriage 
Return /CR] as a delimiter. press Ctrl-m. To enter a Form Feed command [FF], press 
Ctrl-1. 

You cannot specify "C, "D, "E, "F, "G, "N, "0, "P, "Q, "R, "S, "T, "U, or "V 
as a delimiter. 

If you do not specify the delimiters through Setup, or if you want to change the 
delimiter specification al the time of the merge, 

1 Press Merge/Sort (Ctrl-F9) to begin the merge. 

CB Select Merge on the Tools menu. 
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When the prompt for the secondary file appears,

3 Press Text In/Out (Ctrl-F5) to change the prompt to “DOS Text Delimited 
File:”.

Important: Text In /O u t (C tr l-F 5 )  m u s t b e  th e  f i r s t  k e y  p r e s s e d  a t  th e  p ro m p t. I f  y o u  
b e g in  typ in g , th en  u se  B a c k s p a c e  to  d e le te  th e  c h a r a c te r s , p r e s s in g  Text In/Out w ill  n o t  
brin g  up the  D O S  Text F iles  m enu. You sh o u ld  c a n c e l the  m erge  a n d  beg in  again .

4 Enter the name of the delimited DOS text file (include a full pathname if 
necessary).

You ca n  a ls o  u se  L is t  (F 5 )  to  l is t  a n d  s e le c t  th e  D O S  tex t f i le  a t  th e  p ro m p t.

5 Select Field Delimiters (1) or Record Delimiters (2), enter the delimiters, and 
press Exit (F7). Press Enter when all the delimiters are specified correctly.

The merge continues as usual.

The DOS Text Files menu also appears if you enter the name of a secondary file 
that is not in WordPerfect secondary file format. If you have made a mistake, 
press Cancel (FI) to stop the merge. If the file is in delimited DOS text format, 
enter the delimiters and proceed with the merge.

Graphics
If you are using graphics in your merge files, it is a good idea to use the Graphic 
on Disk feature (see Graphic on Disk under Graphics, Define a Box in 
Reference). Using graphics on disk (rather than in the document) saves a great 
deal of disk space and considerably speeds up merge execution.

Initial Codes
When creating a primary file, some formatting codes are better placed in Initial 
Codes, rather than in the document portion of the primary file. Keep in mind 
that everything in the document portion of the primary file will be repeated for 
each record in the secondary file, even formatting codes. So, for example, if you 
have a Tab Set code, it will be inserted at the top of each copy of the merged 
document. Inserting the tab setting in Initial Codes, however, sets the tabs only 
once for the entire file. Placing codes you want to appear only once in the 
merged document in Initial Codes saves disk space and speeds up merge 
execution.

Important: M e rg e  c o m m a n d s  c a n n o t b e  u s e d  in I n it ia l  C o d e s .

Ilnserling Merge Commands
To insert any merge command in a document,

1 Fress Merge Codes (Shift-F9), then select More (6). 

or

Press Merge Codes (Shift-F9) twice.

2! Enter the name of the primary file.
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~: Enter the name of the primary file. 

When the prompt for the secondary file appears, 

3 P:ess Text In/Out (Ctrl-FS) to change the prompt to "DOS Text Delimited 
File:". 

Important: Text In/Out (Ctr f-F5J must be the first key pressed ut the prompt. !{you 
begin typing. then use Backspace to delete the characters. pressing Text In/Out will not 
bring up the DOS Text Files menu. You should cancel the merxe and begin again. 

4 Enter the name of the delimited DOS text file (include a full pathname if 
n,~cessary ). 

You can also use List ( F5) to list and select the DOS text file 111 the prompt. 

5 Select Field Delimiters ( 1) or Record Delimiters (2), enter the delimiters, and 
press Exit (F7). Press Enter when all the delimiters are specified correctly. 

The merge continues as usual. 

The DOS Text Files menu also appears if you enter the name of a secondary file 
that i, not in WordPerfect secondary file format. If you have made a mistake, 
press Cancel (Fl) to stop the merge. If the file is in delimited DOS text format, 
enter the delimiters and proceed with the merge. 

Graphics 
If yo11 are using graphics in your merge files, it is a good idea to use the Graphic 
on Disk feature (see Graphic on Disk under Graphics, Define a Box in 
Reference). Using graphics on disk (rather than in the document) saves a great 
!1eal IJf disk space anll considerably spee1..b up merge exe1:u1ion. 

Initial Codes 
When creating a primary file, some formatting codes .:1re better placed in Initial 
Codes, rather than in the document portion of the primary file. Keep in mind 
that everything in the document portion of the primary file will be repeated for 
each record in the secondary file, even formatting codes. So, for example, if you 
have a Tab Set code, it will be inserted at the top of each copy of the merged 
document. Inserting the tab setting in Initial Codes, however, sets the tabs only 
once for the entire tile. Placing codes you want to appear only once in the 
merg~d document in Initial Codes saves disk space and speeds up merge 
execution. 

Important: Merge commands cannot be used in Initial Codes. 

llnser1 ing Merge Commands 
To insert any merge command in a document, 

1 Fress Merge Codes (Shift-F9), then select More (6) . 

or 

Fress Merge Codes (Shift-F9) twice. 



CB Select Merge from the Tools menu, then select Merge Codes.

am(BELL) 
{BREAK} 
{CALL}label'
{CANCEL OFF] 
{CANCEL ON)
{CAS£}expr-CBl'lbl~. . .CSN'lbN-- 
{CASE CALL}eKpr“cfil“lbl"...caN'lbN 
{CHAIN MACRO)macroname‘ (*G)
{CHAIN PRIMARY}filename'

A box appears in the upper 
commands.

2 Use Up Arrow ( T )  and 
to insert.

or

Begin typing the name of the command you want until it is highlighted (you 
need not type the brace ({)).

3 Press Enter to insert the command in the document.

Some commands require arguments, such as a variable name, a field name, or 
other information. (The arguments and syntax required by the command are 
displayed in the command access box. For more information on arguments and 
command syntax, see Appendix K: Macros and Merge, Programming 
Commands.)

4 Enter each argument as requested.

Once the command is entered, you can edit the arguments as regular text.

Some of the most common commands can be entered without going to the 
command access box. To enter the {FIELD}, {END RECORD}, {INPUT}, 
{PAGE OFF}, and (NEXT RECORD} commands,

1 Press Merge Codes (Shift-F9) to display the merge codes menu.

2 Select the command you want from the menu.

S e le c tin g  th e  M o r e  o p tio n  (6 )  on  th e  m en u  d is p la y s  th e c o m m a n d  a c c e s s  box.

3 Enter any arguments as requested.

right corner of the screen, with a list of merge 

Down Arrow (1) to scroll to the command you want
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CB Select Merge from rhe Tools menu, then select Merge Codes. 

( BELL} 
(BRE ... K) 
(CALL }l abel -
{CANC:EL OFF) 
IC ... NC EL ON} 
{CASE }e><pc . ee l" lbl - ... csN- lt>N". 
{CASE CALL}oucpr"cel-lbl " .. caN"lbN 
(CHAIN MACRO)"'ac:ror, .:,,111111· ( "C ) 
(CHAIN PRlM..lRV)ff laname· 

A box appears in the upper right corner of the screen, with a list of merge 
commands . 

2 Use Up Arrow (I ) and Down Arrow (J.) to scroll to the command you want 
to insert. 

or 

Begin typing the name of the command you want until it is highlighted (you 
need not type the brace ( {)). 

3 Press Enter 10 insert the command in the document. 

Some commands require arguments, such as a variable name. a field name, or 
other information. (The arguments and syntax required by the command are 
displayed in the command access box. For more information on arguments and 
command syntax, see Appendix K: Macros and Merge, Progra111111i11g 
Co111111a11ds.) 

4 Enter each argument as requested. 

Once the command is entered, you can edit the arguments as regular text. 

Some of the most common commands can be entered without going to the 
command access box. To enter the ! FIELD), { END RECORD}. !]NPUT}, 
(PAGE OFF). and (NEXT RECORD} commands. 

1 Press Merge Codes (Shift-F9) to display the merge codes menu. 

2 Select the command you want from the menu. 

Selecting the More option (6) on the 111e11u displays the co111mand access box. 

3 Enter any arguments as requested. 

• 
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1 Press End Field (F9).

Merge commands may be placed in the regular document portion of a file, in 
graphics boxes that are either empty or designated for text, and in headers, 
footers, footnotes, and endnotes. Merge codes are not permitted in styles or 
graphics box captions.

If you want to insert the merge codes that were used in previous versions of 
WordPerfect (such as AF, AQ, AR, etc.), press C trl-letter, where letter is the letter 
corresponding to the code. For example, to insert AQ, press Ctrl-q. If the code 
requires arguments or a terminating A, you must type them in manually. For 
more information on these codes, see Previous Versions below and Previous 
Merge Commands under Notes in Appendix K: Macros and Merge, Programming 
Commands.

Keybnard
A primary or secondary file can merge with the keyboard by inserting the 
{KEYBOARD} or {INPUT} command (see Appendix K: Macros and Merge, 
Programming Commands). The merge pauses at the {KEYBOARD} or 
{INPUT} command to let you enter information.

Merge Commands Display
You may choose whether you want to display the merge commands in a 
document in the normal editing screen. When you are creating a document (e.g., 
a primary file), it is helpful to see the commands. However, since these 
commands do not actually affect the format of the other text and codes in the 
document, you may want to turn off Merge Commands Display to have a better 
idea of how the text will fall on the page when the merge is performed.

Merge Support Policy
Although Merge support operators can assist you in troubleshooting existing 
merges, they cannot design and write customized merges for you.

To enter the [END FIELD) command,
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To enter the ( END FIELD) command, 

1 Press End Field (F9) . 

Merge commands may be placed in the regular document portion of a file, in 
graphics boxes that are either empty or designated for text, and in headers, 
footers, footnotes, and endnotes. Merge codes are not permitted in styles or 
graphics box captions. 

If you want to insert the merge codes that were used in previous versions of 
WordPerfect (such as AF, AQ, AR, etc.), press Ctrl-letter, where letter is the letter 
corresponding to the code. For example, to insert AQ, press Ctrl-q. If the code 
requires arguments or a terminating A, you must type them in manually. For 
more information on these codes, see Previous Versions below and Previous 
Merge Commands under Notes in Appendix K: Macros and Merge, Programming 
Commands. 

Keyb,,ard 
A primary or secondary file can merge with the keyboard by inserting the 
{KEYBOARD) or {INPUT } command (see Appendix K: Macros and Merge. 
Programming Commands). The merge pauses at the {KEYBOARD} or 
{INPUT} command to let you enter information. 

Merge Commands Display 
You may choose whether you want to display the merge commands in a 
document in the normal editing screen. When you are creating a document (e.g., 
a primary file), it is helpful to see the commands. However, since these 
commands do not actually affect the format of the other text and codes in the 
document, you may want to turn off Merge Commands Display to have a better 
idea of how the text will fall on the page when the merge is performed. 

Merge Support Policy 
Although Merge support operators can assist you in troubleshooting existing 
merges, they cannot design and write customized merges for you. 



The following illustrations show how the screen looks with Merge Commands 
Display on, then with Merge Commands Display off.

Samson Air Freighters
222 Seal Drive, Suite A, Newport Beach, CA 92663

June 12. 1991

( F IE L D )N a m e '
(FIELD)Company * 
(FlELD)AOdreefi

Dear {FIELD)Salutation*s

[ HPt ]
[MrgFIELD]flame“ [HHt]
[MrgFIELD]Company'[HRt] 
[MrgFIELD]Address'[HRt]
( HR t ]
Dear [MrgFIELD]Salutation*:[HRt] 
[HRt]

Press Reveal Codes to restore screen

Samson Air Freighters
222 Seal Drive, Suite A, Newport Beach, CA 92663

October 2, 1989

Company' 
Address'

[HRt]
[MrgFIELD]flame'[HRt]
[MrgFIELD]Company'[HHt]
[MrgFIELD]Address'[HRt]
[HRt]
Dear [MrgFIELD]S a l u t a t i o n HRt]
[HPt]
press neveai codes to restore screen

To turn Merge Commands Display on or off,

1 Press Setup (Shift-Fl).

CB Select Setup from the File menu.

2 Select Display (2).

3 Select Edit-Screen Options (6), then select Merge Codes Display (5).

4 Type y to turn on Merge Commands Display or n to turn it off.

5 Press Exit (F7) to return to the normal editing screen.
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The following illustrations show how the screen looks with Merge Commands 
Display on, then with Merge Commands Display off. 

5.111~J1 lJ r, Ai r Fre1ghter111 
222 Sa8l Drive, Suit e A, Na .. port l!ei11ch, Cl\ 92663 

l fl flC}Ni11H· 
( J'J Ht: )Co•pe ny· 
{,-Jl!:LD)•,,dra•a 

0..ar (FJCLO}Selut:1t,t.Jon ·: ....... 
jMlllt] 
I MrgiFil:Lrl, .... ., - I MIii~ 1 
I l'lrQJ" I •L 01 COl!ID&n y· I MRt l 
I Nrg'filt:LDJ .l ddr•111•· fRAt ' 
IMR tJ 
t:"er 1,u:9f ll! LDJSalutat1on·: [t1R t l 
IMU] 

rm 

Pr•!I~ Ae .. e ,111 Codes to r e 1otore 1ocreen 

sa .. so" •tr ftC!!lghters 

June 12, 1 9 9 1 

222 Scial Drive, SultG .... MH.rport l:lee~h. CA 92663 

compan:,, · 
Addre'!l!II-

IEtfoiiJ 
[tlAtJ 
(11rgU.tLD1ienie · ( MAt ] 
( 11PQf 11:LIJ 1 co .. ~1rny· f MAt] 
[MrQf!f:t..C I Address· I ~t ] 
I HAt:] 

tl,i,,,lll r [Mrg,n:LO l:Salutation l ttflt:j 
I MIit I 

Oct.:.ber 2, l'i189 

To turn Merge Commands Display on or off, 

1 Press Setup (Shift-Fl). 

[8 Select Setup from the File menu. 

2 Select Display (2). 

3 Select Edit-Screen Options (6), then select Merge Codes Display (5). 

4 Type y to turn on Merge Commands Display or n to turn it off. 

5 Press Exit (F7) to return to the normal editing screen. 
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Previous Versions
Secondary merge files you may have created with previous versions of 
WordPerfect require no conversion to be run with WordPerfect 5.1. Primary 
merge files created with WordPerfect 5.0 also require no conversion. If you 
prefer, however, you may convert the merge codes in these files to the new 
merge command format. Primary files created with WordPerfect 4.2 or earlier 
versions do need to be converted to function with WordPerfect 5.1.

To convert the merge codes in a file to the new command format,

'I Retrieve the document containing the old format merge codes.

2 Press Merge/Sort (Ctrl-F9), then select Convert Old Merge Codes (3).

3 Save the file.

If you want to convert the commands back to the control codes format, use the 
Text Out feature to save the file as either a WordPerfect 4.2 or 5.0 document 
(see Text In/Out in Reference). You will lose any merge commands unique to
5.1 in the conversion.

If you save a merge file in WordPerfect 5.1, then retrieve it in WordPerfect 5.0,
5.1 merge commands will appear as [Unknown] codes in WordPerfect 5.0. If 
you retrieve the file again in WordPerfect 5.1, the original 5.1 merge commands 
will be restored.

Previous version equivalents to the WordPerfect 5.1 merge commands are listed 
to the right of the command in the command access box (Shift-F9,Shift-F9) (see 
Inserting Merge Commands above). A list is also included under Previous
M e rg e  C o m m a n d s  under N o te s  in A p p e n d ix  K: M a c ro s  a n d  M erge. P ro g ra m m in g
Commands. For information on inserting these commands, see Inserting Merge 
Commands above.

For an example of how to create a primary file, see Lesson 23: Merge 
Fundamentals in the WordPerfect Workbook.

Programming Commands
There are many merge programming commands you can use in both primary and 
secondary files to control and add flexibility to your merges. You can also use 
macros to add even more versatility to your merges. See Appendix K: Macros 
and Merge, Programming Commands for information on programming 
commands for both Macros and Merge.

Shell Clipboard
If you own WordPerfect Shell, the Shell Clipboard may be used as the source for 
either the primary or secondary merge file, as long as its contents are in the 
appropriate format. To use the Clipboard as a file source when executing a 
merge,

1 Begin executing the merge (see steps above).

2 Press Shell (Ctrl-Fl) at the Primary File: or Secondary File: prompt.
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f>reviC1us Versions 
Secondary merge files you may have created with previous versions of 
WordPerfect require no conversion to be run with WordPerfect 5.1. Primary 
merg,~ files created with WordPerfect 5.0 also require no conversion. If you 
prefe r, however, you may convert the merge codes in 1hese files to !he new 
merg,~ command format. Primary files created with WordPerfec1 4.2 or earlier 
versions do need to be converted to function with WordPerfect 5.1. 

To convert the merge codes in a tile to the new command format. 

·1 Retrieve the document containing the old format merge codes. 

2 Press Merge/Sort (Ctrl-F9), then select Convert Old Merge Codes (3). 

:1 Save the file. 

If yoJ want to convert the commands back to the control codes format. use the 
Text Out feature to save the tile as either a WordPerfect 4.2 or 5.0 document 
(see Text In/Out in Reference) . You will lose any merge commands unique to 
5.1 in the conversion. 

If you save a merge tile in WordPerfect 5.1, then retrieve it in WordPerfect 5.0, 
5. 1 merge commands will appear as !Unknown] codes in WordPerfect 5.0. If 
you retrieve the file again in WordPerfect 5.1. the original 5.1 merge commands 
will be restored. 

Previous version equivalents to the WordPerfect 5 .1 merge commands are listed 
to the right of the command in the command access box (Shift-F9.Shift-F9J (see 
Inserting Merge Commands above). A list is also included under Previous 
Merse Command< under Nnte .,· in Appe11dix K: Macro.f a11d Merge. Pr0Rrm11111in.e 

Com,nands. For information on inserting these commands. see Inserting Merge 
Com,nands above. 

For <Ln example of how to create a primary tile. see Lesson 23: Merge 
Func.'amentals in the WordPerfect Workbook. 

Programming Commands 
Ther,~ are many merge programming commands you can use in both primary and 
secondary files to control and add flexibility to your merges. You can also use 
macros to add even more versatility to your merges. See Appendix K: Macros 
and .'vlerge. Programming Commands for information on programming 
commands for both Macros and Merge. 

Shell Clipboard 
If you own WordPerfect Shell. the Shell Clipboard may be used as the source for 
either the primary or secondary merge file, as long as its contents are in the 
appropriate format. To use the Clipboard as a file source when executing a 
merge, 

1 Begin executing the merge (see steps above). 

2 Press Shell (Ctrl-F I) at the Primary File: or Secondary File: prompt. 



Important: Shell (Ctrl-Fl) must he the first key pressed at the prompt. If you begin 
typing, then use Backspace to delete the characters, pressing Shell will not access the 
contents of the Clipboard. You should cancel the merge and begin again.

The Setup: Merge DOS Text File screen will appear. For more information 
about this screen, see DOS Delimited Text Files above.

3 Continue executing the merge as described in the steps at the beginning of 
this section.

See Also: Lessons 23 through 25; Labels; Appendix I; Appendix J; Appendix 
K; Appendix L

Mouse Setup

You can use a mouse with WordPerfect to position the cursor, block text, and 
select WordPerfect features and options. Before you do so, however, you need 
to install your mouse according to the instructions in your mouse documentation. 
Then you should check the Mouse Setup menu in WordPerfect to ready your 
mouse for use with WordPerfect.

The Mouse Setup menu is used to tell WordPerfect the type of mouse you are 
using and where it is plugged into the computer. Since WordPerfect supports 
several different kinds of mice, it is important for WordPerfect to know which 
mouse you have and where it is located.

The Mouse Setup menu is also used to tailor mouse operation to your level of 
mouse experience. Settings on the menu let you change mouse responsiveness, 
select a submenu display time, and tell WordPerfect if you are using the mouse 
with your left hand.

To change a setting on the Mouse Setup menu,

1 Press Setup (Shift-Fl).

Select Setup from the File menu.

2 Select Mouse (1) to display the Mouse Setup menu.

3 Select a setup option and make the necessary changes (see the option 
headings under Notes below).

4 Press Exit (F7) to return to the normal editing screen.

The settings on the Mouse Setup menu are stored in the WP{WP}.SET file and 
are in effect each time you start WordPerfect.
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Important: Shell ( Ctr/-F 1) must he the first key pressed at the prompt. ff you begin 
t)Ping, then use Backspace to delete the characters, pressing Shell will not access the 
contents of the Clipboard. You should cancel the merge and begin again. 

The Setup: Merge DOS Text File screen will appear. For more information 
about this screen, see DOS Delimited Text Files above. 

3 Continue executing the merge as described in the steps at the beginning of 
this section. 

See Also: Lessons 23 through 25; Labels; Appendix I; Appendix J; Appendix 
K; Appendix L 

You can use a mouse with WordPerfect to position the cursor, block text, and 
select WordPerfect features and options. Before you do so, however, you need 
to install your mouse according to the instructions in your mouse documentation. 
Then you should check the Mouse Setup menu in WordPerfect to ready your 
mouse for use with WordPerfect. 

The Mouse Setup menu is used to tell WordPerfect the type of mouse you are 
using and where it is plugged into the computer. Since WordPerfect supports 
several different kinds of mice, it is important for WordPerfect to know which 
mouse you have and where it is located. 

The Mouse Setup menu is also used to tailor mouse operation to your level of 
mouse experience. Settings on the menu let you change mouse responsiveness, 
select a submenu display time, and tell WordPerfect if you are using the mouse 
with your left hand. 

To change a setting on the Mouse Setup menu, 

1 Press Setup (Shift-Fl) . 

Select Setup from the File menu. 

2 Select Mouse (I) to display the Mouse Setup menu. 

3 Select a setup option and make the necessary changes (see the option 
headings under Notes below). 

4 Press Exit (F7) to return to the normal editing screen. 

The settings on the Mouse Setup menu are stored in the WP { WP l .SET file and 
are in effect each time you start WordPerfect. 
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Notes Acceleration Factor

A  MOUSE POINTER 

A  CURSOR

The mouse pointer is controlled by moving the mouse and is shown on the 
screen below. While the exact appearance of the mouse pointer may vary from 
monitor to monitor, this should give you an idea of what the mouse pointer looks 
like.

Fitness in Your BO'a
Aler:: Retirement may be hazardous to your health. A recent study 
conducted by the Institute of Health and Wellness shows that older 

adul :s who engage in an exercise program during their 60's and 70'* 
fair better in their SO' » .
This is significant because more and more alder adults are living 
to S'je their 85th and 86th birthdays. By 1995, 10 % of all 
Americans will be octogenarians | 4 '

Also by chat date, expenses for hospital care are expected to 
doubte. This is an important consideration since many insurance 
compinies are limited in the amount of medical coverage they can 
exteid to older adults-
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Depending on your experience using a mouse and the mouse acceleration factor, 
you may feel that the mouse pointer is more or less responsive than it should be 
to mouse movement. Using WordPerfect, you can adjust the mouse acceleration 
factor.

The acceleration factor determines how responsive the mouse pointer is to actual 
mouse movement. The smaller the acceleration factor, the less responsive the 
mouse pointer is. For example, if you set the acceleration factor to 30, the 
pointer will be less responsive to mouse movement than if you set the 
acceleration factor to 200. You may want to experiment with different settings 
to find which is most comfortable for you.

You can set the acceleration factor to any number between and including 1 and 1200. 

Assisted Mouse Pointer Movement
This option determines whether WordPerfect moves the mouse pointer to the first 
selectable item when the menu bar or a WordPerfect menu is displayed.

Double-Click Interval
As you use the mouse in WordPerfect, and read the mouse instructions under 
Mouse Support in Reference, you will learn that pressing a mouse button, then 
releasing it is called “clicking” and clicking the mouse button twice in rapid 
succession is called “double-clicking.” You will also learn that the difference is 
important to WordPerfect since the mouse functions differently depending on 
whether you are clicking or double-clicking.

The double-click interval determines the difference between a click and a double­
click. If you don’t click the mouse button twice within the double-click interval,
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Acceleration Factor 
The mouse pointer is controlled by moving the mouse and is shown on the 
screen below. While the exact appearance of the mouse pointer may vary from 
monitor to monitor. this should give you an idea of >what the mouse pointer looks 
1ike. 

f it n•!Slil in You r 110'• 

Aler- Retirement INiy be h11z...,rdous to your health. A r-ecent study 

cond icted hy the lnati tut@ of Healtn an<t We1.lnes s shows tru1t ald@r 

adu.L: :s who engage in an e•ercise program during their 60',; an<J 70':, 

fair better 1n thair ea·~ ~ 

This 1s 9ign1f1C,!!lnt bl!-Ctiuse ,.ore and more older adults are l1v1ng 

to !He their 85th and 86th birthd11ys. By 1995, 10 I of all 

A.ffle.r leans wl 11 be octogenar lans I 4" 

Also by that date, e11;pense s for hospital care are ewpec t ed to 

double. This 1s an important cons1derat1on since many insurance 

cofflplnies are li1111ted in the amount al medical cove r 11ge they cen 

Doc l Po 1 Lr, 2 " Pas 3 . 6' 

Depending on your experience using a mouse and the mouse acceleration factor, 
you may feel that the mouse pointer is more or less responsive than it should be 
to m<)use movement. Using WordPerfect, you can adjust the mouse acceleration 
factor. 

The .1cceleration factor determines how responsive the mouse pointer is to actual 
mouse movement. The smaller the acceleration factor, the less responsive the 
mouse pointer is. For example, if you set the acceleration factor to 30, the 
poinier will be less responsive to mouse movement than if you set the 
acceleration factor to 200. You may want to experiment with different settings 
to find which is most comfortable for you. 

You can set the acceleration factor to any number between and including 1 and 1200. 

Assisted Mouse Pointer Movement 
This option determines whether WordPerfect moves the mouse pointer to the first 
selectable item when the menu bar or a WordPerfect menu is displayed. 

Doub I e-Click Interval 
As you use the mouse in WordPerfect, and read the mouse instructions under 
Mou.,e Support in Reference, you will learn that pressing a mouse button, then 
releasing it is called "clicking" and clicking the mouse button twice in rapid 
succession is called "double-clicking." You will also learn that the difference is 
impcrtant to WordPerfect since the mouse functions differently depending on 
whether you are clicking or double-clicking. 

The jouble-click interval determines the difference between a click and a double­
click. If you don't click the mouse button twice within the double-click interval, 



you are clicking the mouse twice rather than double-clicking. The double-click 
interval is measured in lOOths of a second, so you can enter 50, for example, to 
make the double-click time one-half of a second.

Left-Handed Mouse
This option lets you tell WordPerfect whether you are using the mouse with your 
left hand. If you set this option to Yes, the operations that are normally 
performed with the left-most mouse button are performed with the right-most 
mouse button and vice versa. If you set this option to Yes, keep in mind that the 
documentation is written for the default setting, which is No. Thus, instructions 
pertaining to the left-most mouse button will apply to the right-most mouse 
button and vice versa.

Port
The port is where your mouse is plugged into your computer. If you have a 
serial mouse, you must select the proper location. If you have a bus mouse, you 
don’t need to use this option. If you don’t know the proper location, there are 
four choices, and you can try each one until your mouse works properly. Or, 
you can try asking the person who installed your mouse.

Submenu Delay Time
The Submenu Delay Time setting determines how long the cursor must rest on a 
pull-down menu item that has a submenu before the submenu is displayed. It 
also determines how long you have to move the mouse pointer to a submenu 
item if you are dragging the mouse and are “short cutting” to the submenu 
through the main menu to the submenu.

The submenu delay time is measured in lOOths of a second, so you can enter 50, 
for example, to make the submenu delay time one-half of a second.
Pull-down menu items with submenus are displayed with a ► at the immediate 
right of the item. The mouse pointer is shown on the screen under Acceleration 
Factor above.

Type
A mouse driver is a set of information that helps WordPerfect communicate with 
your mouse. Without this information, your mouse cannot work properly in 
WordPerfect. The Type option is used to help WordPerfect select the correct 
mouse driver.

For information on using this option, see Mouse Type in Reference.

See Also: Mouse Support; Mouse Type; Pull-Down Menus
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you are clicking the mouse twice rather than double-clicking. The double-click 
interval is measured in I 00ths of a second, so you can enter 50, for example, to 
make the double-click time one-half of a second. 

Left-Handed Mouse 
This option lets you tell WordPerfect whether you are using the mouse with your 
left hand. If you set this option to Yes, the operations that are normally 
performed with the left-most mouse button are perfonned with the right-most 
mouse button and vice versa. If you set this option to Yes, keep in mind that the 
documentation is written for the default setting, which is No. Thus, instructions 
pertaining to the left-most mouse button will apply to the right-most mouse 
button and vice versa. 

Port 
The port is where your mouse is plugged into your computer. If you have a 
serial mouse, you must select the proper location. If you have a bus mouse. you 
don't need to use this option. If you don't know the proper location, there are 
four choices, and you can try each one until your mouse works properly. Or, 
you can try asking the person who installed your mouse. 

Submenu Delay Time 
The Submenu Delay Time setting determines how long the cursor must rest on a 
pull-down menu item that has a submenu before the submenu is displayed. It 
also detennines how long you have to move the mouse pointer to a submenu 
item if you are dragging the mouse and are "short cutting" to the submenu 
through the main menu to the submenu. 

The submenu delay time is measured in l00ths of a second, so you can enter 50, 
for example. to make the submenu delay time one-half of a second. 

Pull-down menu items with submenus are displayed with a ► at the immediate 
right of the item. The mouse pointer is shown on the screen under Acceleration 
Factor above. 

Type 
A mouse driver is a set of information that helps WordPerfect communicate with 
your mouse. Without this information, your mouse cannot work properly in 
WordPerfect. The Type option is used to help WordPerfect select the correct 
mouse driver. 

For infonnation on using this option. see Mouse Type in Reference. 

See Also: Mouse Support; Mouse Type: Pull-Down Menus 
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Mouse Support

A “mouse” is a piece of hardware that connects to your computer to perform 
different operations. While you don't need a mouse to run WordPerfect, 
WordPerfect supports most common mice. Mice can be used for three 
operations in WordPerfect:

• Blocking Text
• Cursor Movement
• Feature and Option Selection

Information on performing these operations is listed below.

Before you begin using the mouse, you should have installed the mouse 
according to the instructions in the documentation that came with your mouse. 
You should also have used the Mouse Setup menu to give WordPerfect 
information about your mouse (see Mouse Setup in Reference).

Before you read more about the mouse and WordPerfect, you should know that 
in the normal editing screen and some WordPerfect menus, the mouse pointer is 
usually represented by a reverse-video box ( | ). This pointer exists separately 
from the WordPerfect cursor (usually a dash) and should not be mistaken as the 
WordPerfect cursor. It appears when you move the mouse and disappears when 
you press a key.

A mcuse pointer is shown in the screen below. While its appearance may vary 
from monitor to monitor, the example below should give you a good idea of 
what the mouse pointer looks like.

MOUSE POINTER 
WORDPERFECT CURSOR

V
Fitness for the 80 1s

Alert: Retirement may be hazardous to your health. A recent study 
conducted by the Institute of Health and Wellness shows that older 
adults who engage in an exercise program during their 60'S and 70's 
fare Tetter in their 80's. | ^

When talking about the mouse, “click” means to press a button, then release it. 
“Double-click” means to click a button twice in rapid succession. “Drag” means 
to press the button, hold it down, then move the mouse.

Blocking Text
To block text with the mouse, position the mouse pointer on one end of the text 
you want to block. Next, press the left mouse button and drag the mouse until 
the mouse pointer is at the immediate right of the other end of the text you want 
to block. Then release the left mouse button. The text you blocked is 
highlighted.

Once you have blocked the text, you can use any of the features you can if you 
had used the Block feature (Alt-F4) to block the text (see Block, Define in
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A "mouse" is a piece of hardware that connects to your computer to perform 
different operations. While you don't need a mouse to run WordPerfect. 
WordPerfect supports most common mice . Mice can be used for three 
operuions in WordPerfect: 

• E locking Text 
• Cursor Movement 
• Feature and Option Selection 

Information on performing these operations is listed below. 

Before you begin using the mouse. you should have installed the mouse 
according to the instructions in the documentation that came with your mouse. 
You should also have used the Mouse Setup menu to give WordPerfect 
information about your mouse (see Mouse Setup in Reference) . 

Before you read more about the mouse and WordPerfect. you should know that 
in the normal editing screen and some WordPerfect menus, the mouse pointer is 
usual ly represented by a reverse-video box ( I ). This pointer exists separately 
from the WordPerfect cursor (usually a dash) and should not be mistaken as the 
WordPerfect cursor. It appears when you move the mouse and disappears when 
you i: ress a key. 

A mcuse pointer is shown in the screen below. While its appearance may vary 
from monitor to monitor, the example below should give you a good idea of 
what the mouse pointer looks like. 
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When talking about the mouse, "click" means to press a button, then release it. 
"Double-click" means to click a button twice in rapid succession. "Drag" means 
to press the button, hold it down. then move the mouse. 

Blocking Text 
To block text with the mouse, position the mouse pointer on one end of the text 
you want to block. Next. press the left mouse button and drag the mouse until 
the m~use pointer is at the immediate right of the other end of the text you want 
to block. Then release the left mouse button. The text you blocked is 
highlighted. 

Once you have blocked the text, you can use any of the features you can if you 
had u:;ed the Block feature (Alt-F4) to block the text (see Block, Define in 



Reference). The same codes are inserted and the document is formatted the 
same. The only thing that is different is the method of blocking the text.

Once a block is defined and you have released the left button, you can change its size 
without canceling the block and starting over by using the arrow keys, ♦Search (F2) or 
♦Search (Shift-F2). (See Search in Reference.)

Cursor Movement
Using the mouse pointer, you can "point” to a specific location, then click the 
left button on your mouse to move the WordPerfect cursor to that location.

Like the cursor keys, the mouse cannot be used to position the cursor where 
there is no text or codes. If you position your mouse pointer where there is no 
text or codes, then click the left mouse button, the cursor will be positioned at 
the nearest text.

As you are positioning the cursor with the mouse, remember that double-clicking 
the left button or pressing the left button, then dragging the mouse mean 
different things to WordPerfect (see Blocking Text above and Clicking and 
Double-Clicking below).

If you have split the screen with the Window feature (Ctrl-F3,l), the mouse can 
be used to position the cursor in either document screen. Also, the mouse can be 
used to position the cursor in WordPerfect prompts that ask for some type of 
input such as a filename (e.g.. Document to be Saved: C:\WP51\LETTER.DOC).

If you want to scroll to parts of the document that are not displayed on the 
screen, press the right mouse button, then drag the mouse to the edge of the 
screen in the direction you want to scroll. When you release the right mouse 
button, scrolling stops. If you want to scroll and block text as you scroll, use 
the left mouse button instead of the right mouse button.
If you are scrolling left or right, scrolling stops when you reach the beginning or 
end of the current line of text. If you are scrolling up or down, scrolling stops 
when you reach the top or bottom of the document.

Feature and Option Selection
The mouse can be used to select any WordPerfect feature or option. You can 
use the mouse to select features and options in combination with WordPerfect 
keystrokes, or you can use the mouse exclusively.

To display the pull-down menu bar, you should click the right mouse button. To 
hide the menu bar once it is displayed, you can click the right button again 
(unless you have chosen to have the menu bar always visible).

To select an option from any WordPerfect menu (pull-down or other), you can 
do one of two things. You can move the mouse pointer to that item, then click 
the left mouse button. Or, you can press the left button, drag the mouse to the 
item you want to select, then release the left button.

You can also click on prompts such as “Press List” to select the key to which 
the prompt refers.
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Reference). The same codes are inserted and the document is formatted the 
same. The only thing that is different is the method of blocking the text. 

Once a block is defined and _\'Oil have released the left bu/Ion, you can change its size 
without cancelinJ? the block and starting over by using the arrow keys, +Search (F2) or 
•Search (Shift-F2). (See Search in Reference. ) 

Cursor Movement 
Using the mouse pointer. you can ··point" to a specific location, then click the 
left button on your mouse to move the WordPerfect cursor to that location. 

Like the cursor keys. the mouse cannot be used to position the cursor where 
there is no text or codes. If you position your mouse pointer where there is no 
text or codes. then click the left mouse button. the cursor will be positioned at 
the nearest text. 

As you are positioning the cursor with the mouse, remember that double-clicking 
the left button or pressing the left button, then dragging the mouse mean 
different things to WordPerfect (see Blocking Text above and Clicking and 
Double-Clicking below). 

If you have split the screen with the Window feature (Ctrl-F3, I), the mouse can 
be used to position the cursor in either document screen. Also. the mouse can be 
used to position the cursor in WordPerfect prompts that ask for some type of 
input such as a filename (e.g., Document to be Saved: C:\WP5 I\LETTER.DOC). 

If you want to scroll to parts of the document that are not displayed on the 
screen. press the right mouse button, then drag the mouse to the edge of the 
screen in the direction you want to scroll. When you release the right mouse 
button, scrolling stops. If you want to scroll and block text as you scroll, use 
the left mouse button instead of the right mouse button. 

If you are scrolling left or right. scrolling stops when you re.ich the beginning or 
end of the current line of text. If you are scrolling up or down, scrolling stops 
when you reach the top or bottom of the document. 

Feature and Option Selection 
The mouse can be used to select any WordPerfect feature or option. You can 
use the mouse to select features and options in combination with WordPerfect 
keystrokes, or you can use the mouse exclusively. 

To display the pull-down menu bar, you should click the right mouse button. To 
hide the menu bar once it is displayed, you can click the right button again 
(unless you have chosen to have the menu bar always visible). 

To select an option from any WordPerfect menu (pull-down or other), you can 
do one of two things. You can move the mouse pointer to that item. then click 
the left mouse button. Or, you can press the left button, drag the mouse to the 
item you want to select. then release the left button. 

You can also click on prompts such as "Press List" to select the key to which 
the prompt refers. 
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Notes

As >ou use the mouse to select features and options, be aware that the right 
mouse button serves the same function as Exit (F7). In other words, it will exit 
you out of a menu.

Also, be aware that double-clicking the left button acts the same as pressing the 
left button, then pressing Enter. This is especially useful in menus such as List 
Files, Base Font, and Printer Selection where a list of items is displayed.

Double-clicking in List Files, Base Font, and Printer Selection is useful because 
the first click highlights the item you want to select, then the second click acts as 
the Enter key. In List Files, this lets you quickly view a document. In Base 
Font and Printer Selection, this lets you quickly select a base font or a printer.

Double-clicking is also useful when a Status line prompt is displayed because it 
tells WordPerfect to accept the default value.

Canceling
Clicking the middle mouse button on a three-button mouse performs the same 
function as pressing the Cancel key (FI). Among other things, this includes 
canceling Block, backing out of a menu without making changes, and restoring 
deleted text (see Cancel in Reference).

To cancel with a two-button mouse, press and hold either mouse button, click the 
other button, then release the first button.

Center Button
The center button on a three-button mouse performs the same function as the 
Cancel key (FI). If you have a two-button mouse, press and hold either mouse 
button, click the other button, then release the first button.

Clicking and Double-Clicking
Pressing a mouse button, then releasing it is called clicking. Clicking the mouse 
button twice in rapid succession is called double-clicking. If you read the 
information under Feature and Option Selection above, you will see that clicking 
and double-clicking cause WordPerfect to act in different ways.

For example, a click, then another click in the List Files menu simply highlights 
a file. A double-click in the List Files menu highlights a file and lets you look 
into the file’s contents.

How does WordPerfect tell the difference between two separate clicks and a 
double-click? It checks the Double-Click Interval setting.

If you click a mouse button twice within the double-click interval, WordPerfect 
considers it a double-click. If you exceed the double-click interval in clicking 
the mouse button twice, WordPerfect considers it as two separate clicks.

Information on setting the double-click interval can be found in Double-Click 
Interval under Mouse Setup in Reference.
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As ~ou use the mouse to select features and options, be aware that the right 
mouse button serves the same function as Exit (F7). In other words, it will exit 
you out of a menu. 

Also, be aware that double-clicking the left button acts the same as pressing the 
left button, then pressing Enter. This is especially useful in menus such as List 
File~. Base Font, and Printer Selection where a list of items is displayed. 

DoulJle-clicking in List Files. Base Font, and Printer Selection is useful because 
the first click highlights the item you want to select , then the second click acts as 
the Enter key. In List Files, this lets you quickly view a document. In Base 
Font and Printer Selection, this lets you quickly select a base font or a printer. 

Double-clicking is also useful when a Status line prompt is displayed because it 
tells WordPerfect to accept the default value. 

Canceling 
Clicking the middle mouse button on a three-button mouse performs the same 
func .ion as pressing the Cancel key (Fl). Among other things. this includes 
canc~ling Block, backing out of a menu without making changes, and restoring 
deleted text (see Cancel in Reference). 

To cmcel with a two -button mouse. press and hold either mouse button, click the 
other button, then release the first button. 

Centm Button 
The center button on a three-button mouse performs the same function as the 
Cancel key (Fl). If you have a two-button mouse, press and hold either mouse 
buttc,n, click the other button, then release the first button. 

Clicking and Double-Clicking 
Presiiing a mouse button. then releasing it is called clicking. Clicking the mouse 
buttrn twice in rapid succession is called double-clicking. If you read the 
information under Feature and Option Selection above, you will see that clicking 
and double-clicking cause WordPerfect to act in different ways. 

For example, a click, then another click in the List Files menu simply highlights 
a file . A double-click in the List Files menu highlights a file and lets you look 
into the file· s contents. 

How does WordPerfect tell the difference between two separate clicks and a 
double-click? It checks the Double-Click Interval setting. 

If you click a mouse button twice within the double-click interval, WordPerfect 
considers it a double-click. If you exceed the double-click interval in clicking 
the mouse button twice, WordPerfect considers it as two separate clicks. 

Information on setting the double-click interval can be found in Double-Click 
Interval under Mouse Setup in Reference. 



Exiting
When you click the right mouse button, it performs the same function as if you 
had pressed Exit (F7). In many WordPerfect menus, this exits you out of the 
menu.

The right button does not exit you out of a document. If you want to do so with 
the mouse, you must select Exit from the File menu.

Left Button
The left button on your mouse performs several functions. When you are in 
normal text, clicking the left button moves the cursor to where the mouse pointer 
is located. Pressing the left button, dragging the mouse, and releasing the left 
button blocks text.

In a WordPerfect menu, clicking the left button highlights the menu item where 
the mouse pointer is located. Pressing the left mouse button, dragging the mouse 
pointer to a menu item, then releasing the left mouse button also selects the item. 
If the mouse pointer is not located on an item, clicking the left button cancels 
you out of that menu.

Double-clicking the left mouse button performs the same function as pressing the 
left button, then pressing Enter. If the “Move Cursor; Press Enter to Retrieve” 
message is on the screen, however, double-clicking the left mouse button 
retrieves the text that is in the temporary move buffer to the location of the 
mouse pointer.

Macros
Menu selections with the mouse are stored as the equivalent keystrokes in 
macros. This provides you with a clearer idea of what you did in the macro 
should you need to edit the macro in the Macro Editor.
When you are defining a macro, you cannot use the mouse to position the cursor.

Mouse and Keystrokes
You can use the mouse and WordPerfect keystrokes in combination with one 
another or exclusively. For example, you can use the mouse to move the cursor 
or select a menu option, then in the next operation, use the keystrokes. You can 
use the mouse in one step of an instruction in the WordPerfect Workbook or this 
manual, then use the keystrokes in the next step.

With few exceptions, WordPerfect is designed to let the mouse work anywhere 
that keystrokes work. Notable exceptions include typing keyboard characters, 
moving the cursor in the Reveal Codes screen, and entering the text and codes to 
be searched for after selecting the Search or Replace features.

Mouse Responsiveness
If you want the mouse pointer to be more or less responsive to your mouse 
movements, change the Acceleration Factor setting on the Mouse Setup menu 
(see Acceleration Factor under Mouse Setup in Reference).
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that keystrokes work. Notable exceptions include typing keyboard characters, 
moving the cursor in the Reveal Codes screen, and entering the text and codes to 
be searched for after selecting the Search or Replace features. 

Mouse Responsiveness 
If you want the mouse pointer to be more or less responsive to your mouse 
movements, change the Acceleration Factor setting on the Mouse Setup menu 
(see Acceleration Factor under Mouse Setup in Reference). 
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Pull-Down Menus
WordPerfect lets you select features from pull-down menus. This is especially 
useful if you are using the mouse, although you can select features from the pull­
down menus with both the mouse and the keyboard.

More information on how the mouse works in pull-down menus can be found 
under Feature and Option Selection above. More information on the pull-down 
menus themselves can be found in Pull-Down Menus in Reference.

Right Button
In the normal editing screen, clicking the right button on your mouse does one of 
Iwo things. If the pull-down menu bar (located at the top of the screen) is not 
displayed, clicking the right button displays the menu bar. If the menu bar is 
displayed, clicking the right button “hides” the menu bar (unless you have 
chosen to have the menu bar always visible).

In WordPerfect menus, clicking the right mouse button performs the same 
function as Exit (F7). This means that it exits you from the menu.

Press ng the right mouse button, then dragging the mouse pointer to the edges of 
the normal editing screen, lets you scroll through a document.

Yes/Nn Options
When an option gives you two choices. Yes and No, the default response is 
shown without parentheses. Clicking on Yes sets the option to Yes, while 
clicking on No sets the option to No.

S e e  A l s o :  M ouse Setup: M ouse Type; Pu ll-D ow n M enus

Mouse Type

Since WordPerfect can support several different types of mice, it needs to know 
the tyoe of mouse you have. The method for supporting mouse functions differs 
from mouse to mouse.

A mouse driver is the file WordPerfect uses to communicate with a mouse. This 
file, which ends with a .IRS (input resource file) extension, is used to support 
mouse functions such as cursor movement, blocking text, and selecting 
WordPerfect features and options.

If you are having trouble performing any of these functions with the mouse, see 
Mouse Support in Reference to make sure you are using the mouse correctly. If 
you are, it could be that the correct mouse driver isn't selected.

WordPerfect uses a feature called Mouse Type to select the correct mouse driver.
When you install WordPerfect, it selects a generic mouse driver called
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Pull-Down Menus 
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usefd if you are using the mouse. although you can select features from the pull­
down menus with both the mouse and the keyboard. 
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chosen to have the menu bar always visible). 

In WordPerfect menus, clicking the right mouse button performs the same 
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Since WordPerfect can support several different types of mice, it needs to know 
the ty oe of mouse you have. The method for supporting mouse functions differs 
from mouse to mouse. 

A mouse driver is the file WordPerfect uses to communicate with a mouse. This 
file, v.,hich ends with a .IRS (input resource file) extension. is used to support 
mouse functions such as cursor movement. blocking text. and selecting 
WordPerfect features and options. 

If you are having trouble performing any of these functions with the mouse, see 
!vfoust Supporr in Reference to make sure you are using the mouse correctly. If 
you are, it could be that the correct mouse driver isn ·1 selected. 

Wordf'erfect uses a feature called Mouse Type to select the correct mouse driver. 
When you install WordPerfect. it selects a generic mouse driver called 



MOUSE.COM which works with most mice. However, you should check the 
Mouse Type screen to see if your mouse is one of the supported types.

The list of mouse drivers on the Setup: Mouse Type menu comes from a file 
called STANDARD.IRS. This file is installed with the WordPerfect program 
files and should reside in the directory where WP.EXE is located.

To select your mouse driver from the Mouse Type screen,

1 Press Setup (Shift-Fl).

□3 Select Setup from the File menu.

2 Select Mouse (1), then select Type (1).

3 Move the cursor to the type of mouse you are using, then press Enter to 
select it.

Notice that the same mouse may have two or more options such as serial and bus. These 
options refer to how your mouse is connected to your computer. You should be able to 
tell which option to choose from the documentation that came with your mouse. You can 
also check the underside of your mouse, which often has a sticker giving you information 
about the mouse.

4 Press Exit (F7) until you return to the normal editing screen.

This setting is stored in the WP{WP}.SET file and remains in effect each time 
you start WordPerfect.

Notes Auto-Select
WordPerfect initially selects the generic “Mouse Driver” (see MOUSE.COM 
below). If you selected a mouse driver yourself, but now wish to have
W ordPerfect deselect the d river you selected , go to  the Setup: M ouse  Type m enu
(Shift-Fl,1,1), then choose Auto-Select (2).

Deselecting the Mouse
If you wish to deselect a mouse driver, go to the Setup: Mouse Type menu 
(Shift-Fl, 1,1), move the cursor to the mouse driver you want to deselect, then 
type an asterisk (*).

Mouse Not Shown
If your mouse is not shown on the Setup: Mouse Type menu, then the 
information for that mouse is not located in the directory where WP.EXE 
resides.

If you have files ending with a .IRS extension in a directory other than where 
WP.EXE resides, make sure you are in the Setup: Mouse Type menu 
(Shift-Fl,1.1), then select Other Disk (3). After you do so, enter the pathname 
to where your .IRS files are kept. WordPerfect will display those files on the 
Setup: Mouse Type menu.
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MOUSE.COM which works with most mice. However, you should check the 
Mouse Type screen to see if your mouse is one of the supported types. 

The list of mouse drivers on the Setup: Mouse Type menu comes from a file 
called STANDARD.IRS. This file is installed with the WordPerfect program 
files and should reside in the directory where WP.EXE is located. 

To select your mouse driver from the Mouse Type screen, 

Press Setup (Shift-Fl). 

[8) Select Setup from the File menu. 

2 Select Mouse (I), then select Type ( I ). 

3 Move the cursor to the type of mouse you are using. then press Enter to 
select it. 

Notice that the same mouse may have two or more options such as serial and bus. These 
options refer to how your mouse is connected to your computer. You should he ahle to 
tell which option to choose from the documentation that came with your mouse. You can 
also check the underside of your mouse. which often hus u sticker giving you informution 
about the mouse. 

4 Press Exit (F7) until you return to the normal editing screen. 

This setting is stored in the WP{WP}.SET file and remains in effect each time 
you start WordPerfect. 

Auto-Select 
WordPerfect initially selects the generic "Mouse Driver" (see MOUSE.COM 
below). If you selected a mouse driver yourself. but now wish to have 
WordPerfect deselect the driver you selected. go to the Setup: Mouse Type menu 
(Shift-Fl,1,1), then choose Auto-Select (2). 

Deselecting the Mouse 
If you wish to deselect a mouse driver, go to the Setup: Mouse Type menu 
(Shift-FI. I.I), move the cursor to the mouse driver you want to deselect, then 
type an asterisk (*). 

Mouse Not Shown 
If your mouse is not shown on the Setup: Mouse Type menu. then the 
information for that mouse is not located in the directory where WP.EXE 
resides. 

If you have files ending with a .IRS extension in a directory other than where 
WP.EXE resides, make sure you are in the Setup: Mouse Type menu 
(Shift-Fl. I. I). then select Other Disk (3 ). After you do so, enter the pathname 
to where your .IRS files are kept. WordPerfect will display those files on the 
Setup: Mouse Type menu. 
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If you do not have .IRS files in any directory other than the directory where 
WP.EXE is located and your mouse is not shown on the Setup: Mouse Type 
menu, send the name of your mouse, your return address, and your phone 
number to:

Mouse Driver
Attn: WordPerfect Corporation Information Services 
1555 N. Technology Way 
Orem, UT 84057 '

At WordPerfect Corporation, we are constantly updating our software and there 
is a chance that we may have created a driver for your mouse. In the meantime, 
select the generic “Mouse Driver” from the Setup: Mouse Type menu (see 
MOUSE.COM below).

MOUSE.COM
If the name of your mouse is not listed on the Setup: Mouse Type menu, select 
the generic “Mouse Driver.” This instructs WordPerfect to use a mouse driver 
called MOUSE.COM.

MOUSE.COM is a program that comes with your mouse. You must run 
MOUSE.COM before starting WordPerfect if you plan to select “Mouse Driver.” 
Information on running MOUSE.COM should be found in the documentation that 
came with your mouse.

On the other hand, if the name of your mouse is listed on the Setup: Mouse 
Type menu, and if you don’t use your mouse with any other program on your 
computer, you don’t need to run MOUSE.COM. The WordPerfect mouse driver 
will be all that you need to support your mouse.

Name Search
The Name Search option on the Setup: Mouse Type menu (Shift-Fl,1,1) helps 
you easily move the cursor to the name of your mouse. To use the option, select 
Name Search (n), then begin typing the name of your mouse. As you type 
letters, the cursor moves to the first name on the list that matches those letters. 
Press Enter or an arrow key to exit Name Search.

Ilther Disk
The Other Disk option is used in case your mouse is not displayed on the Setup: 
Mouse Type menu. For more information, see Mouse Not Shown above.

STANDARD.IRS
STANDARD.IRS is a special mouse driver that comes with WordPerfect, and it 
contains information for most common mice. This driver should reside in the 
directory where WP.EXE is located.
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If you do not have .IRS files in any directory other than the directory where 
WP.EXE is located and your mouse is not shown on the Setup: Mouse Type 
menu, send the name of your mouse, your return address, and your phone 
number to: 

Mouse Driver 
l\ttn: WordPerfect Corporation Information Services 
1555 N. Technology Way 
Orem, UT 84057 

At WordPerfect Corporation, we are constantly updating our software and there 
is a chance that we may have created a driver for your mouse. In the meantime, 
select the generic "Mouse Driver" from the Setup: Mouse Type menu (see 
MOUSE.COM below). 

MOUSE.COM 
If thf: name of your mouse is not listed on the Setup: Mouse Type menu, select 
the generic "Mouse Driver." This instructs WordPerfect to use a mouse driver 
called MOUSE.COM. 

\1OUSE.COM is a program that comes with your mouse. You must run 
\1OUSE.COM before starting WordPerfect if you plan to select "Mouse Driver." 
Information on running MOUSE.COM should be found in the documentation that 
came with your mouse. 

On the other hand, if the name of your mouse is listed on the Setup: Mouse 
Type menu. and if you don't use your mouse with any other program on your 
computer, you don't need to run MOUSE.COM. The WordPerfect mouse driver 
will Ile all that you need to support your mouse. 

l~ame Search 
The Name Search option on the Setup: Mouse Type menu (Shift-Fl, I, I) helps 
you easily move the cursor to the name of your mouse. To use the option, select 
Name Search (n), then begin typing the name of your mouse. As you type 
letten, the cursor moves to the first name on the list that matches those letters. 
Press Enter or an arrow key to exit Name Search. 

IJther Disk 
The Other Disk option is used in case your mouse is not displayed on the Setup: 
Mome Type menu. For more information, see Mouse Not Shown above. 

~iTAN[IARD.IRS 
STANDARD.IRS is a special mouse driver that comes with WordPerfect, and it 
contains information for most common mice. This driver should reside in the 
direc1ory where WP.EXE is located. 
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Notes

Wrong Driver
You must have the mouse for the mouse type you select. If you don’t, 
WordPerfect may not be able to properly support your mouse.

S e e  A ls o :  Mouse Setup; Mouse Support

You can use Move to highlight a sentence, paragraph, or page of text, and then 
move, copy, or delete it.

1 Place the cursor on the text you want to move.

2 Press M o v e  (Ctrl-F4), then select Sentence (1), Paragraph (2), or Page (3) to 
highlight the sentence, paragraph, or page on which the cursor is resting (see 
Text Delimiters below).

CB Choose Select from the Edit menu, then select Sentence, Paragraph, or Page.

3 Select a Move option (see Move Options below) and move the text. 

or

Select Delete (3) to delete the text. The text is then removed from the 
screen. It can be retrieved as deleted text (see Undelete in Reference).

Move Options
When you use Move, the Move options appear the same as when you are using 
M o v e  w i t h  B l o c k .  T h e y  are M o v e .  Copy. D e le t e ,  or Append. Move and Copy 
are explained in the following paragraphs. The Delete option is explained in step 
3 above. To learn about Append, see Append in Reference.

Selecting either Move (1) or Copy (2) stores text in a temporary buffer. With 
Move, the text is removed from your document. With Copy, the text remains on 
the screen but is also held in a temporary buffer. In both cases, a prompt
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Notes 

Wrong Driver 
You must have the mouse for the mouse type you select. If you don't, 
WordPerfect may not be able to properly support your mouse. 

See Also: Mouse Setup; Mouse Support 

You can use Move to highlight a sentence, paragraph, or page of text, and then 
move, copy, or delete it. 

1 Place the cursor on the text you want to move. 

2 Press Move (Ctrl-F4), then select Sentence (1), Paragraph (2), or Page (3) to 
highlight the sentence, paragraph, or page on which the cursor is resting (see 
Text Delimiters below). 

[8) Choose Select from the Edit menu, then select Sentence. Paragraph, or Page. 

3 Select a Move option (see Move Options below) and move the text. 

or 

Select Delete (3) to delete the text. The text is then removed from the 
screen. It can be retrieved as deleted text (see Undelete in Reference). 

Move Options 
When you use Move. the Move options appear the same as when you are using 
Move with Block. They are Move. Copy. Delete. or Append. Move and Copy 
are explained in the following paragraphs. The Delete option is explained in step 
3 above. To learn about Append, see Append in Reference. 

Selecting either Move (I) or Copy (2) stores text in a temporary buffer. With 
Move, the text is removed from your document. With Copy, the text remains on 
the screen but is also held in a temporary buffer. In both cases, a prompt 
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appears on the status line informing you that pressing Enter will retrieve the text 
you have just moved or copied.

A  MOVE PROMPT

society or any economic systems, they are interesting to think 

about. I found myself wondering if some of these ideas might not 

work or be true. Time may have the only answers.

This man implemented ideas that were not very common in his 

day. His philosophy was that man is no better than his environment.

He bought a group of textile mills in Scotland. In accordance with 

this new philosophy he tried to eliminate the typical social evils 

of tlie factory system and make his factories Into the model 

worker's community. He raised wages and improved factory 

sanitation. He reduced the hours worked, and even helped rebuild 

the workers' homes and provided schools for their Children.

^ ► Wove cursor; press Enter to retrieve. Doc 1 Pg 1 Ln 4.25" Pos 1"

You can then move the cursor to any other place in your document and press 
E lnter  to retrieve the text. If you switch to another document, you can still press 
E n t e r  to retrieve the text (see Switch in Reference). Even if you retrieve another 
document into the second screen, pressing E n t e r  will still retrieve the text. The 
text will not be removed from the temporary buffer until you exit WordPerfect, 
or use Move again to store new text in the buffer.

As long as the Move prompt appears on the status line, the text in the temporary 
buffer will be retrieved when you press E n t e r .  You can use the cursor 
movement and deletion keys to move through text in your document, but you 
cannol press E n t e r  without retrieving the text at the point on which the cursor is 
resting.

While the Move prompt is on the screen, if you decide you do not want to 
retrieve the text, you can press C a n c e l  (FI) to make the prompt disappear. 
However, the text will still remain in the temporary buffer until you move new 
text into it or exit WordPerfect. As long as the text is in the buffer, you can 
retrieve it by pressing M o v e  (Ctrl-F4), selecting Retrieve (4), then selecting 
Block (1). You can also retrieve it by pressing R e t r ie v e  (Shift-FlO), then 
pressirg E n te r .

When the Move prompt is displayed and you then create a table, the Move 
prompi: is suppressed while you are in table editing mode. As soon as you exit 
Table Edit, the prompt should reappear, unless the temporary buffer is destroyed 
while you are in Table Edit.

If the Edit pulldown is used and Paste is selected, the text reappears.
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You can then move the cursor to any other place in your document and press 
Enter to retrieve the text. If you switch to another document. you can still press 
Enter to retrieve the text (see Switch in Reference). Even if you retrieve another 
document into the second screen. pressing Enter will still retrieve the text. The 
text ~ill not be removed from the temporary buffer until you exit WordPerfect, 
or use Move again to store new text in the buffer. 

As long as the Move prompt appears on the status line. the text in the temporary 
buffer will be retrieved when you press Enter. You can use the cursor 
movc::111c::m and deletion keys to move through text in your document. but you 
canno1 press Enter without retrieving the text at the point on which the cursor is 
resting. 

While the Move prompt is on the screen. if you decide you do not want to 
retrieve the text, you can press Cancel (Fl) to make the prompt disappear. 
However. the text will still remain in the temporary buffer until you move new 
text into it or exit WordPerfect. As long as the text is in the buffer. you can 
retrieve! it by pressing Move (Ctrl-F4), selecting Retrieve (4), then selecting 
Block ( l ). You can also retrieve it by pressing Retrieve (Shift-FI 0), then 
pressir g Enter. 

When the Move prompt is displayed and you then create a table. the Move 
promp1: is suppressed while you are in table editing mode. As soon as you exit 
Table Edit. the prompt should reappear. unless the temporary buffer is destroyed 
while :10u are in Table Edit. 

If the Edit pulldown is used and Paste is selected. the text reappears. 



Text Delimiters
Move lets you move a sentence, paragraph, or page.

The Sentence option is designed to move a sentence from the capital letter that 
begins the sentence, up to and including the punctuation that ends the sentence, 
along with as many as three spaces following it. The sentence you move can 
end with a period (.), question mark (?), or exclamation point (!). However, a 
Hard Return code [HRtJ is always considered to be a definite end of a sentence. 
Consequently, if a Hard Return code [HRt] occurs before the end of a sentence, 
WordPerfect highlights only up to the Hard Return code.

You can place the cursor anywhere on a sentence before highlighting it. When 
the sentence is retrieved, any existing ending spaces are inserted after the end of 
the sentence. Consequently, if the sentence you move is followed by two spaces, 
and you move the cursor to the first letter in a sentence before retrieving it, your 
text will continue to be spaced correctly.

Since paragraphs are normally separated by Hard Return codes [HRt] in 
WordPerfect, the Paragraph option is designed to move a paragraph from the last 
Hard Return code in your text up to, and including, the next Hard Return code. 
Any spacing at the beginning of the paragraph (e.g., a tab or indentation code or 
a series of spaces, etc.) is included. When the paragraph is moved, the Hard 
Return code at the end of the paragraph is moved with it. Consequently, if you 
move the cursor to the start of a paragraph before retrieving it (and not to any 
extra line above a paragraph), your text will continue to be spaced correctly.

In WordPerfect, pages can be separated by both a Soft Page code [SPg] 
(represented in the normal editing screen by a single-dashed line) or a Hard Page 
code [HPg] (represented in the normal editing screen by a double-dashed line). 
The Page option is designed to move text from one page break to the next.
W h e n  a  p a g e  o f  t e x t  i s  m o v e d ,  s o f t  p a g e  b r e a k s  a r e  n o t  m o v e d  w i t h  i t .

However, if the bottom of the page is indicated by a hard page break, that page 
break is moved with the text. Unless every page in your document is separated 
by hard page breaks, using the Page option usually changes where the page 
breaks occur in your document.

S e e  A ls o :  Append; Move, Block

M o ve , B lock

You can use Move to move a block of highlighted text. 

1 Block the text (Alt-F4).
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Text Delimiters 
Move lets you move a sentence. paragraph, or page . 

The Sentence option is designed to move a sentence from the capital letter that 
begins the sentence. up to and including the punctuation that ends the sentence. 
along with as many as three spaces following it. The sentence you move can 
end with a period ( .), question mark ( ?), or exclamation point ( ! ). However, a 
Hard Return code IHRt] is always considered to be a definite end of a sentence. 
Consequently, if a Hard Return code [HRt] occurs before the end of a sentence, 
WordPerfect highlights only up to the Hard Return code. 

You can place the cursor anywhere on a sentence before highlighting it. When 
the sentence is retrieved. any existing ending spaces are inserted after the end of 
the sentence. Consequently. if the sentence you move is followec.l by two spaces, 
and you move the cursor to the first lener in a sentence before retrieving it, your 
text will continue to be spaced correctly. 

Since paragraphs are normally separated by Hard Return codes [HRt] in 
WordPerfect. the Paragraph option is designed to move a paragraph from the last 
Hard Return code in your text up to. and including, the next Hard Return code. 
Any spacing at the beginning of the paragraph (e .g .. a tab or indentation code or 
a series of spaces, etc.) is included. When the paragraph is moved, the Hard 
Return code at the end of the paragraph is moved with it. Consequently, if you 
move the cursor to the start of a paragraph before retrieving it (and not to any 
extra line above a paragraph), your text will continue to be spaced correctly. 

In WordPerfect. pages can be separated by both a Soft Page code [SPg] 
(represented in the normal editing screen by a single-dashed line) or a Hard Page 
code [HPg] (represented in the normal ec.liting screen by a double-dashed line). 
The Page option is designed to move text from one page break to the next. 
When a page of text is moved, soft page breaks are not moved with it. 

However. if the bottom of the page is indicated by a hard page break, that page 
break is moved with the text. Unless every page in your document is separated 
by hard page breaks, using the Page option usually changes where the page 
breaks occur in your document. 

See Also: Append; Move, Block 

You can use Move to move a block of highlighted text. 

1 Block the text (Alt-F4) . 
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Notes

2! Press Move (Ctrl-F4), then select Block (1), Tabular Column (2), or
Rectangle (3). These options indicate the type of block you are moving (see 
Block, Tabular Column, and Rectangle below).

CB) Choose Select from the Edit menu, then select Tabular Column or Rectangle.

The Move options appear.

3 Select Move (1), Copy (2), or Append (4) to move, copy, or append the text.

or

Select Delete (3) to delete the text. The text is then removed from the 
screen. It can be retrieved as deleted text (see Undelete in Reference).

Block
Most often, you will probably select Block (1) when you use Move (Ctrl-F4) to 
move text. The Block option lets you block any part of your document by 
placing the cursor on the first character you want to move, pressing Block 
(Alt-F 4) to turn on Block, then moving the cursor to the last character you want 
to move. You can block a heading, a part of a sentence or a paragraph, or any 
part of a line (see Block in Reference).

Once you have defined a block of text, selecting Block (1) from the Move menu 
displays the move options: Move, Copy, Delete, and Append. You can then 
select any option. For a description of the Move options, see Move in Reference.

When you use Block to move text, any codes within the blocked text are moved 
with tie  block. However, WordPerfect is designed to keep the attributes of 
blocked text the same whenever it is moved. Consequently, if you block only 
part o::' a line, WordPerfect inserts the necessary codes to keep the bolded text 
bolded, the underlined text underlined, etc.

Rectangle
The Rectangle option lets you move a rectangular-shaped block without 
disturbing other parts of the text on a page. Each of the lines of text must end 
with Hard Returns (see Return, Soft and Hard in Reference).

Suppose, for example, you have imported an ASCII text file into WordPerfect 
which contains several vertical columns of numbers and that these columns of
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~: Press Move (Ctrl-F4 ), then select Block ( 1 ), Tabular Column (2). or 
Rectangle (3 ). These options indicate the type of block you are moving (see 
Block. Tabular Column, and Rectangle below ). 

[8 C~oose Select from the Edit menu. then select Tabular Column or Rectangle. 

The Move options appear. 

3 Select Move ( 1), Copy (2 ), or Append (4) to move, copy. or append the text. 

or 

Sdect Delete (3) to delete the text. The text is then removed from the 
screen. It can be retrieved as deleted text (see Undelete in Reference ). 

Block 
Most often, you will probably select Block (I ) when you use Move (Ctrl-F4) to 
move text. The Block option lets you block any part of your document by 
placing the cursor on the first character you want to move. pressing Block 
(Alt-F4) to turn on Block, then moving the cursor to the last character you want 
to move. You can block a heading. a part of a sentence or a paragraph. or any 
part of a line (see Block in Reference ). 

Once you have defined a block of text, selecting Block (I ) from the Move menu 
displays the move options: Move. Copy, Delete, and Append. You can then 
select any option. For a description of the Move options, see Move in Reference. 

When you use Block to move text, any codes within the blocked text are moved 
with t r1e block. However, WordPerfect is designed to keep the attributes of 
blocked text the same whenever it is moved . Consequently, if you block only 
part o ' a line. WordPerfect inserts the necessary codes to keep the balded text 
bolded. the underlined text underlined. etc . 

Rectangle 
The Rectangle option lets you move a rectangular-shaped block without 
disturbing other parts of the text on a page. Each of the lines of text must end 
with Hard Returns (see Return, Soft and Hard in Reference) . 

Suppose, for example, you have imported an ASCII text file into WordPerfect 
which contains several vertical columns of numbers and that these columns of 



numbers are separated by spaces and not by tabs. You can use the Rectangle 
option to re-arrange the columns and also keep them intact.

A  COLUMN TO BE MOVED 

A  SPACES 

A HARD RETURNS

V
Extension Last Name First Name Employee Number

2345 „,n^ n Jean 234123
2389 Jensen Jack 234567
4534 Richards Shawn 234987
3412 Hawkins Larry 345642
4564 Muirbrook Wendy 342543
9876 Knudsen Steven 123433
7865 Forest Richard 342567
7034 Larsen David 573893
7898 Long Frank 129876
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2345 Hansen Jean 234123[HRt]
2389 Jensen Jack 234567[HRt]

Shawn 23498; [HRt]
3412 H a w k in s A Larry 345 642[HRt]
4564 Muirbrook Wendy 342543[HRt] vfl
9876 Knudsen Steven 123433[HRt] ^
7865 Forest Richard 342567 (Hitt1
7834 Larsen David 573893[hRt]

Press Reveal Codes to restore screen

A  IRREGULAR BLOCK 

A BEGINNING OF BLOCK 

A  END OF BLOCK

To move a rectangular-shaped block, place the cursor at one corner of the 
rectangle you want to move (e.g., upper left or lower right), then press Block 
(Alt-F4). A “Block On” message appears at the left corner of the status line. 
Move the cursor to the opposite comer of the rectangle. As you do so, 
WordPerfect highlights an irregular-shaped block of text on-screen.
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Mann
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numbers are separated by spaces and not by tabs. You can use the Rectangle 

option to re-arrange the columns and also keep them intact. 
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To move a rectangular-shaped block, place the cursor at one corner of the 
rectangle you want to move (e.g .. upper left or lower right), then press Block 
(Alt-F4). A "Block On" message appears at the left corner of the status line. 
Move the cursor to the opposite comer of the rectangle. As you do so, 
WordPerfect highlights an irregular-shaped block of text on-screen. 
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Keep in mind that this irregular-shaped block is no indication of the actual text 
that you are going to move. Once you have diagonally spanned the rectangle 
you want to move, press Move (Ctrl-F4), then select Rectangle (3).

A  BLOCK TO BE MOVED 
A  MOVE OPTIONS V

2345
2389
4534
3412
4 S6 4
9076
7065
7834
7690
6756
6758
5555
1112
5544
4321
3415
8767
9870
4599
7765

1 Move; 2 copy;

iJean
Lack

Cnudsen

Employee Number
234123
234567
234 9 8 7
345642
342543
123433
342567
573893
129876
348293
234728
455 6 4 3
324343
112233  
4 4 S5 6 6  
990800
112234  
456123  
600 9 8 0  
789 9 0 0  
677777  
7549 9 2

The on-screen block changes to highlight only the rectangle which will be 
moved, and the Move options are displayed on the status line. You can then 
select Move (1) or Copy (2), move the cursor to the place where you want the 
rectangle inserted, and press Enter to insert it.

While the Move options are displayed, selecting Delete (3) deletes the 
highlighted text. You can also select Append (4). For more information, see 
Append in Reference.

Short Cuts
On keyboards with an enhanced BIOS, you can also move a block of text by 
blocking the text, then pressing Block Move (Ctrl-Del) to move the block, or 
Block Copy (Ctrl-lns) to copy it. A prompt appears on the status line informing 
you that pressing Enter will retrieve the text you have just moved. You can 
then move the cursor to the place where you want the text and press Enter to 
insert the text.

If you do not have a keyboard with an enhanced BIOS, you can re-assign or map 
these same keystrokes to different keys. You can also map Block Append to a 
key on your keyboard (see action under Keyboard Layout, Edit in Reference).

Tabular Column
When you press Tab. Undent (F4), or Tab Align (Ctrl-F6) to create a series of 
columns across a page, you may sometimes decide that you want to re-arrange 
those columns without typing them in again. For example, if you have typed

4 4 6  MOVE, BLOCK

A BLOCK TO BE MOVED 

& MOVE OPTIONS 

446 MOVE, BLOCK 

Keep in mind that this irregular-shaped block is no indication of the actual text 
that you are going to move. Once you have diagonally spanned the rectangle 
you want to move. press Move (Ctrl-F4), then select Rectangle (3). 
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2.HS67 
234987 
345642 
342543 
123433 
34:2567 
'57Jl3CJJ 
129876 
J482QJ 
23'728 
455643 
324343 
l122J l 
H5566 
991!800 
I 122)4 
456123 
600980 
789900 
677777 
1';4992 

The on-screen block changes to highlight only the rectangle whic h will be 
moved. and the Move options are displayed on the status line. You can then 
select Move (I) or Copy (2). move the cursor to the place where you want the 
rectangle inserted, and press Enter to insert it. 

While the Move options are displayed. selecting Delete (3) deletes the 
highlighted text. You can also select Append (4). For more information, see 
Append in Re{errnce. 

Short C:uts 
On keyboards with an enhanced BIOS, you can also move a block of tex t by 
blocking the text. then pressing Block Move (Ctrl-Del) to move the block. or 
Block Copy (Ctrl-lns) to copy it. A prompt appears on the status line informing 
you that pressing Enter will retrieve the text you have just moved. You can 
then move the cursor to the place where you want the text and press Enter to 
insert 1he text. 

If you do not have a keyboard with an enhanced BIOS. you can re-assign or map 
these rnme keystrokes to different keys. You can also map Block Append to a 
key on your keyboard (see action under Keyhoard Layout, Edit in Reference). 

Tabular Column 
When you press Tab. •Indent (F4), or Tab Align 1Ctrl-F6) to create a series of 
columns across a page, you may sometimes decide that you want to re-arrange 
those rnlumns without typing them in again. For example, if you have typed 



four tabbed columns across a page, you might want to move the first tabbed 
column to the right of the page.

A  COLUMN TO BE MOVED
A NEW LOCATION FOR 

COLUMN
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Press Reveal Codes * ■ restore screen
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2345
2389

Jean

You can do this by using the Tabular Columns option.

To move any of the tabbed columns on a page, place the cursor on the first 
character following the Tab code [Tab] in the first line of the left-most column 
you want to move, then press Block (Alt-F4). A “Block On” message begins 
blinking at the left corner of the status line. You then need to move the cursor 
through any of the columns you want to move. As you do so, WordPerfect 
highlights an irregular-shaped block of text on-screen.

A IRREGULAR BLOCK 
A  BEGINNING OF BLOCK

As with the Rectangle option, this irregular on-screen block is no indication of 
the actual text that you are going to move.

Once you have moved the cursor through all the columns you want to move, 
move down to a character in the last line of the right-most column you want to 
move, press Move (Ctrl-F4), then select Tabular Column (2).
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four tabbed columns across a page. you might want to move the first tabbed 
column to the right of the page. 
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Press Reveal Codes · restore screen 

You can do this by using the Tabular Columns option. 

To move any of the tabbed columns on a page, place the cursor on the first 
character following the Tab code [Tab I in the first line of the left-most column 
you want to move, then press Block (Alt-F4). A "Block On" message begins 
blinking at the left corner of the status line. You then need to move the cursor 
through any of the columns you want to move. As you do so, WordPerfect 
highlights an irregular-shaped block of text on-screen. 
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As with the Rectangle option, this irregular on-screen block is no indication of 
the actual text that you are going to move. 

Once you have moved the cursor through all the columns you want to move, 
move down to a character in the last line of the right-most column you want to 
move, press Move (Ctrl-F4 ), then select Tabular Column (2) . 
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The block changes to highlight only the columns which will be moved, and the 
Move: options are displayed at the status line.

BLOCK TO BE MOVED 
MOVE OPTIONS f.tudI ovee Number

234123
234567
2349B7
345642
342543
123433
342567
573893
129076
348293
234726
455643
324343
112233 
445566 
998800
112234 
456123 
600980 
789900 
677777 
754992

You can then select Move (1) or Copy (2), move the cursor to the place where 
you want the column inserted, and press Enter to insert it.

Using Tabular Column to move text moves the Tab code preceding the column, 
along with the text in the column (e.g., [ Tab | text).

When the Move options are displayed, selecting Delete (3) deletes the column. 
You can also select Append (4). For more information, see Append in 
Reference.
The T abular Column option can be used to move columns that you create using 
Tab, "Indent (F4), or Tab Align (Ctrl-F6). Do not use it to move text within 
Newspaper Columns, Parallel Columns, or Tables. For information on moving 
text in Newspaper Columns, Parallel Columns, or Tables, see Columns, 
Newspaper, Columns, Parallel; and Table, Create in Reference.

See A lso: Append; Move
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The block changes to highlight only the columns which will be moved, and the 
Move: options are displayed at the status line. 
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You can then select Move (I ) or Copy (2), move the cursor to the place where 
you want the column inserted, and press Enter to insert it. 

Using Tabular Column to move text moves the Tab code preceding the column. 
along with the text in the column (e.g., ITabltext). 

When the Move options are displayed, selecting Delete (3) deletes the column. 
You can also select Append ( 4 ). For more information, see Append in 
Reference. 

The 1 abular Column option can be used to move columns that you create using 
Tab, n[ndent (F4), or Tab Align (Ctrl-F6). Do not use it to move text within 
Newspaper Columns, Parallel Columns, or Tables. For information on moving 
text in Newspaper Columns. Parallel Columns, or Tables, see Columns, 
News1Japer; Columns, Parallel; and Table, Create in Reference. 

See Also: Append; Move 



0 Other Format

Notes

The Other Format menu contains several specialized formatting and printing 
functions, such as changing the language code or selecting whether or not spaces 
are underlined when you use Underline (F8).

To change an Other Format setting,

1 Move the cursor to where you want the setting changed.

2 Press Format (Shift-F8), select Other (4), then select an option and make the 
necessary adjustments (see the option headings under Notes below).

CB Select Other from the Layout menu.

3 Press Exit (F7) to return to your document.

Advance
Advance lets you position text at a specific point on a printed page, for example, 
in a graphics image or in a pre-printed form (see Advance in Reference).

Border Options
This menu determines the appearance of the border types you can select for both 
graphics boxes and tables.

Conditional End of Page
This feature protects a specified number of lines from being split between two 
pages. It is most often used to keep titles with the paragraphs which follow 
them (see Conditional End o f Page in Reference).

Decimal/Align Character and Thousands’ Separator
The decimal/align character is preset to a period (.). It is used as the alignment 
character when you use Tab Align (Ctrl-F6) to align text vertically on a character 
(see Tab Align in Reference).

The decimal/align character is also the character that is used in Math. It 
separates decimal fractions from whole numbers and serves as the alignment 
character in number, total, and calculation columns (see Math, Define Columns 
in Reference).

The thousands’ separator character is the character used to separate hundreds 
from thousands and is preset to a comma (,).

If you want to select other characters for these functions, you can do so using 
the Decimal/Align Character and Thousands’ Separator options (see Tab Align 
and Math, Define Columns in Reference).
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0 Other Format 

Notes 

The Other Format menu contains several specialized formatting and printing 
functions, such as changing the language code or selecting whether or not spaces 
are underlined when you use Underline (F8). 

To change an Other Format setting, 

1 Move the cursor to where you want the setting changed. 

2 Press Format (Shift-F8 ), select Other ( 4 ), then select an option and make the 
necessary adjustments (see the option headings under Notes below ). 

[8 Se/ecr Ocher from the Layour menu. 

3 Press Exit (F7) to return to your document. 

Advance 
Advance lets you position text at a specific point on a printed page, for example, 
in a graphics image or in a pre-printed form (see Advance in Reference). 

Border Options 
This menu determines the appearance of the border types you can select for both 
graphics boxes and tables. 

Conditional End of Page 
This feature protects a specified number of lines from being split between two 
pages. It is most often used to keep titles with the paragraphs which follow 
them (see Conditional End of Page in Reference). 

Decimal/Align Character and Thousands' separator 
The decimal/align character is preset to a period (. ). It is used as the alignment 
character when you use Tab Align (Ctrl-F6) to align text vertically on a character 
(see Tab Align in Reference). 

The decimal/align character is also the character that is used in Math. It 
separates decimal fractions from whole numbers and serves as the alignment 
character in number, total, and calculation columns (see Math, Define Columns 
in Reference). 

The thousands' separator character is the character used to separate hundreds 
from thousands and is preset to a comma (.). 

If you want to select other characters for these functions, you can do so using 
the Decimal/Align Character and Thousands' Separator options (see Tab Align 
and Math, Define Columns in Reference). 

OTHER FORMAT 449 



lind Centering/Alignment
You can use this option to place an End Centering/Alignment code [End C/A] in 
your document. This code will turn off a Center code [Center], a Hard Decimal 
Align Tab code [DEC TAB], or a Flush Right code [Fish Rgt] at the cursor 
position. The cursor remains on the same line when the alignment ends. For 
more information, see Center Text, Flush Right, and Tab Align in Reference.

Language
You can use this option to place a language code \Lang:language\ in your 
document. At any point following the code, WordPerfect then uses that language 
as a reference for the Sort and Date features. When you sort the document, 
WordPerfect uses the guidelines of that language’s alphabet, and when you insert 
a date, WordPerfect inserts the date in the way dates are written in that language 
(e.g., 12 decembre 1990 for French).

WordPerfect Corporation also offers versions of the Speller, Thesaurus, and 
Hyphenation dictionaries in several languages. If you have purchased and 
installed a dictionary for a certain language then, at any point following the 
language code for that language, WordPerfect uses that language's Speller for 
spell-checking, its Thesaurus for displaying synonyms and antonyms, and its 
hyphenation dictionary as a reference for hyphenation. For more information, 
see L a n g u a g e  in R e f e r e n c e .

Overstiike
This option lets you print two or more characters in the same location such as 
combining the / and the 0 to create 0 (see Overstrike in Reference).

Printer Functions
This option presents a submenu used for handling such specialized printer 
functions as kerning, leading, and the placement of the baseline (see Printer 
Functions in Reference). Your ability to use these functions depends upon your 
printer’s capabilities.

Underline Spaces/Tabs
Underline and Double Underline are attributes. For information on adding these 
attribu'es to text, see Attributes in Reference. WordPerfect is initially set to 
underline spaces but not tabs when you underline or double underline text.

To change the current settings, select Underline (7) from the Format: Other menu 
to move the cursor to the Spaces entry. Type y to underline spaces or type n if 
you do not want spaces underlined. The cursor moves to the Tabs entry. Type 
y to underline tabs or type n if you do not want tabs underlined. Press Exit (F7) 
to return to your document.

See Also: Advance; Conditional End of Page; Language; Math, Define 
Columns; Overstrike; Printer Functions; Tab Align
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l:nd Centering/Alignment 
You can use this option to place an End Centering/Alignment code [End C/A] in 
your document. This code will turn off a Center code [Center]. a Hard Decimal 
Align Tah code [DEC TAB]. or a Flush Right code [Fish Rgt] at the cursor 
position. The cursor remains on the same line when the alignment ends. For 
more information, see Center Text, Flush Right. and Tah Align in Reference. 

Languige 
You can use this option to place a language code [Lang:/anguage) in your 
docunent. At any point following the code, WordPerfect then uses that language 
as a rderence for the Sort and Date features. When you sort the document, 
WordPerfect uses the guidelines of that language's alphabet, and when you insert 
a date. WordPerfect inserts the date in the way dates are written in that language 
(e.g., 12 decemhre 1990 for French). 

WordPerfect Corporation also offers versions of the Speller, Thesaurus, and 
1-lypht:nation dictionaries in several languages. If you have purchased and 
installed a dictionary for a certain language then, at any point following the 
language code for that language, WordPerfect uses that language· s Speller for 
spell -checking. its Thesaurus for displaying synonyms and antonyms. and its 
hyphenation dictionary as a reference for hyphenation. For more information, 
see U.>nf?IIGf?e in Reference. 

Oversllike 
This option lets you print two or more characters in the same location such as 
combi ning the / and the O to create 0 (see Overstrike in Reference ). 

Printer Functions 
This option presents a submenu used for handling such specialized printer 
functions as kerning, leading, and the placement of the baseline (see Printer 
Functi ans in Reference). Your ability to use these functions depends upon your 
printer ' s capabilities. 

Underline Spaces/Tabs 
Underline and Double Underline are attributes. For information on adding these 
attribu•es to text, see Attrihutes in Reference. WordPerfect is initially set to 
underline spaces but not tabs when you underline or double underline text. 

To change the current settings. select Underline (7) from the Format: Other menu 
to move the cursor to the Spaces entry. Type y to underline spaces or type n if 
you do not want spaces underlined. The cursor moves to the Tabs entry. Type 
y to underline tabs or type n if you do not want tabs underlined. Press Exit (F7J 
to return to your document. 

See Aho: Advance; Conditional End of Page; Language; Math, Define 
Columns: Overstrike; Printer Functions; Tab Align 



Outline, Create

There are times when part or all of the document you are creating is actually an 
outline such as the one shown in the screen below.

Economics in Education

I. Perspective
A. Why Economics Education?

II. Case Study 
ft. P S  4
B. Summit Community College
C. Carter State University

1. Graduate School
2. Undergraduate College

III. Moving Toward Discipline-Based Economics

A:\0UTLINE Doc 1 Pg 1 Ln 1" Pos 1"

Using the WordPerfect Outline feature, you can easily create and number several 
different types of outlines. Once you turn on Outline, inserting the next outline 
number is as easy as pressing Enter.

Before you learn more about outlines, you should know that outlines consist of 
paragraph numbers. These numbers are differentiated by levels, then by 
numbers, letters, keyboard characters, WordPerfect characters, or styles within a 
level. You can have up to eight levels of paragraph numbering within a 
document, and this differentiation lets you organize text in a hierarchical manner.
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Outline, Create 

There are times when part or all of the document you are creating is actually an 

outline such as the one shown in the screen below. 

fconoa,ic5 in Education 

P('r!':pc!Ct I VP 

A. t!hy Economics Educ.-1tl0n? 

I I. Case Study 
A PS 4 
B. Sum,nit Community ColJPQe 
c. C'artrr Stilt:C lJnlVPC!>lty 

I Gcadulltl! S,:hool 
2. Undcrqradu11tc> College 

III. Moving Tow,ud Discipline eased Economics 

A:\OU'T'LlNE Do..- l Pg 1 Ln l" Po<: l 

Using the WordPerfect Outline feature, you can easily create and number several 
different types of outlines. Once you turn on Outline. inserting the next outline 
number is as easy as pressing Enter. 

Before you learn more about outlines, you should know that outlines consist of 
paragraph numbers. These numbers are differentiated by levels. then by 
numbers. letters, keyboard characters. WordPerfect characters, or styles within a 
level. You can have up to eight levels of paragraph numbering within a 
document. and this differentiation lets you organize text in a hierarchical manner. 
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Four outline levels are shown below.

A  LEVEL ONE 
A  LEVEL TWO 
A  LEVEL THREE 
A  LEVEL FOUR

While you can use numbers, letters, keyboard characters. WordPerfect characters, or 
styles to “number” paragraph numbers, we use “numbers" in the rest o f this reference 
section to describe all o f the possibilities.

The following instructions explain how to create an outline with the Outline 
feature. They are written to conform to the default settings for the Outline 
feature. If you have changed any of th e s e  s e t t in g s  w ith  th e  P a r a g r a p h  N u m b e r  
Definition menu, you should read Outline, Define in Reference to see how these 
changes affect outlining.

1 Press Date/Outline (Shift-F5), then select Outline (4).

CB Select Outline from the Tools menu.

2 Select On (1) to turn on Outline.

3 Press Enter to insert a first level paragraph number.

4  Type the text for the first outline level (see Typing Text below).

It is a good idea to always use ♦Indent (F4) when you want to move text to a tab 
stop in Outline.

5 Press Enter to insert another first level paragraph number. 

or

Press Enter, then press Tab to insert a second level paragraph number.

6 Type the text for that outline level.

7 Continue pressing Enter to insert a new paragraph number, then press Tab 
to change the paragraph number to the next level or ♦Margin Release

Economics in Education

tv,
^ W h y  E

Pea
^Why Economics Education?
' iral Education

High School 
College

2. Vocational T raining
a. College Degrees
b. Post-Graduate Degrees 

». Basic Principles
1■ Government 
t.
3. OMllKii 

IX. Case Study
A . PS 4
B. Summit Community College
C. Carter State University

III. Moving Toward Discipline-Based Ecortom 
IV- Conclusion

452 OUTLINE, CREATE

A LEVEL ONE 

.& LEVEL TWO 

A LEVEL THREE 

A LEVEL FOUR 
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Four outline levels are shown below. 

Ecor,cmic1 tn Education 

£)- , ,,.. .... , . 
..,.- A, ►Why E~~:;!~\:~~~~:;~~n7 

.s High School 
n College 

2 . Vnl"'::ttiOl'Hll Training 
~ Col h!ge Degrees 
b, Post-Graduate Degrees 

J:esic Principleg 
1. Cove-rrunent 

I 'c•,11l1•4; 

I I. Case Study 
.I PS .d 
e. Summit Community College 
c. Carter Stete University 

III Moving ,.award 01sc1pl1ne-811sed Econom 

JV Conclusion 

While ) 'OU can use numbers, letters, keyboard characters. WordPerfect characters, or 
styles t.J "number" paragraph numbers, we use "numbers" in the rest of this reference 
section to descrihe all of the possibilities. 

The following instructions explain how to create an outline with the Outline 
feature. They are written to conform to the default settings for the Outli ne 
feature. If you have changed any of the,e setting, with the Paragraph N umber 
Definition menu, you should read Outline, Define in Reference to see how these 
changes affect outlining. 

1 Press Date/Outline (Shift-F5), then select Outline (4). 

CB Sel,?ct Outline from the Tools menu. 

2 Select On ( I) to turn on Outline. 

3 Press Enter to insert a first level paragraph number. 

4 Type the text for the first outline level (see Typing Text below). 

It is a good idea to always use •Indent (F4) when you want to move text to a tab 
stop in Outline. 

5 Press Enter to insert another first level paragraph number. 

or 

Pre,s Enter, then press Tab to insert a second level paragraph number. 

6 Type the text for that outline level. 

7 Continue pressing Enter to insert a new paragraph number, then press Tab 
to change the paragraph number to the next level or •Margin Release 



Notes

(Shift-Tab) to change the paragraph number to the previous level (see L evels  
below).

8 When you are finished with your outline, press Date/Outline (Shift-F5), then 
select Outline (4).

ra Select Outline from the Tools menu.

9 Select Off (2) to turn off Outline.

If the cursor is not at the left margin when you select Off, WordPerfect inserts a 
hard return before inserting the Outline Off code.

To learn more about outlines, see Lesson 18: Corporate Report—Outline in the 
WordPerfect Workbook.

Codes
When you insert a paragraph number in an outline, WordPerfect represents that 
number as an Automatic Paragraph Number code [Par Num:Auto]. This code is 
no different from the code inserted with the Paragraph Numbering feature, but 
there is a difference between the two features (see Paragraph Numbering v.v. 
Outline below).

If you delete an Automatic Paragraph Number code, you can reinsert it by 
pressing Date/Outline (Shift-F5), selecting Paragraph Numbering (5), and 
pressing Enter.

Cursor Control
WordPerfect includes a few cursor movement commands specifically designed 
for use in outlines. When Outline is on, the following cursor commands can be 
used:

Alt-Left Arrow (<-) 

Alt-Right Arrow (->) 

Alt-Up Arrow (T)

Moves the cursor backward to the first paragraph 
number or outline style it can find.

Moves the cursor forward to the first paragraph 
number or outline style it can find.

Moves the cursor backward to the first paragraph 
number of the same (or preceding) level it can 
find. For example, if the cursor is resting on a 
third level paragraph number, Alt-Up Arrow will 
move the cursor backward to the first third, 
second, or first level paragraph number it can 
find.
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(Shift-Tab) to change the paragraph number to the previous level (see Levels 
below). 

8 When you are finished with your outline, press Date/Outline (Shift-F5), then 
select Outline ( 4 ). 

rEI Select Outline from the Tools menu. 

9 Select Off (2) to turn off Outline. 

If the cursor is not at the left margin when you select Off. WordPerfect inserts a 
hard return before inserting the Outline Off code. 

To learn more about outlines, see Lesson 18: Corporate Report-Outline in the 
WordPerfect Workbook. 

Codes 
When you insert a paragraph number in an outline. WordPerfect represents that 
number as an Automatic Paragraph Number code [Par Num:Auto]. This code is 
no different from the code inserted with the Paragraph Numbering feature, but 
there is a difference between the two features (see Paragraph Numbering vs. 
Outline below). 

If you delete an Automatic Paragraph Number code, you can reinsert it by 
pressing Date/Outline (Shift-FS), selecting Paragraph Numbering (5), and 
pressing Enter. 

Cursor Control 
WordPerfect includes a few cursor movement commands specifically designed 
for use in outlines. When Outline is on, the following cursor commands can be 
used: 

Alt-Left Arrow(,-) 

Alt-Right Arrow(~) 

Alt-Up Arrow (i) 

Moves the cursor backward to the first paragraph 
number or outline style it can find. 

Moves the cursor foiward to the first paragraph 
number or outline style it can find. 

Moves the cursor backward to the first paragraph 
number of the same (or preceding) level it can 
find. For example, if the cursor is resting on a 
third level paragraph number, Alt-Up Arrow will 
move the cursor backward to the first third, 
second, or first level paragraph number it can 
find. 
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Alt-Down Arrow (4-) Moves the cursor forward to the first paragraph
number of the same (or preceding) level it can 
find. For example, if the cursor is resting on a 
third level paragraph number, Alt-Down Arrow 
will move the cursor forward to the first third, 
second, or first level paragraph number it can 
find.

The A 't-arrow functions only work on keyboards with an enhanced BIOS. I f  you don't 
have c keyboard with an enhanced BIOS, you can map the Alt-arrow keys to keys on your 
keyboard with the Item Left/Right/  Up/Down commands (see Action under Keyboard 
Layout in Reference).

Enter
If you are in an outline and press Enter immediately after inserting a paragraph 
number (or after placing the cursor to the immediate right of the Paragraph 
Number code), Enter inserts a hard return in front of the paragraph number. If 
you press Enter at any other time in an outline, it is preset to insert a hard 
return, the tabs that are necessary to place a paragraph number at the correct 
level, then a paragraph number.

You can change this setting on the Paragraph Number Definition menu (see 
Outline, Define in Reference).

Level numbering
In an outline, WordPerfect automatically updates the paragraph numbers as 
necessary to keep numbering current. This is also true even when you make 
e d i t i n g  c h a n g e s  s u c h  a s  i n s e r t i n g  n e w  paragraph numbers anywhere in the 
outline. See Levels below for more information.

Levels
The concept of levels is explained at the beginning of this section, and you can 
have up to eight levels of numbering in an outline. Enter is preset to insert a 
paragraph number into an outline (see Enter above).

Pressing Enter inserts a paragraph number at the same level as the current level. 
In other words, if the current level is the second level, pressing Enter inserts 
another second level paragraph number.
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Alt-Down Arrow (.J.) Moves the cursor fonmrd to the first paragraph 
number of the same (or preceding) level it can 
find. For example, if the cursor is resting on a 
third level paragraph number, Alt-Down Arrow 
will move the cursor forward to the first third. 
second. or first level paragraph number it can 
find. 

The A 'r-arroll' fimcrions only 1.-ork 011 keyboards with (/II enhanced BIOS. If you don ·r 
have l' keyboard ll'ith an l'nhanced BIOS. you ca11 map the Air-arrow keys tu keys on your 
keyboard 1rith the Item Lefi/Righrl Up/Dolt'n commands (see Action under Keyboard 
Layout in Reference). 

Enter 
If yoL are in an outline and press Enter immediately after inserting a paragraph 
num b,!r ( or after placing the cursor to the immediate right of the Paragraph 
Numter code), Enter inserts a hard return in front of the paragraph number. If 
you p'.ess Enter at any other time in an outline, it is preset to insert a hard 
return. the tabs that are necessary to place a paragraph number at the correct 
level. then a paragraph number. 

You c.m change this setting on the Paragraph Numher Definition menu (see 
011tli11e, Define in Refere11ce). 

Level flumbering 
In an ,Jutline. WordPerfect automatically updates the paragraph numhers as 
necessary to keep numbering current. This is also true even when you make 
editing changes such u~ inserting new pa1ag1aph numbers anywhere in the 
outline:. See levels below for more information. 

LE1vels 
The concept of levels is explained at the beginning of this section, and you can 
have up to eight levels of numbering in an outline. Enter is preset to insert a 
paragraph number into an outline (see Enter above). 

Pressing Enter inserts a paragraph number at the same level as the current level. 
In othc r words, if the current level is the second level. pressing Enter inserts 
anothe.· second level paragraph number. 



For example, in the outline below, the current level is the third level.

Economics in Education

A. why E conom ics Education?
1. General Education

Doc 1 Pg 1 Ln 2.17" Pos 2.2"

After you press Enter, another third level paragraph number is inserted.

Economics in Education

Perspective
A. Why Economics Education?

1. General Education
2. Vocational Training

Doc 1 Pg 1 Ln 2.33'1 Pos 2.2"

Again, this is preset. If you want WordPerfect to always insert a first level 
paragraph number when you press Enter, or if you do not want Enter to insert a 
paragraph number at all, you may make the changes on the Paragraph Number 
Definition menu (see Outline, Define in Reference).

If you want to change the paragraph number to the next level (e.g., first level to 
second level), press Tab immediately after inserting the number. If you want to 
change the paragraph number to the previous level (e.g., second level to first 
level), press ♦Margin Release (Shift-Tab) immediately after inserting the 
number.
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For example, in the outline below, the current level is the third level. 

Why Economic:s. EduCllltiOn? 
I. Ge,neral Education 

nae l Pg l Ln 2,17" Pas 2 2' 

After you press Enter. another third level paragraph number is inserted . 

Econoaics in Education 

PQP'C:pective 
A Wtw Economics Education? 

l. GQneral Education 
2. Vocational Training 

Doc l Pg l Ln 2.)3" Pas 2.2~ 

Again, this is preset. If you want WordPerfect to always insert a first level 
paragraph number when you press Enter, or if you do not want Enter to insert a 
paragraph number at all, you may make the changes on the Paragraph Number 
Definition menu (see Outline, Define in Reference). 

If you want to change the paragraph number to the next level (e.g., first level to 
second level), press Tab immediately after inserting the number. If you want to 
change the paragraph number to the previous level (e.g .• second level to first 
level), press ♦Margin Release (Shift-Tab) immediately after inserting the 
number. 
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If you want to return to an existing paragraph number and change its level, you 
must make sure the cursor is positioned to the immediate right of the Paragraph 
Number code you want to change before pressing ♦Margin Release or Tab.
Use Reveal Codes (Alt-F3) to make sure.

If the paragraph number is not in an outline, the cursor must be positioned to the 
immediate left of the code to have Tab change the paragraph number to the next level 
and have ♦Margin Release change the paragraph number to the previous level.

Move/Copy/Delete Family
An outline “family” is the paragraph number on the line where the cursor is 
located, plus any paragraph numbers of subordinate levels. The family also 
includes any text associated with those levels.

In the example below, the cursor is located on the line where the number II has 
been inserted. The outline family in this example includes all paragraph 
numbers and text from the number II to the number III.

I. l*erspective
h . why Economics Education?

1. General Education
a. High School
b. College

2. Vocational Training 
o. College Degrees
b- Post Graduate Degrees 

r. Basic Principles
1. Government
2. Money
3. Control

II. _ Case Study
* . PS 4

1■ Main Concepts 
2. Why it ia important 

E. Summit Community College
C. Carter State University

III. Moving Toward Discipline-Based Economics
IV. Conclusion
Outline Doc 1 Pg 1 Ln 3.67" Poa 1.3*

Using the Move, Copy, and Delete Family options, you can move, copy, and 
delete entire outline families. This is an excellent way to edit your outline since 
paragraph numbers are automatically updated to reflect your changes.

To use the options, move to the family, press Date/Outline (Shift-F5), select 
Outline (4), then select the option of your choice.

If you select Move Family (3), the family is highlighted, and you can use the 
arrow keys to reposition the family in the outline. When you are satisfied with 
the location, press Enter and the family will be inserted in that location.

If you select Copy Family (4), a copy of the family is highlighted, and you can 
use the arrow keys to position the new copy in the outline. When you are 
satisfied with the location, press Enter, and the family will be inserted in that 
location. The original family will not be moved.
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If you want to return to an existing paragraph number and change its level, you 
must make sure the cursor is positioned to the immediate right of the Paragraph 
Number code you want to change before pressing ♦Margin Release or Tab. 
Use Reveal Codes (Alt-F3) to make sure. 

(f the oaragraph number is not in an outline, the cursor must be positioned to the 
immec.'iate left of the code to have Tab change the paragraph numher to the next level 
and have ♦Margin Release change the paragraph number to the previous level. 

Move/1:opy/Delete Family 
An ot1tline "family" is the paragraph number on the line where the cursor is 
located, plus any paragraph numbers of subordinate levels. The family also 
includes any text associated with those levels. 

In the example below, the cursor is located on the line where the number II has 
been inserted. The outline family in this example includes all paragraph 
numbers and text from the number II to the number III. 

l'ecspect1ve 
j,, Why ECOOOffllCB Educat1on1 

I. General Education 
High Schaal 

b. College 
2. VocatJonal Tra1n1ng 

e. College Oegnmi:: 
b Post Gi-aduate Degrees 

Basic Prlnciple!il 
l. Go.,ernment 
2. '"1onoy 

J. Control 

11. _ Cage Study 

' FS d 
I Main concepts 
2. -..hy J.t is important 

E. Summit r:nmmunlty Coll<><:r" 
c. Cartee State University 

III. ,.Ovl ng Towtird Dtsclpllne- Basod Economics 

IV. Conclu!'lton 
Outline 

Using the Move, Copy, and Delete Family options, you can move, copy, and 
delete entire outline families. This is an excellent way to edit your outline since 
paragraph numbers are automatically updated to reflect your changes. 

To use the options, move to the family, press Date/Outline (Shift-F5), select 
Outline (4), then select the option of your choice. 

If you select Move Family (3), the family is highlighted, and you can use the 
an-ow keys to reposition the family in the outline. When you are satisfied with 
the loc.llion, press Enter and the family will be inserted in that location. 

If you ,elect Copy Family (4), a copy of the family is highlighted, and you can 
use the arrow keys to position the new copy in the outline. When you are 
satisfied with the location, press Enter, and the family will be inserted in that 
location. The original family will not be moved. 



When you are moving or copying a family, Home,Up Arrow (T) moves the 
family to the top of the outline, while Home,Down Arrow (i) moves the family 
to the bottom. The Left and Right Arrows move the family in or out a level. If 
you use the Left and Right Arrows, however, you cannot move the family more 
than one level past the level of the line preceding the family.

If you select Delete Family (5), then press y to confirm, the family is deleted 
from the outline and is stored in a temporary file. You can retrieve this file by 
moving the cursor to where you want to retrieve it, pressing Cancel (FI), then 
pressing Restore (1). Once the family is moved out of the delete buffer or you 
exit WordPerfect, however, you cannot restore the family (see Undelete in 
Reference).

You can use the Block feature (Alt-F4) to block a family, then use the Move feature 
(Ctrl-F4) to move, copy, or delete the block (see Move in Reference).

Outline On/Off
When you turn on Outline, an Outline On code is inserted into the document. 
When you turn off Outline, an Outline Off code is inserted into the document. 
This facilitates easy movement of an entire outline from one document to 
another. Anytime the cursor is located between Outline On and Off codes, 
“Outline” is displayed on the status line.

Also, when WordPerfect encounters an Outline On code, it uses the settings for 
the closest Paragraph Number Definition code preceding the Outline On code. 
This includes starting the outline with the specified Starting Paragraph Number.

If no Paragraph Number Definition code exists, the outline is formatted 
according to the default settings (see Outline, Define in Reference).

Paragraph Number Definition Menu
The Paragraph Number Definition menu has several options which will help you 
create the kind of outline you need. If you change any of these options, the 
steps shown above may need some modifications. For more information on the 
Paragraph Number Definition menu, see Outline, Define in Reference.

Paragraph Numbering vs. Outline
When you use the Outline feature to create an outline, you are simply inserting 
automatic paragraph numbers between outline codes. Why does WordPerfect 
have both an Outline feature and a Paragraph Numbering feature? Versatility.

If you are using Outline, you can insert paragraph numbers by simply pressing 
Enter. You can move entire “families” of paragraph numbers and 
accompanying text to different locations in an outline, and you can keep 
paragraph numbering intact as you move an entire outline from one document to 
another.

If you are using Paragraph Numbering, you can insert single paragraph numbers 
anywhere in a document without having to turn Outline on or off. And, you can 
“fix” paragraph numbers at a specific level.
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When you are moving or copying a family, Home,Up Arrow (i) moves the 
family to the top of the outline, while Home.Down Arrow (J,) moves the family 
to the bottom. The Left and Right Arrows move the family in or out a level. If 
you use the Left and Right Arrows, however, you cannot move the family more 
than one level past the level of the line preceding the family. 

If you select Delete Family (5), then press y to confirm, the family is deleted 
from the outline and is stored in a temporary file. You can retrieve this file by 
moving the cursor to where you want to retrieve it, pressing Cancel (Fl), then 
pressing Restore (1). Once the family is moved out of the delete buffer or you 
exit WordPerfect, however, you cannot restore the family (see Undelete in 
Reference). 

You can use the Block feature (Alt-F4) 10 block a family, then use the Move feature 
(Ctrl-F4) 10 move, cop}; or delete the block (see Move in Reference). 

Outline On/Off 
When you tum on Outline, an Outline On code is inserted into the document. 
When you turn off Outline, an Outline Off code is inserted into the document. 
This facilitates easy movement of an entire outline from one document to 
another. Anytime the cursor is located between Outline On and Off codes, 
"Outline" is displayed on the status line. 

Also, when WordPerfect encounters an Outline On code, it uses the settings for 
the closest Paragraph Number Definition code preceding the Outline On code. 
This includes starting the outline with the specified Starting Paragraph Number. 

If no Paragraph Number Definition code exists, the outline is formatted 
according to the default settings (see Outline. Define in Reference). 

l"aragraph Number Definition Menu 
The Paragraph Number Definition menu has several options which will help you 
create the kind of outline you need. If you change any of these options, the 
steps shown above may need some modifications. For more infonnation on the 
Paragraph Number Definition menu, see Outline, Define in Reference. 

Paragraph Numbering vs. Outline 
When you use the Outline feature to create an outline, you are simply inserting 
automatic paragraph numbers between outline codes. Why does WordPerfect 
have both an Outline feature and a Paragraph Numbering feature? Versatility. 

If you are using Outline, you can insert paragraph numbers by simply pressing 
Enter. You can move entire "families" of paragraph numbers and 
accompanying text to different locations in an outline, and you can keep 
paragraph numbering intact as you move an entire outline from one document to 
another. 

If you are using Paragraph Numbering. you can insert single paragraph numbers 
anywhere in a document without having to tum Outline on or off. And, you can 
"fix" paragraph numbers at a specific level. 
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If you want to insert fixed paragraph numbers in an outline, you can do so with 
the Paragraph Numbering feature.

For more information on the Paragraph Numbering feature, see Paragraph 
Numbering in Reference.

Styles
You can include an Outline On code in a style. More importantly, however, you 
can define an outline style of your own with a combination of the Outline and 
Style features (see Outline, Style in Reference).

Substiuctures
The Outline feature in the normal editing screen is independent of the Outline 
feature in document substructures such as graphics boxes, footnotes, endnotes, 
headers, and footers. If you want to turn on Outline in one of the above 
mentioned features, you must do so in the editing screen for that feature.

Typing Text
After you insert a paragraph number, you may begin typing text. As you type 
text, however, you should be aware that pressing Tab when the cursor is at the 
immediate right of a Paragraph Number code changes the paragraph number to 
the next level (see Levels above).

It is a good idea to always use Undent (F4) when you want to move text to a tab 
stop in Outline. For example, press Tab until the paragraph number is at the 
correct level, then press ♦Indent (F4) before typing text. If you must use a tab, 
press Home, then Tab to insert a hard tab after the Paragraph Num ber code.

See Also: Lesson 18; Outline, Define; Outline, Style; Paragraph Numbering

Outline, Define

Several options on the Paragraph Number Definition menu let you tailor the 
Outline feature and paragraph numbers to your needs. Among the things you 
can do with the options on this menu are select a style of paragraph numbering, 
start paragraph numbering at a number other than one, and redefine the function 
of the Enter key in an outline.

These options (with the exception of Automatically Adjust to Current Level) 
affect paragraph numbers outside of outlines as well as paragraph numbers 
within outlines. If you do not know how to use the Outline feature, see Outline, 
Create in Reference and Lesson 18: Corporate Report—Outline in the 
WordPerfect Workbook.
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Outline, Define 
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If you want to insen fixed paragraph numbers in an outline. you can do so with 
tht: P;1ragraph Numbering feature. 

For more information on the Paragraph Numbering feature, see Paragraph 
Numberi11g in Reference. 

Styles 
You can include an Outline On code in a style. More imponantly. however. you 
can define an outline style of your own with a combination of the Outline and 
Style features (see Outline, Style in Reference) . 

Substtuctures 
The Outline feature in the normal editing screen is independent of the Outline 
feature in document substructures such as graphics boxes. footnotes, endnotes, 
headers. and footers . If you want to turn on Outline in one of the above 
menti cmed features . you must do so in the editing screen for that feature. 

Typing Text 
After you insert a paragraph number, you may begin typing text. As you type 
text. however, you should be aware that pressing Tab when the cursor is at the 
immediate right of a Paragraph Number code changes the paragraph number to 
the next level (see l evels above) . 

It is a good idea to always use •Indent (F4) when you want to move text to a tab 
stop in Outline. For example, press Tab until the paragraph number is at the 
correct level. then press Undent (F4) before typing text. If you must use a tab, 
press Home. then Tab to insert a hard tah after the Paragraph Numher code . 

See Also: Lesson 18; Outline, Define; Outline, Style; Paragraph Numbering 

Sevenil options on the Paragraph Number Definition menu let you tailor the 
Outline feature and paragraph numbers to your needs. Among the things you 
can dl, with the options on this menu are select a style of paragraph numbering, 
start paragraph numbering at a number other than one, and redefine the function 
of the Enter key in an outline. 

These options (with the exception of Automatically Adjust to Current Level) 
affect paragraph numbers outside of outlines as well as paragraph numbers 
within outlines. If you do not know how to use the Outline feature. see Outline, 
Create in Reference and lesson 18: Corporate Report-Outline in the 
Vr'ordPe,fect Workbook. 



The Paragraph Number Definition menu is shown below.

Notes

Paragraph Number Definition

1 - Starting Paragraph Number I
(in legal style)

I M U
2 3_ _4_ _S_ _6_ _2_

2 - Paragraph 1. a. i. (1) (a) ( i 1 1)
3 - Outline I - A .
4 - Legal (1.1.1) 1 .1 .1 . 1 . 1 . 1
5 - Bullets • 0 - •
6 - User-defined
Cur:rent Definition I. A. 1. <U (a) i) •
Attigch Previoub Lavol No No No No No No No

7 - Enter Inserts Paragraph Number Yes

0 - Automatically Adjust to Current Level Yea

9 - Outline Style Name

Selection: 0

1 Move the cursor to a location preceding the spot where you want the changes 
to take effect.

2 Press Date/Outline (Shift-F5), then select Define (6).

US Select Define from the Tools menu.

3 Select the option of your choice and make the appropriate changes (see the 
option headings under Notes below).

4  Press Exit (F7) until you return to the normal editing screen.

WordPerfect inserts a Paragraph Number Definition code at that location. From 
that point forward (or until WordPerfect finds another Paragraph Number 
Definition code), WordPerfect formats all outlines and paragraph numbers 
according to the settings you entered.

You can press Cancel (FI) while in the Paragraph Number Definition menu to 
exit the menu without inserting a code into your document.

Attach Previous Level
This heading on the Paragraph Number Definition menu tells WordPerfect 
whether to connect the previous level paragraph number to the current level 
paragraph number. For example, if you want the first three levels of an outline 
format connected (e.g., I.A.3) at the third level, you would type y for Yes under 
the second and third level paragraph numbers.

WordPerfect presets the answers under this heading to No for all numbering 
formats except the legal numbering format. The settings for the established 
formats cannot be changed.

The only way for you to change the Attach setting is to create a user-defined 
numbering format. After selecting User-Defined (6), you can move to the Attach 
setting by pressing Down Arrow (i). Type y if you want to attach the previous
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Notes 

The Paragraph Number Definition menu is shown below. 

J - Starting Paragraph Nulhber 
fin legal style) 

2 - Par-agr.,ph 
3 - Ou tl i"e 
.i - Legal I 1.1 l l 
5 - Bu llets 
6 - User-defined 

Curr-ent Def1nit1on 
Attach PrevJo,u;, L .. vcil 

1# .... 

3_ • S _L ? 
i. T"i""i" rs"°) (il ]) 

• I 
.1 .l .l .l 

0 

1 ◄ 11 (al i.) 
lln "In 11n Nn NO HQ 

7 - [ nter Inserts Paragraph Number Yes 

e - 11.utomat:icolly Adjuat to Current Level Yes 

q Outline Style Name 

Selll!'ction· 0 

1 Move the cursor to a location preceding the spot where you want the changes 
to take effect. 

2 Press Date/Outline (Shift-F5), then select Define (6) . 

ra Select Define from the Tools 111e1111. 

3 Select the option of your choice and make the appropriate changes (see the 
option headings under Notes below). 

4 Press Exit (F7 ) until you return to the normal editing screen. 

WordPerfect inserts a Paragraph Number Definition code at that location. From 
that point forward (or until WordPerfect finds another Paragraph Number 
Definition code ), WordPerfect formats all outlines and paragraph numbers 
according to the settings you entered . 

You can press Cancel (FI ) while in the Paragraph Number Definition menu to 
exit the menu without inserting a code into your document . 

Attach Previous Level 
This heading on the Paragraph Number Definition menu tells WordPerfect 
whether to connect the previous level paragraph number to the current level 
paragraph number. For example. if you want the first three levels of an outline 
format connected (e.g., I.A.3) at the third level. you would type y for Yes under 
the second and third level paragraph numbers. 

WordPerfect presets the answers under this heading to No for all numbering 
formats except the legal numbering format. The settings for the established 
formats cannot be changed. 

The only way for you to change the Attach setting is to create a user-defined 
numbering format. After selecting User- Defined (6). you can move to the Attach 
setting by pressing Down Arrow (.!,). Type y if you want to attach the previous 
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level number or type n if you don’t want to attach the previous level number. 
Press ^Margin Release to move backward through the settings or Tab to move 
forwiird.

For more information on creating a user-defined numbering format, see 
Numbering Formats below.

Automatically Adjust to Current Level
This option tells WordPerfect the level an automatic paragraph number in an 
outline should have when it is inserted. If this option is set to Yes, WordPerfect 
will insert the number at the last level that was inserted.

For example, if the last number that was inserted was a second level paragraph 
number in the outline numbering format (e.g., A., B., C.), the next automatic 
paragraph number will also be a second level number. If this option is set to 
No, WordPerfect will always insert a first level automatic paragraph number 
(e.g., I., II., III.).

Of course, you can still use Tab to move the number to the next level or 
♦Margin Release (Shift-Tab) to move the number to the previous level no matter 
what the setting is for this option (see Levels under Outline, Create and 
Changing Levels under Paragraph Numbering in Reference).

Enter Inserts Paragraph Number
This option defines the function of the Enter key when Outline is on. Yes 
means that Enter will insert a paragraph number as it normally does. No means 
that Enter will end a line of text and nothing more.
if this option is set to No, the only way you can insert a paragraph number is 
with the Paragraph Numbering feature (Shift-F5,5,). You may want to define a 
macro to perform this task (see Macros in Reference).

If this option is set to Yes and Outline is on, you can insert a hard return without 
inserting a paragraph number by pressing Ctrl-v before pressing Enter.
Similarly, pressing Ctrl-v before pressing Ctrl-Enter will insert a hard page 
break.

For more information on the Paragraph Numbering feature, see Paragraph 
Numbering in Reference.

Existing Numbers
If you insert a Paragraph Number Definition code prior to an existing outline or 
paragraph number, the outline and paragraph numbers will be converted to 
conform to the new definition.

Initial Codes/Settings
You can insert a Paragraph Number Definition code in Initial Codes.

For more information on the Initial Codes features, see Initial Codes in 
Reference.
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level number or type n if you don't want to attach the previous level number. 
Press •Margin Release to move backward through the settings or Tab to move 
forward. 

For rnore information on creating a user-defined numbering format, see 
Num11ering Formats below. 

Automatically Adjust to Current Level 
This option tells WordPerfect the level an automatic paragraph number in an 
outline should have when it is inserted. If this option is set to Yes, WordPerfect 
will insert the number at the last level that was inserted. 

For example, if the last number that was inserted was a second level paragraph 
numter in the outline numbering format (e .g., A., B., C.), the next automatic 
paragraph number will also be a second level number. If this option is set to 
No, WordPerfect will always insert a first level automatic paragraph number 
(e.g., I., II.. III.). 

Of cc urse, you can still use Tab to move the number to the next level or 
tMaqin Release (Shift-Tab) to move the number to the previous level no matter 
what the setting is for this option (see levels under Outline, Create and 
Changing levels under Paragruph Numbering in Reference). 

Enter Inserts Paragraph Number 
This option defines the function of the Enter key when Outline is on. Yes 
mean:; that Enter will insert a paragraph number as it normally does. No means 
that Enter will end a line of text and nothing more. 

If chb up1iun is sec cu Nu, the only way you can insert a paragraph number is 
with the Paragraph Numbering feature (Shift-FS,5.). You may want to define a 
macrc to perform this task (see Macros in Reference). 

If this option is set to Yes and Outline is on, you can insert a hard return without 
inserting a paragraph number by pressing Ctrl-v before pressing Enter. 
Similarly, pressing Ctrl-v before pressing Ctrl-Enter will insert a hard page 
break. 

For more information on the Paragraph Numbering feature, see Paragraph 
Numb ~ring in Reference. 

Existing Numbers 
If you insert a Paragraph Number Definition code prior to an existing outline or 
paragraph number, the outline and paragraph numbers will be converted to 
conform to the new definition. 

Initial Codes/Settings 
You can insert a Paragraph Number Definition code in Initial Codes. 

For m ::>re information on the Initial Codes features. see Initial Codes in 
Reference. 



Numbering Formats
You can choose one of four WordPerfect paragraph numbering formats or create 
your own. The formats and examples of each are displayed under options two 
through six on the Paragraph Number Definition menu.

A  NUMBERING FORMATS
paragraph Number Definition

1 - Starting Paragraph Number I

2 - Paragraph 1.
2 _ 3_ 

1.
4
(1)

_ 5. 
(a)

6
U)

7
1)

_8 
a )

3 - Outline 1. A. 1. a. (1) (a) i) a )
4 - Legal (1.1.1) l . 1 .1 .1 . 1 .1 .1 . 1
5 - Bullets • O
6 - User-defined 
Current Definition I. A. 1. a (1) (a) i) a)
Attach Previous Level NO No No No No NO No
7 - Enter Inserts Paragraph Number Yes
0 - Automatically Adjust to Current Level Yes 
9 - Outline Style Name

S e l e c t i i  •» 0

Once you select a format, it is displayed next to the Current Definition heading.

To define your own format, select User-Defined (6), then select the option of 
your choice from the menu at the bottom of the screen. If you want an 
uppercase Roman numeral for that level, select Uppercase Roman (I). If you 
want a lowercase letter, select Lowercase Letters (a). If you want a paragraph 
number to be a Roman numeral at its own level and an Arabic numeral when 
attached to subsequent levels (e.g., I., 1.1, 1.11), select Uppercase Roman/Digits 
if attached (X) or Lowercase Roman/Digits if attached (x).
If you want a WordPerfect character, press Compose (Ctrl-2). Next, type the 
character set number, a comma, the character within the character set, then press 
Enter (see Compose in Reference). If you want a keyboard character, type the 
keyboard character. If you don’t want any number, letter, or character displayed 
at that level, delete the displayed number, and leave it blank.

Your choices are displayed under the Current Definition heading. Press Enter or 
Tab to move from one level to the next. Press ♦Margin Release (Shift-Tab) to 
move backward through the settings.

After you choose the numbers, letters, or characters for all eight levels, you must 
type y for Yes or n for No in the Attach Previous Level heading. Press Exit 
(F7) at any time when you are satisfied with the displayed settings. For more 
information on the Attach Previous Level heading, see Attach Previous Level 
above.
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Numbering Formats 
You can choose one of four WordPerfect paragraph numbering formats or create 
your own. The formats and examples of each are displayed under options two 
through six on the Paragraph Number Defini tion menu. 

P.ill t .ill Qr.illph Number De!1n1tJon 
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2 - Paragraph 
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Current Defin1t1on 
Attach Previou s l1:1u•l 

I. l a fl l Cal 1) •l 
Na Na No No No No No 

7 - £nter Insert& Paragraph Number Yes 

e - Automaticall y Ad j ust to Curren t Level V•s 

9 Out l t l'le Style Name 

Once you select a format, it is displayed next to the Current Definition heading. 

To define your own format. select User-Defined (6), then select the option of 
your choice from the menu at the bottom of the screen . If you want an 
uppercase Roman numeral for that level, select Uppercase Roman (I). If you 
want a lowercase letter, select Lowercase Letters (a). If you want a paragraph 
number to be a Roman numeral at its own level and an Arabic numeral when 
attached to subsequent levels (e.g., I., I. I, 1.1 I), select Uppercase Roman/Digits 
if attached (X) or Lowercase Roman/Digits if attached (x ). 

If you want a WordPerfect character, press Compose (Ctrl-2) . Next, type the 
character set number, a comma, the character within the character set, then press 
Enter (see Compose in Reference). If you want a keyboard character, type the 
keyboard character. If you don't want any number, letter, or character displayed 
at that level, delete the displayed number, and leave it blank. 

Your choices are displayed under the Current Definition heading. Press Enter or 
Tab to move from one level to the next. Press •Margin Release (Shift-Tab) to 
move backward through the settings. 

After you choose the numbers, letters, or characters for all eight levels, you must 
type y for Yes or n for No in the Attach Previous Level heading. Press Exit 
(F7) at any time when you are satisfied with the displayed settings. For more 
information on the Attach Previous Level heading, see Attach Previous Level 
above . 
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Outline Style Name
Select this option to go into the Outline Style menu and select an outline style. 
For more information on the Outline Style feature, see Outline, Style in 
Reference.

Starting Paragraph Number
Editing this option lets you start outline numbering at any level with any number. 
Some situations where this might be helpful are discussed in the following 
paragraphs.

When you enter a number for this option, you must enter it in a numeric format. This 
means you should use arabic numerals separated by commas, spaces, or periods. I f  you 
want to start at Vl.B.3 in the outline numbering format, enter 6.2.3 for the Starting 
Paragraph Number option.

One situation where the Starting Paragraph Number option is useful is in a 
document where you turn off Outline, then turn it on again later in the document. 
For example, you may have one outline at the beginning of your document that 
stops with a first level paragraph number of III.

Later in the same document, you may want to turn on Outline again but start 
with a first level paragraph number of IV (rather than I). To do so, you can 
make the change with the Starting Paragraph Number option.

To make the change, move the cursor to a location after the first outline but 
before: the second outline. Next, select Starting Paragraph Number 
(Shift F5,6,l), delete the default value, and enter 4. Then press Exit (F7) until 
you return to the normal editing screen.
When you move the cursor past the second Outline On code, you will notice that 
the outline numbers change.

Another thing you could have done in the example above was to delete the 
starting paragraph number and leave it blank. When you leave the option blank, 
WordPerfect continues numbering from any previous paragraph numbers in the 
document.

In the example above, WordPerfect would have searched for the first paragraph 
number preceding the numbering change (III), then would have continued 
paragraph numbering from that point on. This is especially helpful when you 
add or delete paragraph numbers prior to the location of the numbering change.

Another situation where changing the Starting Paragraph Number option may be 
useful is when you want to start numbering over on a level without starting the 
entire outline over.
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Outline Style Name 
Select this option to go into the Outline Style menu and select an outline style. 
For more information on the Outline Style feature, see Outline, Style in 
Reference. 

Starti11g Paragraph Number 
Editi11g this option lets you start outline numbering at any level with any number. 
Some situations where this might be helpful are discussed in the following 
paragraphs. 

When you enter a number .for this optirm. you must enter it in a numeric formlll. This 
mean.I you should use arabic numerals separated by commas. spaces. or periods. If you 
want 10 swrt at V/.B.3 in the outline numbering format. enter 6.2.3 for the Swrting 
Paragraph Number option. 

One ~ituation where the Starting Paragraph Number option is useful is in a 
document where you turn off Outline, then turn it on again later in the document. 
For e:<ample, you may have one outline at the beginning of your document that 
stops with a tirst level paragraph number of Ill. 

Later in the same document, you may want to turn on Outline again but start 
with a first level paragraph number of IV (rather than I). To do so, you can 
make the change with the Starting Paragraph Number option . 

To make the change. move the cursor to a location after the first outline but 
before the second outline. Next. select Starting Paragraph Number 
(Shift F5,6, I), delete the default value, and enter 4. Then press Exit (F7) until 
you return to the normal editing screen . 

When you move the cursor past the second Outline On code, you will notice that 
the ouline numbers change. 

Another thing you could have done in the example above was to delete the 
starting paragraph number and leave it blank. When you leave the option blank. 
WordPerfect continues numbering from any previous paragraph numbers in the 
document. 

In the example above. WordPerfect would have searched for the first paragraph 
number preceding the numbering change (III). then would have continued 
paragraph numbering from that point on. This is especially helpful when you 
add or delete paragraph numbers prior to the location of the numbering change. 

Another situation where changing the Starting Paragraph Number option may be 
useful is when you want to start numbering over on a level without starting the 
entire outline over. 



For example, your cursor may be located at a third level paragraph number as 
shown below.

Economics in Education

A. Why Economics Education?
1. General Education 

a - High School 
b. College

2. Vocational Training
a. College Degrees
b. Post Graduate Degrees

B. Basic Principles
1. Gove r ninen t
2. Money
3.

Doc 2 Pg 1 Ln 3.67" Pos 2.2“

To start numbering over at this level without starting numbering for the entire 
outline over, move the cursor to where you want to make the change. Next, 
select Starting Paragraph Number (Shift-F5,6,1) and enter the numbers that 
represent the level and the number at which you want to restart numbering (1.2.1 
for the example above). Then press Exit (F7) until you return to the normal 
editing screen.

As you finish your outline, you will notice that numbering started over at that 
level, but continued on in the rest of the outline.

I. Perspective
A . Why Economics Education?

1. General Education
a. High School
b. College

2. Vocational Training
a. College Degrees
b. Post-Graduate Degrees 

b . Basic Principles
1. Government
2. Money
3. Control
1. Supply
2. Demand

C. Applications..

Doc 1 Pg 1 bn 3.83” Pos 3.2"
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For example, your cursor may be located at a third level paragraph number as 
shown below. 

Ec:ono111ics in Educa ti o n 

A. . Why EconcimicG E:, JCat on'? 
1. Genertil Ecluc<'ltion 

lhgh School 
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b. Post Gradu-1te Degrees 

A. llas1c Pr1nc1ples 
l Government 

2. Money 
3 
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To start numbering over at this level without starting numbering for the entire 
outline over, move the cursor to where you want to make the change . Next, 
select Starting Paragraph Number (Shift-FS,6.1 ) and enter the numbers that 
represent the level and the number at which you want to restart numbering ( 1.2.1 
for the example above). Then press Exit (F7) until you return to the nrnmal 
editing screen. 

As you finish your outline, you will notice that numbering started over at that 
level, but continued on in the rest of the outline. 

[, Pe r spective 
A. Why Econ0ffl1c:a Education7 

l. General Education 
HJgh School 

b. Col l@Qli! 
Vocatlonal Tniining 
<'I College Deg r ees 
b. Post-Cr11duate Degrees 

Basic Pr1 nc1ples 
1. Government 
2. Money 
J. Control 
l. Supply 
2. OQmand 

C. Ap pl iCo!IUons 

Doc 1 Pg l Ln 3.83" Pas 3.2" 
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Another thing you could have done in the example above was to enter the 
starting paragraph number as ?.?. 1. The question mark (?) tells WordPerfect to 
leave a paragraph number at that level as it is.

In the example above, it could have been used to tell WordPerfect not to do 
anything to first and second level paragraph numbers. This is especially useful if 
you add or delete paragraph numbers prior to the location of the numbering 
change or if you don’t know what the numbers for previous levels were (such as 
in subdocuments for a master document).

See Also: Outline, Create; Outline, Style; Paragraph Numbering

Outline, Style

The Outline Style feature uses the power of the WordPerfect Style feature to let 
you create styles for your paragraph numbers. This lets you go beyond the 
simple numbering formats found in the Paragraph Number Definition menu.

Styles consist of codes and text and can be used to format text. Styles are easily 
created and edited and make editing a document easier. If you are not familiar 
with the Style feature, we highly recommend that you read Style and Style,
Create in Reference before reading this section.

Once you have selected an outline style, it then becomes the numbering format 
for paragraph numbers (both within and without outlines). To learn more about 
the be sics of the Outline feature, you should read Outline, Create in Reference 
and Lesson 18: Corporate Report-Outline in the WordPerfect Workbook. To 
learn more about Paragraph Numbering, see Paragraph Numbering in Reference.

To select an outline style,

1 Move the cursor to the location in your document where you want to begin 
using outline styles for your paragraph numbers.

2 Press Date/Outline (Shift-F5), then select Define (6).

□3 Select Define from the Tools menu.

3 Select Outline Style Name (9).

4 Move the cursor to the style you want to select, then choose Select (1).

From that point forward in your document, paragraph numbers will be formatted 
accord ing to that outline style.

If you have not created an outline style or cannot find the style you want to use, 
you can create or retrieve an outline style (see Creating an Outline Style and 
Retrieving an Outline Style below). After you do so, be sure to select it.
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Anot1er thing you could have done in the example above was to enter the 
startilg paragraph number as ?. ?. I. The question mark (?) tells WordPerfect to 
leave a paragraph number at that level as it is. 

In the example above, it could have been used to tell WordPerfect not to do 
anything to first and second level paragraph numbers. This is especially useful if 
you ::.dd or delete paragraph numbers prior to the location of the numbering 
change or if you don't know what the numbers for previous levels were (such as 
in subdocuments for a master document) . 

See Also: Outline, Create; Outline. Style; Paragraph Numbering 

The Outline Style feature uses the power of the WordPerfect Style feature to let 
you create styles for your paragraph numbers. This lets you go beyond the 
simpl~ numbering formats found in the Paragraph Number Definition menu. 

Stylei. consist of codes and text and can be used to format text. Styles are easily 
created and edited and make editing a document easier. If you are not familiar 
with the Style feature, we highly recommend that you read Style and Style, 
Crear.~ in Reference before reading this section. 

Once you have selected an outline style, it then becomes the numbering format 
for paragraph numbers (both within and without outlines). To learn more about 
the b, sics of the Outline feature, you should read Outline. Create in Reference 
and Lesson 18: Corporate Report-Outline in the WordPe,fect Workbook. To 
learn more about Paragraph Numbering, see Paragraph Numbering in Reference. 

To select an outline style, 

1 Move the cursor to the location in your document where you want to begin 
using outline styles for your paragraph numbers. 

2 Press Date/Outline (Shift-F5), then select Define (6). 

[Bl Select Define from the Tools menu. 

3 Select Outline Style Name (9). 

4 Move the cursor to the style you want to select, then choose Select ( 1 ). 

From that point forward in your document, paragraph numbers will be formatted 
accorc ing to that outline style. 

If you have not created an outline style or cannot find the style you want to use, 
you can create or retrieve an outline style (see Creating an Outline Style and 
Retrieving an Outline Style below). After you do so, be sure to select it. 



Notes Changing Non-Outline Styles to Outline Styles
To change a non-outline style to an outline style, press Style (Alt-F8) from the 
normal editing screen, move the cursor to the style you want to change, then 
press Edit (4).

Next, select Type (2), select Outline (3), then enter the necessary information to 
change the style. The necessary information includes the name of the outline 
style you want to include the style under and the number of the level at which 
you want to include the style.

For example, if you want to change the style to a third level number under an 
outline style named “Outline,” you would enter Outline for the style name and 3 
for the level.

If the name you enter does not match an existing outline style, an outline style with that 
name will be created.

After entering the information, you can select the outline style from the Outline 
Styles menu at any time as you normally would.

Creating an Outline Style
Creating an outline style is similar to creating a style on the Styles menu. To do 
so, select Create (Shift-F5,6,9,2) from the Outline Styles menu, then enter the 
necessary information. Press Exit (F7) until you return to the Outline Styles 
menu. The Outline Styles menu is shown below.

Outline Styles

- -  NONE - ­
Outline l

Description
Use paragraph numbers only

1 Select; 2 Create; 3 Edit; 4 Delete; 5 Save; 6 Retrieve; 7 Update; 1

You may notice that there are several other options (Edit, Save, Retrieve, etc.) on the 
Outline Styles menu. These options function the same way they do in the Style feature 
(see Style in Reference).
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Notes Changing Non-Outline Styles to Outline Styles 
To change a non-outline style to an outline style, press Style (Alt-F8) from the 
normal editing screen, move the cursor to the style you want to change. then 
press Edit (4). 

Next, select Type (2), select Outline (3). then enter the necessary information to 
change the style. The necessary information includes the name of the outline 
style you want to include the style under and the number of the level at which 
you want to include the style. 

For example, if you want to change the style to a third level number under an 
outline style named "Outline," you would enter Outline for the style name and 3 
for the level. 

If the name you enter does not match an existing outline style. an outline style with that 
name will be created. 

After entering the information, you can select the outline style from the Outline 
Styles menu at any time as you normally would. 

Creating an Outline Style 
Creating an outline style is similar to creating a style on the Styles menu. To do 
so, select Create (Shift-F5,6,9,2) from the Outline Styles menu, then enter the 
necessary information. Press Exit (F7) until you return to the Outline Styles 
menu. The Outline Styles menu is shown below. 

Outline St.yl•• 

-- NON E -

Out line l 
Outlin~ 2 

Deacriptian 

U9C! poragraph nllmbvre only 

1 Select: 2 Crei,te: 3 Edit : 4 Delete : 5 S av e: 6 Ret rievP : 1 Updi,t.e: 1 

You may notice that there are several other options ( Edit, Save, Retrieve, etc.) on the 
Outline Styles menu. These options function the same way they do in the Style feature 
(see Style in Reference). 
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You create outline styles in the Outline Styles: Edit menu. This menu is shown 
below.

Outline Styles: Edit

Nane: Outline 2

Description:

Level Type Enter

1 Nams; 2 Description; 3 Type: 4 Enter; 5 Codes: 0

The Name is the name you want to call an outline style. You don’t name the 
styles for each paragraph numbering level, rather, you use one name for the style 
that incorporates all of the level styles. Select Name (1), then enter a name for 
the outline styles.

You can enter up to 12 characters or spaces for an outline style name.
Characters entered with Compose may take up more space than regular keyboard 
characters, so if you decide to enter characters with Compose, you may not be 
able to use all 12 characters or spaces for the outline style name.
The Description is something you can label the style with to help you remember 
its contents. Select Description (2), then enter a description for the outline style.

You can enter up to 54 characters or spaces for an outline style description. 
Characters entered with Compose may take up more space than regular keyboard 
characters, so if you decide to enter characters with Compose, you may not be 
able to use all 54 characters or spaces for the outline style description.

Creating a style for each paragraph numbering level is very similar to creating a 
style in the Styles menu. Move the cursor to the level for which you want to 
create a style, then enter the Type, Enter, and Codes information.

Type tells WordPerfect whether the style is paired or open. See Style, Create in 
Reference for a discussion on paired and open styles. Select Type (3), then 
Paired (1) or Open (2).

Enter lets you define the function of the Enter key with regard to a particular 
style. Once again, this procedure is discussed under Style, Create in Reference. 
This option is only in effect for paired styles. Select Enter (4), then select the 
option of your choice.

You may wonder how this Enter option works in conjunction with the setting for 
the Enter key on the Paragraph Number Definition menu. When you are inside
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You create outline styles in the Outline Styles: Edit menu. This menu is shown 
below. 

Outline Styles: £dit. 

Na~e : Cutline 2 

De!cr i ption : 

.WWiJ .. 
7. Qpj::!n 

Open 
Open 
Open 
Open 
Open 
Opon 

1 Mam ,:, 2 DescT i p t ion: 3 T yoe: 4 En ter; ~ Codp,;. · 0 

The Name is the name you want to call an outline style . You don't name the 
styles for each paragraph numbering level , rather, you use one name for the style 
that incorporates all of the level styles. Select Name ( I J, then enter a name for 
the ouline styles. 

You can enter up to 12 characters or spaces for an outline style name. 
Chara-:ters entered with Compose may take up more space than regular keyboard 
characters, so if you decide to enter characters with Compose, you may not be 
able to use all 12 characters or spaces for the outline style name. 

The Description is something you can label the style with to help you remember 
its contents. Select Description (2), then enter a description for the outline style. 

You can enter up to 54 characters or spaces for an outline style description . 
Characters entered with Compose may take up more space than regular keyboard 
characters, so if you decide to enter characters with Compose, you may not be 
able to use all 54 characters or spaces for the outline style description . 

Creating a style for each paragraph numbering level is very similar to creating a 
style i r1 the Styles menu. Move the cursor to the level for which you want to 
create a style, then enter the Type, Enter, and Codes information . 

Type tells WordPerfect whether the style is paired or open. See Style. Create in 
Refere>Jce for a discussion on paired and open styles. Select Type (3) , then 
Paired (I) or Open (2). 

Enter le ts you define the function of the Enter key with regard to a particular 
style. Once again, this procedure is discussed under Style. Create in Reference. 
This option is only in effect for paired styles. Select Enter ( 4 ), then select the 
option of your choice. 

You may wonder how this Enter option works in conjunction with the setting for 
the Enter key on the Paragraph Number Definition menu. When you are inside 



Style On and Off codes, the Enter key setting for the style is in effect. Once 
you are outside of the Style codes, the Paragraph Number Definition menu 
setting is in effect.

Codes lets you enter the codes for the style. Again, a discussion on this 
procedure is found under Style, Create in Reference. Select Codes (5), then 
enter the codes you want to include in the style. Press Exit (F7) to return to the 
Outline Styles: Edit screen.

If you don't enter codes for a level in an outline style, WordPerfect inserts a 
fixed paragraph number for that level (see Paragraph Numbering in Reference).

Nesting Styles
You cannot nest outline styles (include one paired outline style completely within 
another). If you try to do so, WordPerfect will turn the first style off before 
inserting the second style.

Non-Existing Styles
If WordPerfect encounters an Outline Style code in a document that doesn't have 
a corresponding style on the Styles or Outline Styles menus, it re-creates the 
outline style on both the Styles and Outline Styles menus. All codes in the style 
are preserved.

This will most likely happen because a style was created, used, then deleted from 
either the Styles or Outline Styles menu. This will also happen when a style is 
renamed on the Styles or Outline Styles menu but not in the document.

Retrieving a Style
If you want to retrieve a previously saved list of outline styles to the Outline 
Styles menu, select Retrieve (6) from the Outline Styles menu, then enter the 
name of the style hie. If you don't enter a complete pathname, WordPerfect will 
search the style directory (see Location of Files in Reference). If no style 
directory exists, WordPerfect searches the default directory.

After you select Retrieve (6), you can press List (F5). then enter a directory name to 
display the files in that directory. With the directory displayed on the screen, select 
Retrieve (1) to retrieve the highlighted file.

When you retrieve a list of outline styles, WordPerfect checks your current list 
of outline styles for style names that match the incoming styles. If WordPerfect 
finds a match, it displays the “Style(s) Already Exist, Replace?” message. If you 
type n for No, WordPerfect only retrieves the styles whose names do not match 
current style names. If you type y for Yes, WordPerfect retrieves all of the 
styles, replacing current styles with the incoming files of the same name.

When you retrieve the style file, all styles (both outline and non-outline) in the 
file are retrieved to the Styles menu.
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Style On and Off codes, the Enter key setting for the style is in effect. Once 

you are outside of the Style codes, the Paragraph Number Definition menu 
setting is in effect. 

Codes lets you enter the codes for the style. Again, a discussion on th is 
procedure is found under Style, Create in Reference . Select Codes (5), then 
enter the codes you want to include in the style. Press Exit (F7) to return to the 
Outline Styles: Edit screen. 

If you don· t enter codes for a level in an outline sty le, WordPerfect inserts a 
fixed paragraph number for that level (see Paragraph Numbering in Reference ). 

Nesting Styles 
You cannot nest outline styles (include one paired outline style completely within 
another). If you try to do so, WordPerfect will turn the first style off before 
inserting the second style. 

Non-Existing Styles 
If WordPerfect encounters an Outline Style code in a document that doesn't have 
a corresponding style on the Styles or Outline Styles menus, it re-creates the 
outline style on both the Styles and Outline Styles menus. All codes in the style 
are preserved. 

This will most likely happen because a style was created, used. then deleted from 
either the Styles or Outline Styles menu. This will also happen when a style is 
renamed on the Styles or Outline Styles menu but not in the document. 

Retrieving a Style 
If you want to retrieve a previously saved list of outline styles to the Outline 
Styles menu, select Retrieve (6) from the Outline Styles menu. then enter the 
name of the style hie. If you don·t enter a complete pathname, Won.11-'errecr will 
search the style directory (see Location of Fifes in Reference ). If no style 
directory exists, WordPerfect searches the default directory. 

After you select Retrieve /6). you can press list (F5). then enter a directory name to 
display the files in thar direcrory. With the director,- displayed 011 the screen. select 
Retrieve ( 1) to retrieve the highlighted file. 

When you retrieve a list of outline styles, WordPerfect checks your current list 
of outline styles for style names that match the incoming styles. If WordPerfect 
finds a match. it displays the "Style(s) Already Exist, Replace?" message. If you 
type n for No, WordPerfect only retrieves the styles whose names do not match 
current style names. If you type y for Yes, WordPerfect retrieves all of the 
styles. replacing current styles with the incoming files of the same name. 

When you retrieve the style file, all styles (both outline and non-outline) in the 
file are retrieved to the Styles menu. 
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Savinti a Style
If you want to save all of the outline styles on the Outline Styles menu to a 
separate file that can be used from document to document, select Save (5), then 
enter a name for the style. WordPerfect will save the outline styles to the style 
directory (see Location o f Files in Reference). If no style directory exists, 
WordPerfect will save the outline styles to the default directory.

Keep in mind that this option is only for saving outline styles as a separate file 
that can be used from document to document. When you save a document, you 
save the outline styles associated with it, so there is no need to use this option if 
you p an on using the outline styles in the current document only.

Important: We suggest you create a style directory, specify it in Location o f Files 
(Shift-F 1,6,5), and name style files with some type o f descriptive extension (e.g„ .STY) 
when you save them. This may help you remember that a style file is a style file and not 
a document.

When you save outline styles, the styles on the Styles menu are also saved to the 
file.

Style vs. Outline Style
Outline Style is very similar to the Style feature. In fact, you may notice that 
Outline Style contains all of the options that Style contains with the exception of 
On and Off.

Outline Style replaces On and Off with Select which is used to tell WordPerfect 
that you want to use a particular outline style. Once you have selected an 
outline style, paragraph numbers are formatted according to the style from that
point forward in  the d o c u m e n t  T h e  s ty le  f o r  e a c h  n u m b e r in g  le v e l  is  tu r n e d  o n
when you insert a new level number and is turned off when you use the Right 
Arrow key (or Enter, if it is so set) to move past the Style Off code.

I f the style is an open style, you can't turn it off.

As you work with the Style feature, you may notice that your outline styles are 
also shown on the Styles menu. They are there to remind you that they are part 
of the document and will be saved with the document when you save the 
document. You can only turn outline styles on and off from the Styles menu, 
however, when you are in an outline.

You can change a non-outline style to an outline style (see Changing Non­
Outline Styles to Outline Styles above). One advantage outline styles have over 
styles is that outline styles can be changed to a previous or following level with 
♦Margin Release (Shift-Tab) or Tab just like other paragraph numbers.

See Also: Outline, Create; Outline, Define; Style; Style, Create
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Savint1 a Style 
If you want to save all of the outline styles on the Outline Styles menu to a 
separate file that can be used from document to document. select Save (5), then 
enter a name for the style. WordPerfect will save the outline styles to the style 
direct,xy (see Location of Files in Reference). If no style directory exists, 
WordPerfect will save the outline styles to the default directory. 

Keep in mind that this option is only for saving outline styles as a separate file 
that can be used from document to document. When you save a document. you 
save the outline styles associated with it, so there is no need to use this option if 
you pan on using the outline styles in the current document only. 

lmpor1a11t: We su,:gesr yuu creare a style directory, specif:,: it in Location of Files 
(Sh(ft-Fl,6,5), and name ,ftvle file.f with some rype of descriprive exrension (e.g., .STY) 
when )OU save rhem. This may help you remember rhar a srvle file is a style file and ,wr 
a documenr. 

When you save outline styles, the styles on the Styles menu are also saved to the 
file. 

Style vs. Outline Style 
Outline Style is very similar to the Style feature. In fact, you may notice that 
Outlin•! Style contains all of the options that Style contains with the exception of 
On and Off. 

Outlin,! Style replaces On and Off with Select which is used to tell WordPerfect 
that you want to use a particular outline style. Once you have selected an 
outline style, paragraph numbers are formatted according to the style from that 
point forward in the document The style for each numherins level is turned on 
when you insert a new level number and is turned off when you use the Right 
Arrow key (or Enter. if it is so set) to move past the Style Off code. 

If the s1yle is an open sryle, you can't rurn ir off. 

As yot: work with the Style feature, you may notice that your outline styles are 
also shown on the Styles menu. They are there to remind you that they are part 
of the document and will be saved with the documeni when you save the 
documi!nl. You can only turn outline styles on and off from the Styles menu, 
however, when you are in an outline. 

You can change a non-outline style to an outline style (see Changing Non­
Outlint Styles to Outline Styles above). One advantage outline styles have over 
styles is that outline styles can be changed to a previous or following level with 
•Margin Release (Shift-Tab) or Tab just like other paragraph numbers. 

See Abo: Outline, Create; Outline. Define; Style; Style, Create 



Overstrike

You may want to combine the characters found on your keyboard to create new 
characters. For example, if the printer font you are using does not clearly 
differentiate a zero (0) from a capital O (O), you may want to combine the zero 
with a slash (e.g., 0). You can do this using Overstrike.

If your printer has the capability, overstrike lets you combine characters and 
attributes to create mathematical symbols, chemical symbols, and other character 
combinations which are not included in the WordPerfect character sets.

To create an overstrike,

1 Move the cursor to where you want to create the overstrike.

2 Press Format (Shift-F8), then select Other (4).

CB Select Other from the Layout menu.

3 Select Overstrike (5), then select Create (1).

4 Type the characters that you want printed as an overstrike. For example, to 
get the 0 overstrike you would type /0. You can also use Font (Ctrl-F8) to 
select the attributes you want those characters to have. When you are ready 
to save the overstrike, press Enter.

5 Press Exit (F7) to return to your document.

Notes Codes
When you select Overstrike (5) from the Format: Other menu, then select Create 
(1), an Overstrike code [Ovrstk] appears on the status line. Any characters you 
t h e n  type appear side-by-side on the screen. You can type up to 30 characters, 
discounting the space taken up by the attributes you select.

When the document is printed, all the characters you type will be printed on top 
of one another. However, only the last character you type appears in the normal 
editing screen. To see all the characters in the overstrike, you can press Reveal 
Codes (Alt-F3). In the Reveal Codes part of the screen, all the characters in an 
overstrike are included as part of the Overstrike code (e.g., [Ovrstk:0/]).

Editing an Overstrike
To edit an existing Overstrike, select Edit (2) rather than Create (1) in step 3 of 
the steps given at the beginning of this reference section. WordPerfect searches 
through text backward, from the cursor position and displays the first overstrike 
it encounters. If it can't find an overstrike searching backward it then searches 
forward.

Once an existing overstrike is displayed on the screen, you can edit it. Typing a 
character key erases the existing overstrike and you have to start over. However,
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Notes 

You may want to combine the characters found on your keyboard to create new 
characters. For example, if the printer font you are using does not clearly 
differentiate a zero (0) from a capital O (0), you may want to combine the zero 
with a slash (e.g., 0). You can do this using Overstrike. 

If your printer has the capability, overstrike lets you combine characters and 
attributes to create mathematical symbols, chemical symbols, and other character 
combinations which are not included in the WordPerfect character sets. 

To create an overstrike, 

1 Move the cursor to where you want to create the overstrike. 

2 Press Format ( Shift-F8 ), then select Other ( 4 ). 

[B Select Other from the Layout menu. 

3 Select Overstrike (5), then select Create ( 1 ). 

4 Type the characters that you want printed as an overstrike. For example, to 
get the 0 overstrike you would 1ype /0. You can also use Fom (Ctrl-F8) to 
select the attributes you wam those characters to have. When you are ready 
to save the overstrike, press Enter. 

5 Press Exit (F7) to return to your document. 

Codes 
When you select Overstrike (5) from the Format: Other menu, then select Create 
(I), an Overstrike code I Ovrstk] appears on the status line. Any characters you 
then type appear side-hy-side on !he screen. You can type up to 30 characters, 
discounting the space taken up by the attributes you select. 

When the document is printed, all the characters you type will be printed on top 
of one another. However. only the last character you type appears in the normal 
editing screen. To see all the characters in the overstrike, you can press Reveal 
Codes (Alt-F3). In the Reveal Codes part of the screen, all the characters in an 
overstrike are included as part of the Overstrike code (e.g., [Ovrstk:0/]) . 

Editing an Overstrike 
To edit an existing Overstrike, select Edit (2) rather than Create (1) in step 3 of 
the steps given at the beginning of this reference section. WordPerfect searches 
through text backward. from the cursor position and displays the first overstrike 
it encounters. If it can't find an overstrike searching backward it then searches 
forward. 

Once an existing overstrike is displayed on the screen, you can edit it. Typing a 
character key erases the existing overstrike and you have to start over. However, 
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before you press a character key, you can use Left Arrow (<-) and Right Arrow 
(->) to move through the characters and edit them. When you are ready to save 
the overstrike, press Enter, then press Exit (F7) to return to your document.

Overstrike vs. Compose
Man)' overstrike character combinations are already provided in the WordPerfect 
character sets (see Appendix P: WordPerfect Characters). This includes 
international characters. You can enter these characters into your text using 
Compose (Ctrl-2). You can also use Compose to create many of the most 
common character combinations (e.g., e, i. ii) (see Compose in Reference).

Whenever possible, it is preferable to use Compose rather than Overstrike to 
enter characters into your text. If the elements of those characters are available, 
WordPerfect will then compose the characters for you, even if the total character 
is not available on a printer.

Short Cuts
If there is an overstrike that you use often, you might want to define a macro 
that creates an overstrike and then map that macro to a certain key on your 
keyboard using the Keyboard Layout feature in Setup (Shift-Fl,3). That would 
spare you from having to re-create the overstrike each time you want to insert it 
in yoir document (see Keyboard Layout in Reference).

See Also: Compose; Keyboard Layout
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before you press a charncter key, you can use Left Arrow ( ,_) and Right Arrow 
(-.) to move through the characters and edit them. When you are ready to save 
the overstrike, press Enter. then press Exit (F7) to return to your document. 

Overstrike vs. Compose 
Many overstrike character combinations are already provided in the WordPerfect 
chara;:ter sets (see Appn1dix P: 'vVordPe,fect Characters). This includes 
interrational characters. You can enter these characters into your text using 
Compose (Ctrl-2). You can also use Compose to create many of the most 
common character combinations (e.g., e, f. i.i) (see Compose in Reference). 

Whenever possible, it is preferable to use Compose rather than Overstrike to 
enter characters into your text. If the elements of those characters are available, 
Word Perfect will then compose the characters for you. even if the total character 
is not available on a printer. 

Short 1~uts 
If there is an overstrike that you use often, you might want to define a macro 
that creates an overstrike and then map that macro to a certain key on your 
keyboard using the Keyboard Layout feature in Setup (Shift-FI.3). That would 
spare you from having to re-create the overstrike each time you want to insert it 
in ym r document (see Keyboard Layollf in Reference). 

See Also: Compose; Keyboard Layout 
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P Page, Soft and Hard

You do not need to divide the text you type into pages. WordPerfect does that 
for you. Just as WordPerfect automatically wraps the text you type each time 
you come to the end of a line, it also inserts a page divider each time you reach 
the end of a page.

The page dividers which WordPerfect inserts for you are called soft page breaks. 
They are represented in the normal editing screen by a line of dashes which 
extends across the width of the screen.

SOFT PAGE BREAK 

CURRENT PAGE NUMBER c a r r i e r ,  t h e  B747F, i s  l i m i t e d  t o  c r a t e s  t h a t  a r e  350  x 260 x 260 
cm. i n  s i z e  w ith  a maximum p a y lo a d  o f  750  k i lo g r a m s .  The o n ly  
a l t e r n a t i v e  i s  t o  s h ip  t h e  s t a t u e s  a s  i n d i v i s i b l e  i te m s  w hich  
r e q u i r e  no  p a c k a g in g .  H ow ever, we s t r o n g l y  d i s c o u r a g e  t h i s  d u e  t o  
t h e  s t a t u a r y ' s  f r a g i l e  n a t u r e .

You s h o u ld  b e  aw are  t h a t  Sam son A i r  F r e i g h t e r s  c a n  o n ly  i n s u r e  
e a c h  p i e c e  f o r  £ 1 ,0 0 0 ,0 0 0 ,  w h ich  i s  in c lu d e d  in  t h e  £ 9 .6 0  ( p e r  100 
m i l e s  X 50 k i lo g r a m s )  p r i c e  we q u o te d .  Any I n c r e a s e  i n  th e

I n s u r a n c e  w i l l  a f f e c t  t h e  s h ip p in g  c o s t .  To make i t  c o s t  e f f e c t i v e  
f o r  y o u , you  may w an t t o  s e e k  an  in d e p e n d e n t  i n s u r e r  t o  s u p p le m e n t 
o u r  s c h e d u le .

O ur f i n a l  c o n c e rn  i s  C u sto m s. When t h e  p la n e  a r r i v e s  a t  Los 
A n g e le s ,  c u s to m s  o f f i c i a l s  w i l l  ran d o m ly  s e l e c t  c a r g o  and  u n pack  
i t .  I f  any  dam age r e s u l t s  from  t h i s  p ro c e d u r e ,  o u r  u n d e r w r i t e r  
c a n n o t  b e  h e ld  r e s p o n s i b l e  f o r  c o v e ra g e .  The c r a t e  d i s m a n t l in g  
m ust b e  d o n e  by  The G r e a t  Gem Company. As a  p r e c a u t io n ,  SAF w i l l  
d e s ig n a t e  Los A n g e le s  o s  a  f i n a l  d e s t i n a t i o n .  A t t h a t  t im e ,  a  G re a t  
Gem Company r e p r e s e n t a t i v e  m u st a c c e p t  d e l i v e r y  o f  t h e  s t a t u a r y .
Once t h a t  t r a n s a c t i o n  h a s  b een  c o m p le te d ,  we w i l l  d raw  up a  new 
I n v o ic e  t o  c o n t in u e  d e l i v e r y  t o  H o u s to n ._

Doc 1 Pg 2 Ln 3 ” P o s 5"
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Such page breaks are called soft because their location is likely to change as you 
add and delete text from your document. They reformat your text so you don’t
h a v e  to . E v e n  a s  y o u  a d d  o r  d e le te  f o o tn o te s ,  e n d n o te s ,  h e a d e r s ,  o r  f o o te r s  in
your document, WordPerfect continually reformats your document from page to 
page, displaying on the status line the page number on which the cursor is found.

However, there are times when you may want to insert a page break of your 
own. For example, if the document you are creating contains two sections, you 
might want to be sure that the second section always begins on a new page.
You can do this by inserting a hard page break. The location of a hard page 
break will not change regardless of the changes you make to your document.
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A SOFT PAGE BREAK 

& CURRENT PAGE NUMBER 

You do not need to di vide the text you type into pages. WordPerfect does that 
for you . Just a, WordPerfect automatically wraps the text you type each time 
you come 10 the end of a line, it also inserts a page divider each time you reach 
the end of a page. 

The page dividers which WordPerfect inserts for you are called soft page breaks. 
They are represented in the normal editing screen by a line of dashes which 
extends across the width of the screen. 

ear ner, the B747f, 1s limited to crates that are 350 ,r: 2~0 w 260 
cm 1n size with .a ,na,.lmum payload of 750 k1logrami;, The only 
alternative 1s to ship the statues as 1nd1v1s1ble items winch 
require no packaging, However, we strongly discourage thts due to 
the statuary·s fragile nature. 

You sr.ould bv ""'HIii that Saffl90n A1r FrBighteri, c:an only J.n:iouce 
e11ch p.1.ece foT Sl.000 .000, .. h1ch is i.ncludad tn th• ~0.60 !per 100 
fflile'!: X SO kllograms) price ..,~ Quoted Any lnc:rease tn the 

~ --- -- ---- ------------------------------- ------- --- ------------. ---------------
1n9urance will affect the ahipplng cost. 'l'o ..,.,1,,,. it eo!lt effRct:a.va 
for you, you lftay want to saaN an tndependl!'nt insurer to supplelftent 
Out'" schedule 

Out'" f,nnl concern is Custo•s When the plane arr111es at Los 
Angeles , custOlfts off:a.ct11ls will randomly ~elect cargo and unpac:k 
1t II any damege results from this procedure, our 1Jnderwr1ter 
cannot ~ held responslble for coverage. The crate dismantl ing 
must be done b y The Great Gem Company. As .t. precaution, S AF w~ 11 
design.1,te Les Angeles 11!1 a fin.t.l destination At the.t time, a Grec1t 
Gf'lm Company represente.t1ve inust accept del111ery of tht! !ltatuery, 
Once that transaction has been coinplet@d, "'" ,..111 draw up a new 
1nvo1ce to rcntinue del1very to HoOJston. 
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Such page breaks are called soft because their location is likely to change as you 
add and delete text from your document. They reformat your text so you don't 
have to. Even as you add or delete footnotes. endnotes. headers. or footers in 

your document, WordPerfect continually reformats your document from page to 
page, displaying on the status line the page number on which the cursor is found . 

However, there are times when you may want to insert a page break of your 
own. For example, if the document you are creating contains two sections, you 
might want to be sure that the second section always begins on a new page. 
You can do this by inserting a hard page break. The location of a hard page 
break will not change regardless of the changes you make to your document. 
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A  HARD PAGE BREAK 

A CURRENT PAGE NUMBER

Notes

4 7 2  PAGE. SOFT AND HARD

To in sert a hard page break at the cursor. 

1 Fress Hard Page (Ctrl-Enter).

>

A c c o rd in g  t o  D r. Dan M aryon, t h e  b e s t  way t o  p r e p a r e  f o r  t h e  ag e  

o f  30 i s  t o  e x e r c i s e  now. " I t  d o e s n ' t  r e a l l y  m a t t e r  w h a t k in d  o f  

e x e r c i s e  p rog ram  o l d e r  a d u l t s  c h o o s e ."  h e  s t a t e s ,  " j u s t  a s  lo n g  a s  

th e ^  a r e  a c t i v e . "

| Chapter Three

The k ey  t o  s t i c k i n g  w i th  a n  e x e r c i s e  p ro g ram  i s  f i n d in g  o ne  t h a t

Is snjoyable. For older adults, this means developing a program
that la not only fun, but also safe. In order to avoid Injury, the

Doc 1 Pg 19 Ln 2.33" Pos 1"
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A hard page break is represented in the normal editing screen by a line of double 
dashes which extends across the width of the screen.

Alternate Keystroke
On keyboards with an enhanced BIOS, you can also insert a hard page break by 
pressing Ctrl-Insert. If you do not have a keyboard with an enhanced BIOS, 
you can re-assign or map this alternate keystroke to a different key (see
K ey b o a rd  L a y o u t  in  Reference').

Codes
In the Reveal Codes (Alt-F3) portion of the screen, a hard page is represented by 
a Hard Page code [HPg] and a soft page is represented by a Soft Page code 
[SPg]. If the Soft Page code [SPg] was originally a Hard Return code [HRt], it 
is displayed as [HRt-SPg],

Deleting Page Breaks
You can delete a hard page break in either the normal editing screen or in 
Reveal Codes (Alt-F3). Since the on-screen change is evident, you are not asked 
to cor firm the deletion.

You cannot add or delete soft page breaks. WordPerfect adds and removes them 
for you as you make changes to a document.

Other Features
Although hard page breaks can be used to separate sections or chapters within a 
document, it is preferable to create documents in small, manageable sizes and 
then combine them together using the Master Document feature (see Master 
Documents in Reference).

A. HARD PAGE BREAK 

To ir sert a hard page break at the cursor. 

1 F ress Hard Page (Ori-Enter). 
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A hard page break is represented in the normal editing screen by a line of double 
dashes which extends across the width of the screen. 

Alternate Keystroke 
On keyboards with an enhanced BIOS, you can also insert a hard page break by 
pressing Ctrl-Insert If you do not have a keyboard with an enhanced BIOS, 
you can re-assign or map this alternate keystroke to a different key (see 
Keyboard Layout in Reference). 

Codes 
In the Reveal Codes (Alt-F3) portion of the screen, a hard page is represented by 
a Had Page code [HPg] and a soft page is represented by a Soft Page code 
[SPg] . If the Soft Page code [SPg] was originally a Hard Return code [HRt], it 
is displayed as [HRt-SPg]. 

Deleting Page Breaks 
You can delete a hard page break in either the normal editing screen or in 
Revecl Codes (Alt-F3) . Since the on-screen change is evident, you are not asked 
to cor firm the deletion. 

You cannot add or delete soft page breaks. WordPerfect adds and removes them 
for you as you make changes to a document. 

Other 1=eatures 
Although hard page breaks can be used to separate sections or chapters within a 
document, it is preferable to create documents in small, manageable sizes and 
then combine them together using the Master Document feature (see Master 
Documents in Reference) . 
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WordPerfect also offers several methods of keeping text together on a page. 
These include the Block Protect, Conditional End of Page, and Widow/Orphan 
features.

See Also: Block Protect; Conditional End of Page; Headers and Footers; Master 
Documents; Widow/Orphan

The Page Format menu deals with the way text is formatted on the page. For 
example, you can use Page Format options to set the top and bottom margins of 
a page and to select the paper size and type. Page Format options also let you 
center text vertically on a page, add headers or footers, and have WordPerfect 
handle page numbering. You can have an option take effect on every page in a 
document, or you can turn off an option for any given page.

Some of the changes you make to text using Page Format options are not 
apparent in the normal editing screen. They only appear on the printed page or 
when you preview the printed page using View Document (Shift-F7,6).

To change a Page Format option,

1 Move the cursor to the top of the page on which you want the setting 
changed.

2 Press Format (Shift-F8), then select Page (2).

CB S e le c t  P a g e  f r o m  th e  L a y o u t  m enu .

3 Select an option and make the necessary adjustments (see the option 
headings under Notes below).

4 Press Exit (F7) to return to your document.

Center Page Top to Bottom
Center Page lets you center the entire page of text vertically, between the top 
and bottom margins on the page (see Center Page in Reference).

Codes
Changing any of the Page Format options inserts a code into your text which 
determines that setting from that point forward in your document. In general, 
these codes should be placed at the top of the page before any Column On 
Codes.

Force Odd/Even Page
Sometimes you may want to make sure that certain pages in a document always 
have an odd, or an even, page number. For example, it is customary to begin
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WordPerfect also offers several methods of keeping text together on a page. 
These include the Block Protect. Conditional End of Page, and Widow/Orphan 
features. 

See Also: Block Protect; Conditional End of Page; Headers and Footers; Master 
Documents; Widow/Orphan 

The Page Format menu deals with the way text is formatted on the page. For 
example, you can use Page Format options to set the top and bottom margins of 
a page and to select the paper size and type. Page Format options also let you 
center text vertically on a page, add headers or footers, and have WordPerfect 
handle page numbering. You can have an option take effect on every page in a 
document, or you can turn off an option for any given page. 

Some of the changes you make to text using Page Format options are not 
apparent in the normal editing screen. They only appear on the printed page or 
when you preview the printed page using View Document (Shift-F7,6). 

To change a Page Format option, 

1 Move the cursor to the top of the page on which you want the setting 
changed. 

2 Press Format (Shift-F8), then select Page (2) . 

ra Select Page from the Layout menu. 

3 Select an option and make the necessary adjustments (see the option 
headings under Notes below). 

4 Press Exit (F7) to return to your document. 

Center Page Top to Bottom 
Center Page lets you center the entire page of text vertically, between the top 
and bottom margins on the page (see Center Page in Reference). 

Codes 
Changing any of the Page Format options inserts a code into your text which 
determines that setting from that point forward in your document. In general, 
these codes should be placed at the top of the page before any Column On 
Codes. 

Force Odd/Even Page 
Sometimes you may want to make sure that certain pages in a document always 
have an odd, or an even, page number. For example, it is customary to begin 
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each chapter in a book on an odd-numbered page. You can do this using the 
Force Odd/Even Page option (see Force Odd/Even Page in Reference).

Headers and Footers
Often you may want certain information (a chapter title, the date, or the company 
name) to appear on every page in a document. Such items are called headers 
when they appear at the top of a page and footers when they appear at the 
bottom of the page. WordPerfect offers you considerable latitude in creating and 
alternating headers and footers (see Headers and Footers in Reference).

Margins, Top and Bottom
This option lets you set new top and bottom margins for the pages in your 
document (see Margins, Top and Bottom in Reference).

Page numbering
You can use this feature to have WordPerfect number the pages in your 
document. WordPerfect gives you eight choices as to where it will place the 
numbers on each page. It also lets you insert text with page numbers (e.g., Page 
10) and begin renumbering pages at any point in a document (see Page 
Numbering in Reference).

Paper ISize/Type
In versions of WordPerfect sold in the United States, WordPerfect is set to print 
on 8 1/2" x 11" paper, with the text running parallel to the narrow edge of the 
page.

T he Paper S ize/Type op tions let you select from  several com m on paper sizes and 
positions. You can even create a new Paper Size/Type definition of your own 
(see Paper Size/Type in Reference).

Suppress Page Format
This option lets you turn off page numbering and headers and footers for the 
current page only (see Suppress Page Format in Reference).

See Also: Center Page; Force Odd/Even Page; Headers and Footers; Margins, 
Top and Bottom; Page Numbering; Paper Size/Type; Suppress Page Format

Page Numbering

The Page Numbering feature is designed to let you quickly select the kind of 
numbers you want and where you want them to be on the page.

You can choose Arabic (e.g., 1, 2, 3) or two different kinds of Roman numerals 
(e.g., i, ii, iii, or I, II, III) and have them placed at any one of eight possible
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each chapter in u hook on an odd-numbered page. You can do this using the 
Force Odd/Even Page option (see Force Odd/Eren Page in Reference). 

Heade rs and Footers 
Often you may want certain information (a chapter title. the date. or the company 
name) to appear on every page in a document. Such items are called headers 
when they appear at the top of a page and footers when they appear at the 
bottom of the page. WordPerfect offers you considerable latitude in creating and 
altern ating headers and footers (see Headers and Footers in Reference). 

Margins, Top and Bottom 
This option lets you set new top and bottom margins for the pages in your 
document (see Margins, Top and Bottom in Reference ). 

Page flumbering 
You c:1n use this feature to have WordPerfect number the pages in your 
document. WordPerfect gives you eight choices as to where it will place the 
numbers on each page. It also lets you insert text with page numbers (e.g., Page 
10) and begin renumbering pages at any point in a document (see Page 
N11mbaing in Reference). 

Paper Size/Type 
In ver:;ions of WordPerfect sold in the United States, WordPerfect is set to print 
on 8 I /2" x I l" paper, with the text running parallel to the narrow edge of the 
page. 

The Paper Sizeffype options let you select from several common paper siz.es and 
positions. You can even create a new Paper Size/Type definition of your own 
(see P,1per Sizel'T\'pe in Reference). 

Supprei;s Page Format 
This option lets you turn off page numbering and headers and footers for the 
current page only (see Suppress Page Format in Reference). 

See Also: Center Page; Force Odd/Even Page; Headers and Footers; Margins, 
Top and Bottom; Page Numbering; Paper Size/Type; Suppress Page Format 

The Page Numbering feature is designed to let you quickly select the kind of 
numbers you want and where you want them to be on the page. 

You can choose Arabic (e.g., I. 2, 3) or two different kinds of Roman numerals 
(e .g., i, ii, iii, or I. JI, IH) and have them placed at any one of eight possible 
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locations. You can also have WordPerfect accompany your page numbers with a 
word or phrase (e.g.. Page Number 1 or Economics—Page 1).

Once you’ve made your selections, WordPerfect numbers the pages in your 
document for you and keeps them numbered correctly no matter how much you 
edit the document. The actual numbers do not appear on the normal editing 
screen, only on the printed page. However, you can preview how they will look 
using View Document (Shift-F7,6).

To have WordPerfect number your pages,

1 Move to the top of the page where you want numbering to begin.

2 Press Format (Shift-F8), then select Page (2).

I7B S e le c t  P a g e  f r o m  th e  L a y o u t  m enu .

3 Select Page Numbering (6) to display the Format: Page Numbering menu.

4 Select Page Number Position (4), then select a number indicating where you 
want the numbers placed (see Page Number Position below).

The location you have selected is displayed on the screen in entry number 4 
(e.g., Top Alternating). At this point, you can also have words included with the 
page number (see Page Number Sty'le below) or change the type of number being 
used (see New Page Number below).

5 Press Exit (F7) to return to your document.

Codes
Selecting Page Numbering as explained in steps 1 through 4 above inserts a Page 
Numbering code [Pg Numbering:/oc«//o/i] into your document, where location 
indicates w here the page num bers will appear on the page (e.g .. B ottom  C en ter 
or Top Alternating). From that point forward, page numbers will appear at that 
location. Generally, this code should always be placed at the top of the page on 
which you want the page numbering to start.

Selecting New Page Number (1) from the Format: Page Numbering menu, then 
typing a number and pressing Exit (F7) inserts a New Page Number code 
[Pg Num:#l into your document, where #  is the current number. You can also 
use this option to change the type of number being used by entering another 
numbering type (e.g., i or IV). From that point forward, pages will be numbered 
consecutively starting with that number and in that type. If no New Page 
Number code appears, Arabic numerals are used (see New Page Number below).

Selecting Page Number Style (2) from the Format: Page Numbering menu, then 
changing the text being used with numbers, inserts a Page Numbering Style code 
[Pg Num Style:sf\7e] into your document, where style is the current Style being 
used (e.g., [Pg Num Style:Page AB]. From that point forward, page numbers 
will be accompanied by that additional text (see Page Number Style below).

Any changes made by the Page Numbering, New Page Number, and Page 
Number Style codes are also reflected in the numbers which appear in the lists
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locations. You can also have WordPerfect accompany your page numbers with a 

word or phrase (e.g .. Page Number I or Economics- Page I). 

Once you've made your selections. WordPerfect numbers the pages in your 
document for you and keeps them numbered correctly no matter how much you 
edit the document. The actual numbers do not appear on the normal editing 
screen. only on the printed page . However, you can preview how they will look 
using View Document (Shift-F7,6). 

To have WordPerfect number your pages, 

Move to the top of the page where you want numbering to begin. 

2 Press Format (Shift-F8J, then select Page (2) . 

CB Select Page from the Layollf menu. 

3 Select Page Numbering (6) to display the Format: Page Numbering menu. 

4 Select Page Number Position (4), then select a number indicating where you 
want the numbers placed (see Page Number Position below). 

The location you have selected is displayed on the screen in entry number 4 
(e.g., Top Alternating). At this point, you can also have words included with the 
page number (see Page Number Style below) or change the type of number be ing 
used (see Ne"'· Page Number below). 

5 Press Exit (F7) to return to your document. 

Codes 
Selecting Page Numbering as explained in steps I through 4 above inserts a Page 
Numbering code [Pg Numbering:location] into your document. where location 
indicutc~ where the page numbers will appear on the page (e.g .. Bottom Center 
or Top Alternating). From that point forward, page numbers will appear at that 
location. Generally. this code should always be placed at the top of the page on 
which you want the page numbering to start. 

Selecting New Page Number (I) from the Format: Page Numbering menu, then 
typing a number and pressing Exit (F7) inserts a New Page Number code 
[Pg Num:#] into your document, where # is the current number. You can also 
use this option to change the type of number being used by entering another 
numbering type (e.g ., i or IV). From that point forward, pages will be numbered 
consecutively starting with that number and in that type. If no New Page 
Number code appears, Arabic numerals are used (see New Page Number below). 

Selecting Page Number Style (2) from the Format: Page Numbering menu. then 
changing the text being used with numbers. inserts a Page Numbering Style code 
[Pg Num Style:st\'/e I into your document. where style is the current Style being 
used (e.g .. [Pg Num Style:Page ABJ . From that point forward. page numbers 
will be accompanied by that additional text (see Page N11111ber Style below). 

Any changes made by the Page Numbering, New Page Number, and Page 
Number Style codes are also reflected in the numbers which appear in the lists 
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and tables you generate (e.g., Indexes, Tables of Contents, Tables of Authorities, 
Cross-References).

Initial Settings
Page numbers are not initially included in the documents you create in 
WordPerfect. However, you may always want to use page numbers in your 
documents. You can have a page number format automatically inserted at the 
beginning of the documents you create by inserting the page numbering codes 
into i:he Initial Codes you enter in Setup (Shift-Fl ,4,5) (see Initial Codes in 
Reference).

Inserting a Page Number
Sometimes you may want to include the current page number in text which 
appears elsewhere on a page. You can do this by pressing Ctrl-b to insert a AB 
code into your text. This also works in headers, footers, footnotes, and endnotes.

If you want to insert the complete current page numbering style into your text 
(e.g., Page AB), select Insert Page Number (3) from the Page Numbering menu. 
This xturns you to your document, inserting the complete current page 
numbering style at the cursor.

New Page Number
This option lets you begin renumbering pages at any point in your document. It 
also lets you change the type of numbers being used.

To change the page number, select New Page Number (1) from the Format: Page 
Numbering menu, enter the new starting number, and press Exit (F7) to return to 
your document.

The new number is displayed on the status line, and the pages which follow are 
numbered consecutively starting with that number.

Three different kinds of numbering are possible: Arabic (e.g., 1, 2, 3),
Lowercase Roman (e.g., i, ii, iii), or Uppercase Roman (e.g., I, II, III). Unless 
you make a change in this entry, Arabic numerals are used. You can change to 
Roman by entering a Roman numeral (e.g., i or I) as the new page number. If 
you want all the numbers in your document to appear as Roman numerals, you 
must do this on the first page of your document.

Page Number Position
Page r umbers are not included in a document unless you select them.

Selecting Page Number Position (4) from the Format: Page Numbering menu 
display s the possible page number selections graphically on the screen.
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and tables you generate (e.g., Indexes, Tables of Contents, Tables of Authorities, 
Cross-References). 

Initial Settings 
Page numbers are not initially included in the documents you create in 
WordPerfect. However. you may always want to use page numbers in your 
documents. You can have a page number format automatically inserted at the 
beginning of the documents you create by inserting the page numbering codes 
into .he Initial Codes you enter in Setup (Shift-Fl ,4,5) (see Initial Codes in 
Reference) . 

lnser1 ing a Page Number 
Sometimes you may want to include the current page number in text which 
appears elsewhere on a page. You can do this by pressing Ctrl-b to insert a "8 
code into your text. This also works in headers. footers, footnotes, and endnotes. 

If you want to insert the complete current page numbering style into your text 
(e.g., Page "8), select Insert Page Number (3) from the Page Numbering menu. 
This '.eturns you to your document, inserting the complete current page 
numbering style at the cursor. 

New Page Number 
This option lets you begin renumbering pages at any point in your document. It 
also !,~ts you change the type of numbers being used. 

To change the page number, select New Page Number (I) from the Format: Page 
Numbering menu, enter the new starting number, and press Exit (F7) to return to 
your document. 

The new number is displayed on the status line, and the pages which follow are 
numbered consecutively starting with that number. 

Three different kinds of numbering are possible: Arabic (e.g., 1, 2, 3), 
Lowercase Roman (e.g., i, ii, iii), or Uppercase Roman (e.g., I, II, III) . Un less 
you make a change in this entry, Arabic numerals are used. You can change to 
Roman by entering a Roman numeral (e.g., i or I) as the new page number. If 
you want all the numbers in your document to appear as Roman numerals, you 
must do this on the first page of your document. 

Page Number Position 
Page r umbers are not included in a document unless you select them. 

Selecting Page Number Position (4) from the Format: Page Numbering menu 
displays the possible page number selections graphically on the screen. 



The possible selections are:

Selection Page Number Location

1 Top left corner, every page

2 Top center, every page

3 Top right corner, every page

4 Top left corner for even pages, top right corner for odd pages

5 Bottom left corner, every page

6 Bottom center, every page

7 Bottom right corner, every page

8 Bottom left corner for even pages, bottom right corner for odd 
pages

9 No page numbers

Selecting any of these locations returns you to the Format: Page Numbering 
menu and displays that selection in the Page Number Position entry. You can 
then press E x it  (F7) to return to the normal editing screen. This inserts a Page 
Numbering code into your document (e g., [Page Numbering:Bottom Center]) as 
explained in Codes above. The code takes effect from that point forward, until a 
new one is inserted.

Page Number Style
Normally, page numbers include only numerals (e.g., 1, 2, 3). This is 
represented by a Ctrl-B code (AB) in the Page Number Style entry on the 
Format: Page N um bering  menu.

You may sometimes want to accompany page numbers with text (e.g., Page 2, or 
Economics, Page 6). You can do this by adding text to the Page Number Style 
entry.

When you select Page Number Style (2) from the Page Numbering menu, the 
cursor moves to the current style. You can then type any character to erase the 
current style or use the arrow keys to move through the current style and edit it. 
You can type characters from the keyboard or use Compose (Ctrl-2) to insert any 
character in the WordPerfect character sets (see Compose in Reference). Up to 
28 characters are possible, excluding the extra space required to display extended 
characters.

Once you have completed the style you want, press Enter to save it.

A page number style must always include the Ctrl-B code (AB). If you forget to 
include the Ctrl-B code in this entry, WordPerfect inserts it for you at the end of 
the Page Numbering Style entry.
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The possible selections are: 

Selection 

2 

3 

4 

5 

6 

7 

8 

9 

Page Number Location 

Top left corner, every page 

Top center, every page 

Top right corner, every page 

Top left corner for even pages, top right corner for odd pages 

Bottom left corner, every page 

Bottom center, every page 

Bottom right corner, every page 

Bottom left corner for even pages, bottom right corner for odd 
pages 

No page numbers 

Selecting any of these locations returns you to the Format: Page Numbering 
menu and displays that selection in the Page Number Position entry. You can 
then press Exit (F7 ) to return to the normal editing screen . This inserts a Page 
Numbering code into your document (e g., [Page Numbering:Bottom Center]) as 
explained in Codes above. The code takes effect from that point forward, until a 
new one is inserted. 

Page Number Style 
Normally, page numbers include only numerals (e.g., I, 2, 3). This is 
represented by a Ctrl-8 code ("B) in the Page Number Style entry on the 
Format: Page Numbering menu. 

You may sometimes want to accompany page numbers with text (e.g., Page 2, or 
Economics, Page 6 ). You can do this by adding text to the Page Number Style 

entry. 

When you select Page Number Style (2) from the Page Numbering menu. the 
cursor moves to the current style. You can then type any character to erase the 
current style or use the arrow keys to move through the current style and edit it. 
You can type characters from the keyboard or use Compose (Ctrl-2) to insert any 
character in the WordPerfect character sets (see Compose in Reference). Up to 
28 characters are possible, excluding the extra space required to display extended 
characters. 

Once you have completed the style you want, press Enter to save it. 

A page number style must always include the Ctrl -B code ("B). If you forget to 
include the Ctrl-B code in this entry, WordPerfect inserts it for you at the end of 
the Page Numbering Style entry. 
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Page Numbers with Headers and Footers
WordPerfect inserts page numbers on either the top or bottom line of text on 
each page. It also inserts a blank line between the page numbers and the 
remaining text.

Since headers are also printed on the top line of every page, and footers on the 
bottom line, this can cause problems when you use both the Page Number 
feature and the Header and Footer feature in the same document. You can avoid 
this by inserting an extra line at the top of a header or at the bottom of a footer 
whenever you are going to use these features along with page numbers (see 
Headers and Footers in Reference).

Suppressing Page Numbering
To suppress page numbering for one page, press Format (Shift-F8), select Page 
(2), select Suppress (this page only) (8), select Suppress Page Numbering (4), 
type v, then press Exit (F7) to return to your document (see Suppress Page 
Format in Reference).

To suppress page numbering for several pages, move to the top of the page 
where you want to begin suppressing numbers, press Format (Shift-F8). select 
Page (2), select Page Numbering (6), select Page Number Position (4), select No 
Page Numbers (9), then press Exit (F7) to return to your document.

You can then move to the page where you want page numbers to reappear, and 
turn on page numbering again by following the steps given at the beginning of 
this reference section. WordPerfect will take the intervening pages into account 
as it numbers your pages, but it will not print numbers on them when you print 
your document.

See Also: Headers and Footers; Initial Codes

Paper Size/Type

When printing in WordPerfect, you need a way of selecting and creating 
different kinds and sizes of paper (forms) to print on. In addition, you need to 
be able to tell WordPerfect which form you are printing on at a particular time. 
The Paper Size/Type feature lets you do this.

This feature lets you define any kind of form (letterhead, labels, envelopes, etc.), 
then print on that form. Since there are so many possible types of paper you can 
print on, WordPerfect needs information about each type you use. For example, 
it needs to know the size of the paper, how the paper is inserted into the printer 
(e.g., bin number), and whether or not you want WordPerfect to prompt you to 
insert the paper.

In addition to directing WordPerfect to the proper form, this information helps 
WordPerfect format text on both the screen and the printed page. For example,
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Page Numbers with Headers and Footers 
WordPerfect inserts page numbers on either the top or bottom line of text on 
each page. It also inserts a blank line between the page numbers and the 
remaining text. 

Since headers are also printed on the top line of every page. and footers on the 
bottom line. this can cause problems when you use both the Page Number 
featu·e and the Header and Footer feature in the same document. You can avoid 
this by inserting an extra line at the top of a header or at the bottom of a footer 
whenever you are going to use these features along with page numbers (see 
Headers and Footers in Reference). 

Suppr,!ssing Page Numbering 
To suppress page numbering for one page, press Format (Shift-F8), select Page 
(2), sdect Suppress (this page only) (8), select Suppress Page Numbering (4) , 
type y. then press Exit (F7) to return to your document (see Suppress Page 
Form1t in Reference). 

To suppress page numbering for several pages, move to the top of the page 
where you want to begin suppressing numbers, press Format (Shift-F8). select 
Page (2), select Page Numbering (6), select Page Number Position (4), select No 
Page \.lumbers (9), then press Exit (F7) to return to your document. 

You can then move to the page where you want page numbers to reappear. and 
turn on page numbering again by following the steps given at the beginning of 
this reference section. WordPerfect will take the intervening pages into account 
as it r; umbers your pages. but it will not print numbers on them when you print 
your document. 

See Also: Headers and Footers; Initial Codes 

When printing in WordPerfect, you need a way of selecting and creating 
different kinds and sizes of paper (forms) to print on. In addition. you need to 
be able to tell WordPerfect which form you are printing on at a particular time. 
The Paper Size/Type feature lets you do this. 

This feature lets you define any kind of form (letterhead, labels, envelopes. etc.), 
then print on that form. Since there are so many possible types of paper you can 
print on. WordPerfect needs information about each type you use. For example. 
it needs to know the size of the paper, how the paper is inserted into the printer 
(e.g., bin number), and whether or not you want WordPerfect to prompt you to 
insert the paper. 

In addition to directing WordPerfect to the proper form. this information helps 
WordP,!rfect format text on both the screen and the printed page. For example, 



word wrap and soft page breaks are directly related to the size of the current 
page.

The Paper Size/Type feature displays a list of all the paper sizes and types 
dehned for the currently selected printer. Each printer you select will have 
different paper sizes and types already defined. You can edit or delete 
definitions, or create new ones that will be displayed when you select Paper 
Size/Type with that printer selected.

Before WordPerfect can use any of the information that is displayed with the list 
of paper size/type definitions, you need to select a paper size and type.

E a ch  v e r s io n  o f  W o rd P e rfec t h a s  a  d e fa u lt  f o r m  th a t is  u s e d  i f  y o u  d o  n o t s e le c t  a  p a p e r  
s iz e  a n d  typ e . F o r  U .S. v e r s io n s , th is  is  S ta n d a r d  8 .5 "  X I I "  p a p er . F o r  n o n -U .S . 
v e r s io n s , th e  f o r m  va r ie s .

To select a paper size and type,

1 Move the cursor to the place in your document where you want to change to 
a different paper size and type. This should be the top of a page in the 
document.

2 Press Format (Shift-F8), then select Page (2) to display the Format: Page 
menu.

US S e le c t  P a g e  f r o m  th e  L a y o u t  m enu .

3 Select Paper Size/Type (7), move the cursor to the paper type you want to 
use (see Paper Type and Orientation below), then choose Select (1).

The paper definition currently in use is highlighted when you enter the Paper 
Size/Type screen.

4 P ress E x i t  (F7) to return to the norm al ed iting  screen.

I f  y o u  h a v e  n o t y e t  s e le c te d  a  p r in te r , th e se  s te p s  w i l l  w o r k  s o m e w h a t d if fe r e n tly  (se e  
Paper Size/Type Screen b e lo w ) .

When you select a definition (as in the steps above), WordPerfect inserts a Paper 
Size/Type code (see Codes below) into your document. When WordPerfect 
encounters one of these codes while printing, it looks on the list of paper sizes 
and types and uses the definition that matches the code exactly. If it cannot find 
a definition to match the code, it uses the [ALL OTHERS] definition (see [ALL 
OTHERSI below).

Important: T he in fo rm a tio n  c o n c e r n in g  y o u r  f o r m s  is  s to r e d  in th e  .P R S  f i le  f o r  th e  
c u r r e n tly - s e le c te d  p r in te r . You ca n  p r in t  th e  f o r m s  on  d if fe r e n t p r in te r s  a s  lo n g  a s  e a c h  
p r in te r  h a s  a n  id e n tic a l  f o r m  d e fin itio n . O th e rw ise , th e  [A L L  O T H E R S ] d e fin itio n  is  
u sed . I f  y o u  d e le te  o r  re p la c e  y o u r  .P R S  f i le , y o u  w il l  lo s e  th e  f o r m s  th a t y o u  h a v e  
d e f in e d  f o r  th a t .P R S  f ile .
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word wrap and soft page breaks are directly related to the size of the current 

page. 

The Paper Sizdfype feature displays a list of all the paper sizes and types 
dehned for the currently selected printer. Each printer you select will have 
different paper sizes and types already defined. You can edit or delete 
definitions. or create new ones that will he displayed when you select Paper 
Sizeffype with that printer selected. 

Before WordPerfect can use any of the information that is displayed with the list 
of paper size/type definitions, you need to \elect a paper size and type. 

Each 1·ersio11 of Won/Perfect has a default .f<mn that is 11sed if you do not select a paper 
si~e aml rype. For U. S. 1·ersin11s. this is Standard 8.5" x I/" paper. Fur non-U.S. 
,·ersirms. the fnrm l'llries. 

To select a paper size and type, 

1 Move the cursor to the place in your document where you want to change to 
a different paper size and type. This should be the top of a page in the 
document. 

2 Press Format (Shift-F8J, then select Page (2) to display the Format: Page 
menu. 

CB Select Page from the /.ayo111 menu. 

3 Select Paper Sizerrype (7), move 1he cursor to the paper type you want to 
use (see Paper Tvpe and Orie111atio11 below). then choose Select (I). 

The paper definition currently in use is highlighted when you enter the Paper 
Sizeffype screen. 

4 Press Exit (F7) to return to the normal editing screen. 

If you hm·e not yet selected a printer. these steps will work somewhat differently (see 
Paper Sizerrype Screen helm,·). 

When you select a definition (as in the steps above), WordPerfect inserts a Paper 
Sizeffype code (see Codes below) into your document. When WordPerfect 
encounters one of these codes while printing, it looks on the list of paper sizes 
and types and uses the definition that matches the code exactly. If it cannot find 
a definition to match the code, it uses the [ALL OTHERS] definition (see [ALL 
OTHERS/ below). 

Important: The information concerning your fonns is stored in the .PRS file for the 
currently-selected printer. You can print the forms on different printers as long as each 
printer has an identical form definition. Otherwise. the {ALL OTHERS/ definition is 
used. If you delete or replace your .PRS file. you will lose the forms that _\'OU have 
defined for that . PRS file. 
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Notes Adding a Definition
It is not necessary to define a paper type for every different form you print on. 
WordPerfect comes with some preset definitions; in addition, the 
[ALL OTHERS] paper type (see [ALL OTHERS] below) exists so that if you do 
not have a paper definition to match the Paper Size/Type code in your document 
(see Codes below), the [ALL OTHERS] definition is used instead. There are 
some situations, however, where you may want to add a definition.

For example, if you have multiple bins or paper trays from which your printer 
can retrieve paper, you can create a definition which directs your printer to the 
proper location for a particular form.

Likewise, if you need to print a landscape document (text is parallel to the long 
edge of the paper) and can only do so by rotating the form (i.e., inserting the 
long edge of the form into the printer first), you may need to create a definition 
specifying new dimensions for the form.

In short, if you are not happy with the [ALL OTHERS] definition, you need to 
add a definition or edit the [ALL OTHERS] definition (see Edit [ALL OTHERS] 
Paper Definition under [ALL OTHERS] below).

To add a definition, choose Add (2) instead of Select (1) in step 3 above, then 
select a paper type (see Paper Type under Editing a Definition below). A screen 
is displayed that lets you accept the defaults for that definition or edit them as 
necessary (see Editing a Definition below). Press Exit (F7) when you finish 
editing the definition, and you can see that the definition has been added to the 
Format: Paper Size/Type screen.

I f the paper definition you are copying or editing is the same as a n  e x i s t in g  d e fin it io n  
(i.e., values for Paper Size, Paper Type, Font Type, and Labels match), WordPerfect will 
display the error message “Paper type should be unique for this paper definition ” when 
you try to exit the Format: Edit Paper Definition menu (Shift-F8,2,7,5). You must edit 
the definition to make it unique before it can be saved and added to the list o f paper 
definitions (see Editing a Definition below).

[ALL OTHERS]
The [ALL OTHERS] paper definition exists in case WordPerfect cannot find a 
paper definition to match a Paper Size/Type code in your document (see Codes 
below). It allows you to specify any paper size and type (according to your 
printer’s capabilities) without actually creating a definition.

The [ALL OTHERS] definition increases your document portability (i.e., printing 
a document from different computers and printers). Because WordPerfect uses 
this definition if it cannot find a paper definition to match the code, you can 
print ycur document with any printer, whether or not the document has the same 
paper definitions as your printer.

Select the [ALL OTHERS] paper definition by choosing Select (1) with the 
[ALL OTHERS | definition highlighted on the Format: Paper Size/Type menu 
(Shift-F8,2,7). WordPerfect displays the Format: All Others menu with the 
followirg three options:
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Adding a Definition 
It is not necessary to define a paper type for every different form you print on. 
WordPerfect comes with some preset definitions; in addition, the 
[ALL OTHERS] paper type (see /ALL OTHERS] below) exists so that if you do 
not have a paper definition to match the Paper Size/fype code in your document 
(see Codes below), the [ALL OTHERS] definition is used instead. There are 
some situations, however, where you may want to add a definition. 

For e;rnmple, if you have multiple bins or paper trays from which your printer 
can n: trieve paper, you can create a definition which directs your printer to the 
prope:: location for a particular form. 

Likev. ise, if you need to print a landscape document (text is parallel to the long 
edge of the paper) and can only do so by rotating the form (i.e., inserting the 
long edge of the form into the printer first), you may need to create a definition 
specifying new dimensions for the form . 

In short, if you are not happy with the [ALL OTHERS] definition, you need to 
add a definition or edit the [ALL OTHERS] definition (see Edit [ALL OTHERS] 
Paper Definition under [ALL OTHERS] below). 

To add a definition, choose Add (2) instead of Select (I) in step 3 above, then 
select a paper type (see Paper Type under Editing a Definition below). A screen 
is displayed that lets you accept the defaults for that definition or edit them as 
necess1ry (see Editing a Definition below). Press Exit (F7) when you finish 
editing the definition, and you can see that the definition has been added to the 
Fomiai:: Paper Size/fype screen. 

If the p.1per definition you are copyinR or editing is the mme a< an ni,ting definition 
(i.e., values for Paper Size, Paper Type, Font Type, and Labels march), WordPerfect will 
display the error message "Paper type should be unique for this paper definition" when 
you try to exit the Fomzat: Edit Paper Definition menu (Shift-FB,2,7,5). You must edit 
the definition to make it unique before it can be saved and added to the list of paper 
definiticns (see Editing a Definition below). 

[ALL OTl~ERS] 
The [ALL OTHERS] paper definition exists in case WordPerfect cannot find a 
paper definition to match a Paper Size/fype code in your document (see Codes 
below). It allows you to specify any paper size and type (according to your 
printer's capabilities) without actually creating a definition. 

The [A LL OTHERS] definition increases your document portability (i.e., printing 
a document from different computers and printers). Because WordPerfect uses 
this defmition if it cannot find a paper definition to match the code, you can 
print ycur document with any printer, whether or not the document has the same 
paper ddinitions as your printer. 

Select t:1e [ALL OTHERS] paper definition by choosing Select (1 ) with the 
[ALL OTHERS] definition highlighted on the Format: Paper Size/fype menu 
(Shift-F8,2,7). WordPerfect displays the Format: All Others menu with the 
followir g three options: 



Add (Create) New Paper Definition
Selecting this option (1) from the Format: All Others menu is the same as 
selecting Add (2) from the Format: Paper Size/Type menu (see Adding a 
Definition above).

Insert Temporary Paper Size/T^pe Code
Selecting this option (2) from the Format: All Others menu allows you to 
insert a temporary paper size/type code into your document. Select a paper 
size (or select Other (o) and enter your own dimensions), then select a paper 
type (or select Other (o) and enter a name). The Format: Page menu is 
displayed. After you exit this menu and return to the normal editing screen, 
a Paper Size/Type code is inserted into your document.

When the document is printed, WordPerfect tries to match this temporary 
paper size and type with an existing paper definition; if no match is found, 
the [ALL OTHERS] paper definition is used.

When WordPerfect uses the [ALL OTHERS] definition, it will sound a beep 
during printing if the Prompt to Load option has been set to Yes (the default 
setting for [ALL OTHERS]). When it beeps, you need to insert the correct 
paper into your printer and select Go (4) from the Printer Control menu 
(Shift-F7,4).

You may want to edit the Prompt to Load option and change it to No so you 
don't have to select Go from the Printer Control menu for every document 
you print (see Prompt to Load under Editing a Definition below). You may 
also want to change Location to Continuous; otherwise, you will be prompted 
to insert a sheet of paper into your printer for each page in your document 
(see Location under Editing a Definition below).

Edit [ALL OTHERS] Paper Definition
Selecting this option (3) from the Format: All Others menu is the same as 
selecting Edit (5) from the Format: Paper Size/Type menu with the 
[ALL OTHERS] paper definition highlighted (see Editing a Definition 
below).

The screen that appears is slightly different from the one displayed if you 
edit any other paper definition. Several options are not available on the 
[ALL OTHERS] screen, and one additional option (Maximum Width) has 
been included.

The defaults for this menu are general enough to fit most paper sizes and 
types that do not have a corresponding paper definition. However, you can 
edit these options (see Editing a Definition below for details).

There is no option for editing the Font Type on the [ALL OTHERS] 
definition. If your printer can rotate fonts (e.g., most laser printers), the only 
way you can use landscape fonts for the [ALL OTHERS] definition is if 
your paper width exceeds the maximum width and your paper height does
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Add (Create) New Paper Definition 
Selecting this option ( I ) from the Format: All Others menu is the same as 
selecting Add (2) from the Format: Paper Sizeffype menu (see Adding a 
Definition above). 

Insert Temporary Paper Sizeffype Code 
Selecting this option (2) from the Format: All Others menu allows you to 
insert a temporary paper size/type code into your document. Select a paper 
size (or select Other (o) and enter your own dimensions), then select a paper 
type (or select Other (o) and enter a name). The Format: Page menu is 
displayed. After you exit this menu and return to the normal editing screen, 
a Paper Sizeffype code is inserted into your document. 

When the document is printed, WordPerfect tries to match this temporary 
paper size and type with an existing paper definition; if no match is found, 
the [ALL OTHERS] paper definition is used. 

When WordPerfect uses the [ALL OTHERS] definition, it will sound a beep 
during printing if the Prompt to Load option has been set to Yes (the default 
setting for [ALL OTHERS]). When it beeps, you need to insert the correct 
paper into your printer and select Go (4) from the Printer Control menu 
(Shift-F7,4). 

You may want to edit the Prompt to Load option and change it to No so you 
don't have to select Go from the Printer Control menu for every document 
you print (see Prompt to Load under Editing a Definicion below). You may 
also want to change Location to Continuous; otherwise, you will be prompted 
to insert a sheet of paper into your printer for each page in your document 
(see Location under Editing a Definition below). 

Edit [ALL OTHERS] Paper Definition 
Selecting this option (3) from the Format: All Others menu is the: same as 
selecting Edit (5) from the Format: Paper Sizeffype menu with the 
[ALL OTHERS] paper definition highlighted (see Editing a Definition 
below). 

The screen that appears is slightly different from the one displayed if you 
edit any other paper definition. Several options are not available on the 
[ALL OTHERS] screen, and one additional option (Maximum Width) has 
been included. 

The defaults for this menu are general enough to fit most paper sizes and 
types that do not have a corresponding paper definition. However, you can 
edit these options (see Editing a Definition below for details). 

There is no option for editing the Font Type on the [ALL OTHERS] 
definition. If your printer can rotate fonts (e.g., most laser printers), the only 
way you can use landscape fonts for the [ALL OTHERS] definition is if 
your paper width exceeds the maximum width and your paper height does 

PAPER SIZE/TYPE 481 



not. In this case, WordPerfect assumes you want to print in landscape and 
uses the landscape fonts.

A  MAXIMUM DEFAULT 
WIDTH

Format: Paper Size/Type
Font Double

Paper type and Orieneatian Paper size Prompt Loc Type Sided Labels

Standard - Wide - 11" k a .™ So Contin Loud fTb
[ALL OTHERS] Width < 8.5" Yes Manual No
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1 Select; 2 Add; 3 Copy; 4 Delete; 5 Edit; N Name Search; 1

The [ALL OTHERS] paper definition has a maximum width associated with 
it. If your printer cannot rotate fonts and the width of the paper size you 
select from the Paper Size menu when editing the [ALL OTHERS] paper 
definition exceeds this maximum width, the message ‘‘Requested Form is 
Lnavailable” appears next to the Paper Size/Type option on the Format: Page 
menu (Shift-F8,2). The width dimension displayed next to “Paper Size” is 
then set to the maximum width measurement. The on-screen and printed text 
wraps relative to the maximum width measurement specified by the 
[ALL OTHERS] d e f in i t io n .

Yau might want to enter a bigger number for Maximum Width if you plan 
on using paper that is wider than the measurement displayed.

You can enter a new maximum width using the Maximum Width option on 
the Format: Edit Paper Definition menu for the [ALL OTHERS] definition; 
however, you should not enter a width that exceeds your printer's capability.

If your printer can rotate fonts, the only time you may get the “Requested 
Form is Unavailable” message is if both the width and the height exceed the 
[ALL OTHERS] maximum width measurement.

For example, if [ALL OTHERS] is set to Width < 8.5" and you select a 
paper size that is 1 \ " x 12" (for which there is no matching paper definition), 
WordPerfect uses the location specified in the [ALL OTHERS] definition 
and positions the right margin relative to 8.5".

Codes
When you select a paper size and type (as you did in the steps above), a 
[Paper Sz/Typ:.sfze,fype] code is inserted into your document at the cursor 
position. When WordPerfect encounters this code during a print job, it uses the 
requesied form from that point forward. Therefore, you should always place the

A MAXIMUM DEFAULT 
WI DTH 
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1101. In rhis case, WordPerfect assumes you want to print in landscape and 
uses the landscape foms . 

Fon11at: P.ip"r She/Type 
Font Double 

P,11p,er t.yp e and Oril"'ntat ia n P.a,pec ~•?~ Pro,.pt ra~ Type Sided Label s 

--■;. . Wi de 
[ALL OTHERS) 

,, I • I 
t)- Width < 8. S" 

fie Ca,.••n 
Vo, Manual 

1 So,lect; 2 Add; 3 Copy; 4 OPlC'te; 5 Ed it: N Nan," Search: l 

The [ALL OTHERS] paper definirion has a maximum width associated with 
it. If your printer <.:annot rotate fonts and the width of the paper size you 
select from the Paper Size menu when editing the [ALL OTHERS] paper 
d,!tinition exceeds this maximum width, the message '·Requested Forni is 
l navailable" appears next to the Paper Sizeffype option on the Format : Page 
menu (Shift-F8,2). The width dimension displayed next 10 "Paper Size" is 
t~en set to the maximum width measurement. The on-screen and printed text 
wraps relative to the maximum width measuremem specified by the 
[ALL OTHERS] definition . 

Y.Ju might want to enter a bigger number for Maximum Width if you plan 
011 using paper that is wider than the measurement displayed. 

Yciu can enter a new maximum width usin,: the Maximum Width option 011 

the Format: Edit Paper Definition menu for the [ALL OTHERS} definition; 
however. you should not enter a width that exceeds your printer's capability. 

If your printer can rotate fonts, the only time you may get the "Requested 
Form is Unavailable" message is if both the width and the height exceed the 
[A.LL OTHERS] maximum width measurement. 

Fc,r example. if [ALL OTHERS] is set to Width < 8.5" and you select a 
paper size that is I I" x 12" (for which there is no matching paper definition), 
W.xdPerfect uses the location specified in the [ALL OTHERS I definition 
and positions the right margin relative to 8.5". 

Codes 
When you select a paper size and type (as you did in the steps above), a 
[Paper Szffyp:size,type] code is inserted into your document at the cursor 
position . When WordPerfect encounters this code during a print job, it uses the 
reques:ed form from that point forward . Therefore, you should a/1rays place the 



Paper Size/Type code before any other codes at the top of a document (or page)
and use only one Paper Size/Type code per page.

You must place the Paper Size/Type code before any other codes at the top of the page.
I f you place the code anywhere other than the top o f the page, it does not take effect until 
the following page. You cannot place the code in a table or column.

If you edit a definition after a Paper Size/Type code has been inserted into the 
document, WordPerfect automatically updates the Paper Size/Type code to reflect 
the new definition when you exit the Format: Paper Size/Type menu.

Copying a Definition
You can make a copy of an existing paper size/type definition simply by 
highlighting the definition you want to copy, then selecting Copy (3).
WordPerfect takes you into the Format: Edit Paper Definition menu where you 
must edit the definition to make it unique before it can be saved and added to 
the list of paper definitions. If the paper definition you are copying or editing is 
the same as an existing definition (i.e., values for Paper Size, Paper Type, Font 
Type, and Labels match), WordPerfect will display the error message “Paper 
type should be unique for this paper definition” when you try to exit the Format: 
Edit Paper Definition menu (Shift-F8,2,7,5).

You can press Exit (F7) to save the definition, or you can press Cancel (FI) to 
exit this menu without saving the definition.

Deleting a Definition
You can delete a paper size/type definition by highlighting that definition, 
selecting Delete (4) or pressing Delete (Del), then typing y to confirm that you 
want to delete the definition.

Editing a Definition
If you want to change a setting for any of the paper definitions displayed on the 
Format: Paper Size/Type screen, move the cursor to the definition you want to 
edit, then select Edit (5). The screen displayed lets you edit all of the 
information found on the Format: Paper Size/Type screen.

Binding Edge
Select this option (7) to add the binding offset (see Binding in Reference) to 
the Top (1) or the Left (2) of the page. (The default for this setting is Left.)

Double Sided Printing
Select this option (6) (if your printer is capable of duplex printing), then type 
y to tell WordPerfect to print on both sides of the paper. Type n to return to 
the default of no double-sided printing.

If you have selected Top or Left for the binding edge (see Binding Edge 
above), your printer will try to rotate the paper around the edge you specify. 
For example, if you want to bind a document at the top (e.g., a calendar) and 
print on both sides of the page, select Top for the binding edge. The printer
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Paper Sizeffype code before any other codes at the top of a document ( or page) 
and use only one Paper Size/Type code per page. 

You must place the Paper Sizeffype code before any mher cudeJ at the top of the paie. 
ff you place the code w1ywhere other than the top of the paie, it does not take effect until 
the followi11g page. You cannot place the code in a table or column. 

If you edit a definition after a Paper Sizeffype code has been inserted into the 
document, WordPerfect automatically updates the Paper Sizeffype code to reflect 
the new definition when you exit the Format: Paper Size/Type menu. 

Copying a Definition 
You can make a copy of an existing paper size/type definition simply by 
highlighting the definition you want to copy. then selecting Copy (3 ). 
WordPerfect takes you into the Format: Edit Paper Definition menu where you 
must edit the definition to make it unique before it can be saved and added to 
the list of paper definitions. If the paper definition you are copying or editing is 
the same as an existing definition (i.e .. values for Paper Size. Paper Type, Font 
Type, and Labels match), WordPerfect will display the error message "Paper 
type should be unique for this paper definition" when you try to exit the Format: 
Edit Paper Definition menu (Shift-F8.2,7,5). 

You can press Exit (F7) to save the definition, or you can press Cancel (Fl) to 
exit this menu without saving the definition. 

Deleting a Definition 
You can delete a paper size/type definition by highlighting that definition. 
selecting Delete (4) or pressing Delete (DelJ. then typing y to confirm that you 
want to delete the definition. 

Editing a Definition 
If you want to change a setting for any of the paper definitions displayed on the 
Format: Paper Sizeffype screen, move the cursor to the definition you want to 
edit. then select Edit (5). The screen displayed lets you edit all of the 
information found on the Format: Paper Size/Type screen. 

Binding Edge 
Select this option (7) to add the binding offset (see Binding in Reference) to 
the Top ( 1) or the Left (2) of the page. (The default for this setting is Left.) 

Double Sided Printing 
Select this option (6) (if your printer is capable of duplex printing), then type 
y to tell WordPerfect to print on both sides of the paper. Type n to return to 
the default of no double-sided printing. 

If you have selected Top or Left for the binding edge (see Binding Edge 
above), your printer will try to rotate the paper around the edge you specify. 
For example. if you want to bind a document at the top (e.g .. a calendar) and 
print on both sides of the page. select Top for the binding edge. The printer 
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will print top to bottom, turn the paper over (like turning the page of a 
calendar), then print top to bottom again.

F o n t  T y p e

Select this option (3) to print using Portrait (1) or Landscape (2) fonts. 
Landscape fonts print text perpendicular to the inserted edge of the paper; 
portrait fonts print parallel to the inserted edge. (See Printing, Landscape in 
Reference for an explanation of printing landscape versus printing portrait.)

This feature must be used with the Paper Size feature (see Paper Size below) 
for you to print in landscape (see Printing, Landscape in Reference).

If your printer cannot rotate its fonts (e.g., dot matrix and daisy wheel 
printers), you should only specify Portrait for this option. (See Printing, 
Landscape for details on landscape printing with a printer that cannot rotate 
fonts.)

Labels
Select this option (8), then type y to define labels corresponding to this paper 
definition (see Labels in Reference).

When you define labels to go with a paper definition, the Paper Size/Type 
code (see Codes above) includes the dimensions of the labels.

L ocation
This option (5) displays a menu that tells WordPerfect how the paper is fed 
to the printer. Select Continuous (1) if your printer is dot matrix or daisy 
wheel and the paper is tractor-fed with perforated holes on each side. 
Continuous forms on laser printers are single sheets of paper that are fed 
with a paper cassette or a single bin sheet feeder.

Sometimes it may be difficult to determine if the paper in a laser printer is 
continuous or comes from a sheet feeder with more than one bin. Generally, 
if a laser printer has only one place to get paper, the paper should be defined 
as continuous.

If your printer has more than one paper bin from which it can get paper, 
select Bin Number (2), then enter the number of the bin where the paper is 
located. The Helps and Hints screen for your sheet feeder may contain 
information about your sheet feeder bins (see Sheet Feeder in Reference).

Select Manual (3) if your paper is hand fed  into the printer one sheet at a time.

Paper Size
This option (1) displays the Paper Size menu which lists several common 
paper sizes. You can select one that is displayed or select Other (o) and 
enter your own dimensions.

Paper Size refers to the dimensions of the paper on which you will print.
The dimensions are determined by the way the document is to be read. In 
other words, the first measurement (width) represents the edge of the paper 
parallel to text.

will print top to bottom, turn the paper over (like turning the page of a 
( alendar), then print top to bottom again. 

Font Type 
Select this option (3) to print using Portrait (I) or Landscape (2) fonts. 
Landscape fonts print text perpendicular to the inserted edge of the paper; 
portrait fonts print parallel to the inserted edge. (See Printing, Landscape in 
Reference for an explanation of printing landscape versus printing portrait.) 

This feature must be used with the Paper Size feature (see Paper Size below) 
for you to print in landscape (see Printing, Landscape in Reference). 

If your printer cannot rotate its fonts (e.g .. dot matrix and daisy wheel 
i:rinters), you should only specify Portrait for this option. (See Printing, 
Landscape for details on landscape printing with a printer that cannot rotate 
fonts.) 

Labels 
Select this option (8), then type y to define labels corresponding to this paper 
definition (see Labels in Reference). 

When you define labels to go with a paper definition. the Paper Sizerrype 
C:)de (see Codes above) includes the dimensions of the labels. 

location 
This option (5) displays a menu that tells WordPerfect how the paper is fed 
to the printer. Select Continuous (I) if your printer is dot matrix or daisy 
wheel and the paper is tractor-fed with perforated holes on each side. 
Continuous forms on laser printers are single sheets of paper that are fed 
with a paper cassette or a single bin sheet feeder. 

Sometimes it may be difficult to determine if the paper in a laser printer is 
continuous or comes from a sheet feeder with more than one bin. Generally, 
if a laser printer has only one place to get paper, the paper should be defined 
a:; continuous. 

If your printer has more than one paper bin from which it can get paper, 
sdect Bin Number (2), then enter the number of the bin where the paper is 
Jc.cated. The Helps and Hints screen for your sheet feeder may contain 
information about your sheet feeder bins (see Sheet Feeder in Reference ). 

Select Manual (3) if your paper is hand fed into the printer one sheet at a time. 

Piper Size 
T1is option (1) displays the Paper Size menu which lists several common 
paper sizes. You can select one that is displayed or select Other (o) and 
enter your own dimensions. 

Paper Size refers to the dimensions of the paper on which you will print. 
The dimensions are determined by the way the document is to be read. In 
other words, the first measurement (width) represents the edge of the paper 
paallel to text. 
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For example, on a 9.5" x 4" envelope, text is parallel to the long edge of the 
paper, so the paper width is 9.5". The paper height is 4". For an example 
of creating an envelope definition, see Lesson 28: Envelopes and Labels in 
the WordPerfect Workbook.

PAPER WIDTH 
PAPER HEIGHT
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If your printer cannot rotate its fonts (see Printing, Landscape in Reference) 
and you want to print a page landscape (long edge of the form parallel to 
text), the only possible way you can do so is to insert the long edge of the 
paper into the printer first. Make sure that the long edge of the paper (the 
insertion edge) is represented as the width measurement in the paper size. 
More information on landscape printing can be found in Printing, Landscape 
in Reference.

You cannot select Other, then enter a height or width that is smaller than 
your top or side margin settings (e.g., .75" x 2" labels when the margins are 
1"). WordPerfect will not let you create a definition smaller than your 
margins. You must first change your margins, then enter the desired height 
and width.

Paper Type
Paper Type is simply what you want to call the paper you are defining.
When you select this option (2), the Format: Paper Type menu is displayed. 
This menu lets you select from several different predefined types of paper 
(e.g., Cardstock, Letterhead). If you want to use a form other than those 
listed, select Other (9), then enter any name you want (e.g., Phil’s Second 
Sheet Paper) to name your own paper type.

Prompt to Load
Select this option (4), then type y to have WordPerfect prompt you when it 
is ready to print on this paper type. Your computer will beep and a message 
telling you to insert the paper will appear on the Printer Control screen 
(Shift-F7,4). Insert the paper, then type g to continue printing.

I f  you are printing directly to a network printer (without using a capture command), 
this option has no effect.

Text Adjustment
If you find that text on the printed page is not located where you expect it 
should be (according to your margins), you may need to select this option (9) 
to make adjustments to the text.
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A. PAPER HEIGHT 

For example, on a 9.5" x 4" envelope, text is parallel to the long edge of the 
paper. so the paper width is 9.5". The paper height is 4". For an example 
of creating an envelope definition, see Lesson 28: Envelopes and Lahels in 
the WordPerfect Workbook. 
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If your printer cannot rotate its fonts (see Printing, landscape in Reference) 
and you want to print a page landscape (long edge of the form parallel to 
text), the only possible way you can do so is to insert the long edge of the 
paper into the printer first. Make sure that the long edge of the paper (the 
insertion edge) is represented as the width measurement in the paper size. 
More information on landscape printing can be found in Printing, Landscape 
in Reference. 

You cannot select Other, then enter a height or width that is smaller than 
your top or side margin settings (e .g., .75" x 2" labels when the margins are 
l ") . WordPerfect will not let you create a definition smaller than your 
margins. You must first change your margins. then enter the desired height 
and width. 

Paper Type 
Paper Type is simply what you want to call the paper you are defining. 
When you select this option (2), the Format: Paper Type menu is displayed. 
This menu lets you select from several different predefined types of paper 
(e.g., Cardstock, Letterhead). If you want to use a form other than those 
listed. select Other (9), then enter any name you want (e.g., Phil's Second 
Sheet Paper) to name your own paper type. 

Prompt to Load 
Select this option ( 4 ), then type y to have WordPerfect prompt you when it 
is ready to print on this paper type. Your computer will beep and a message 
telling you to insert the paper will appear on the Printer Control screen 
(Shift-F7,4 ). Insert the paper, then type g to continue printing. 

If you are printing directly to a network printer (without using a capture command), 
this option has no effect. 

Text Adjustment 
If you find that text on the printed page is not located where you expect it 
should be (according to your margins), you may need to select this option (9) 
to make adjustments to the text. 
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Note that your top margin setting should not he smaller than your text adjustment. If 
it is, text at the top of the page may be overprinted.

If, for example, you set your top and left margins at the default of 1" and 
text does not start printing 1" from the top and left edges of the paper, try 
adjusting the text using this option.

This option moves text on the page. If you want to move text up, select Up
( 1) , then enter the distance. If you want to move text down, select Down
(2) , then enter the distance. Always enter a positive number for the distance 
you want the text moved. If you select Up or Down, the amount you enter 
is displayed next to “Top.” If you select Left (3) or Right (4), the amount 
you enter is displayed next to “Side.” You can enter a text adjustment up or 
down and left or right.

II you want to return to the default of 0", select the same option you selected 
to adjust the text (e.g., select Up (1) if the Text Adjustment option says “Up” 
next to it), then enter 0.

View Document (Shift-F7.6) does not reflect text adjustment settings.

Macros for Envelopes and Labels
Two macros are included with WordPerfect that may help you in creating 
envelopes and labels.

A macro for producing envelopes is included on the Macros keyboard layout.
See Macros in Appendix H: Keyboards for more information.

A macro for producing labels, LABELS.WPM, is included in the WordPerfect 
keyboard hies group. See Labels Macro under Labels in Reference for more 
information.

Paper Size/Type Screen
When you select Paper Size/Type (7) from the Format: Page menu, the screen 
displayed lists information about all the paper definitions for the currently 
selected printer. You can edit this information using the screen that is displayed 
when you select Edit (5) (see Editing a Definition above).

You can add, delete, or select the definitions displayed on this screen. (You 
cannot delete the [ALL OTHERS] definition.)

If you have not yet selected a printer, selecting Paper Size/Type from the 
Format: Page menu will take you straight into the Format: Paper Size menu. 
Select a paper size (see Paper Size above), then select a paper type from the 
Formet: Paper Type menu (see Paper Type above). “Requested Form is 
Unavailable” will appear next to Paper Size/Type on the Format: Page menu; 
howe\er, a Paper Size/Type code is inserted into your document.
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Note that your Wp margin settill!i should not he smaller than vmir text adjustment. If 
i1 is. text at the top of the page mm· be overprinted. 

I:', for example, you set your top and left margins at the default of I" and 
text does not start printing l" from the top and left edges of the paper, try 
aJjusting the text using this option. 

This option moves text on the page. If you want to move text up. select Up 
( l ). then enter the distance . If you want to move text down. select Down 
en. then enter the distance. Always enter a positive number for the distance 
y ::m want the text moved. If you select Up or Down, the amount you enter 
i, displayed next to 'Top." If you select Left (3) or Right (4), the amount 
yJu enter is displayed next to "Side." You can enter a text adjustment up or 
d,Jwn and left or right. 

If you want to return to the default of O". select the same option you selected 
to adjust the text (e.g., select Up ( 1) if the Text Adjustment option says "Up" 
n,:xt to it), then enter 0. 

View Docu/11£'/lt ( Shift-F7. 6) does not reflect text adjustment settings. 

Macros for Envelopes and Labels 
Two macros are included with WordPerfect that may help you in creating 
envel,)pes and labels. 

A ma2ro for producing envelopes is included on the Macros keyboard layout. 
See Macros in Appendix H: Keyboards for more information. 

A ma:ro for producing labels, LABELS .WPM, is included in the WordPerfect 
keybcard tiles group. See Labels Macro under Labels in Reference for more 
information. 

Paper Size/Type Screen 
When you select Paper SizefType (7) from the Format: Page menu, the screen 
displayed lists information about all the paper definitions for the currently 
selected printer. You can edit this information using the screen that is displayed 
when you select Edit (5) (see Editing, a Definition above). 

You can add. delete, or select the definitions displayed on this screen. (You 
cannot delete the [ALL OTHERS] definition.) 

If you have not yet selected a printer. selecting Paper SizefType from the 
FormH: Page menu will take you straight into the Format: Paper Size menu. 
Select a paper size (see Paper Size above). then select a paper type from the 
Formzt: Paper Type menu (see Paper Type above). "Requested Fann is 
Unavailable" will appear next to Paper SizefType on the Format: Page menu; 
howe, er. a Paper SizefType code is inserted into your document. 
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Paper Type and Orientation
The far left column of the Format: Paper Size/Type screen displays the Paper 
Type and Orientation of those definitions set up for the currently selected printer. 
This column displays the type of paper you selected (or that is already defined); 
if the width of the paper is greater than the height, the word “Wide” appears 
next to the type.

See Also: Printing—General Information; Printing, Landscape

Paragraph Numbering

A versatile tool, paragraph numbers can be used in the WordPerfect Outline 
feature to create an outline. Used outside of the Outline feature, paragraph 
numbers can be inserted anywhere in a document to simply number individual 
paragraphs.

The paragraph numbers are numbered by WordPerfect and are automatically 
updated to reflect any editing changes.

Paragraph numbers are differentiated by levels, then by numbers, letters, 
keyboard characters, WordPerfect characters, or styles within a level. You can 
have up to eight levels of paragraph numbering within a document, and this 
differentiation lets you organize text in a hierarchical manner.

The screen below shows some examples of paragraph number levels.

FIRST LEVEL NUMBER 
SECOND LEVEL NUMBER 
THIRD LEVEL NUMBER

Econonics in Education
Porspective
A. Why Economics Education?
B. Basic Principles
Case Study 
A. PS 4

> 1. Grades 1-3
2■ Grades 4-6
Summit Community Collage 
Carter State University

III. Moving Toward Discipline-Based Economics
IV. Conclusion_

C:\WP511\TEST Doc 1 Pg 1 Ln 1" Pos 1"

Although you can use numbers, letters, keyboard characters, WordPerfect characters, or 
styles to "number" paragraph numbers, we use the word “numbers" in the rest of this 
section to describe all of the possibilities.
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Paper Type and Orientation 
The far left column of the Format : Paper Sizeffype screen displays the Paper 
Type and Orientation of those definitions set up for the currently selected printer. 
This column displays the type of paper you selected (or that is already defined) ; 
if the width of the paper is greater than the height, the word "Wide" appears 
next to the type. 

See Also: Printing-General Information; Printing, Landscape 

Paragraph Numbering 

A FIRST LEVEL NU MBER 

bi. SECOND LEVEL NUMBER 

A THIRD LEVEL NUMBER 

A versatile tool. paragraph numbers can be used in the WordPerfect Outline 
feature to create an outline. Used outside of the Outline feature, paragraph 
numbers can be inserted anywhere in a document to simply number individual 
paragraphs. 

The paragraph numbers are numbered by WordPerfect and are automatically 
updated to reflect any editing changes. 

Paragraph numbers are differentiated by levels, then by numbers, letters, 
keyboard characters. WordPerfect characters, or styles within a level. You can 
have up to eight levels of paragraph numbering within a document, and this 
differentiation lets you organize text in a hierarchical manner. 

The screen below shows some examples of paragraph number levels. 

Economics 1n ~ducat.ion 

t)- I. Pc..- c.p•ct ive 
A. Why Econo1111cs l:ducatior,? 

~ e. Sas1c Pr1nciples 

Case Study 
A, PS 4 

> ! : ~~:::: !=~ 
Summit Community Col Jago 
Ca rter Stat.11 lJniverslty 

!'loving ToMard Disc1pline-8ased Econo1Wic:s 

IV. Concl \,lsi on 
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Although you can use numbers, letters, keyboard characters, WordPerfect characters, or 
styles to "number" paragraph numbers, we use the word "numbers" in the rest of this 
section to describe all of the possibilities. 
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Notes

If you are using paragraph numbers to create an outline, we suggest you read 
Outline, Create in Reference. Although you can create and edit an outline 
without using the Outline feature, it is easier to do so with the Outline feature.

To insert paragraph numbers in your document,

1 Move the cursor to where you want to insert the paragraph number.

2 Press Date/Outline (Shift-F5), then select Paragraph Number (5). 

r a] Select Paragraph Number from the Tools menu

3 Enter a level number to “fix” the number at a certain level (see Levels 
below).

or

Press Enter to let WordPerfect automatically determine the level for the 
paragraph number (see Levels below).

You can use this method to insert paragraph numbers in an outline if you wish.

Appearance
The appearance of paragraph numbers is determined by the Paragraph Number 
Definition feature (Shift-F5,6). When a Paragraph Number Definition code is 
located in a document, all subsequent paragraph numbers conform to that 
definition. If no Paragraph Number Definition code is located in a document, 
paragraph numbers conform to the default (initial) settings for the Paragraph 
Number Definition feature.

The Paragraph Number Definition feature lets you determine the starting number 
for paragraph numbers as well as the appearance of the numbers themselves. 
Several common paragraph numbering formats are included with WordPerfect, 
and you can define formats of your own.

For more information on the Paragraph Number Definition feature, see Outline, 
Define in Reference.

Changing Levels
To change the level of an automatic paragraph number to the next level, move 
the cursor to the immediate left of an existing paragraph number, then press Tab 
or tlndent (F4). To change the level of an automatic paragraph number to the 
previous level, move the cursor to the immediate left of an existing number, then 
press '̂Margin Release (Shift-Tab).

If the paragraph numbers are in an outline, you must place the cursor to the 
immediate right of the paragraph number for Tab to change the paragraph 
number to the next level and ♦Margin Release to change the paragraph number 
to the previous level.

You can change the level of a fixed paragraph number in an outline by 
performing the same operation described in the paragraph above. Only the level
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If you are using paragraph numbers to create an outline, we suggest you read 
Outline, Create in Reference. Although you can create and edit an outline 
without using the Outline feature, it is easier to do so with the Outline feature. 

To in:;ert paragraph numbers in your document, 

1 1\/'ove the cursor to where you want to insen the paragraph number. 

2 Press Date/Outline (Shift-F5), then select Paragraph Number (5). 

'Ell Stlect Paragraph Number from the Tools menu 

3 Enter a level number to "fix" the number at a certain level (see Levels 
below). 
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Press Enter to let WordPerfect automatically determine the level for the 
paagraph number (see Levels below). 

You can use this method to insert paragraph numbers in an outline if you wish. 

Appearance 
The appearance of paragraph numbers is determined by the Paragraph Number 
Definition feature (Sh1ft-FS,6). When a Paragraph Number Definition code is 
located in a document, all subsequent paragraph numbers conform to that 
definition. If no Paragraph Number Definition code is located in a document, 
paragraph numbers conform to the default (initial) settings for the Paragraph 
Number Definition feature. 

The P.1ragraph Number Definit10n feature lets you determine the starting number 
for pa:agraph numbers as well as the appearance of the numbers themselves. 
Sevenll common paragraph numbering formats are included with WordPerfect, 
and you can define formats of your own. 

For more information on the Paragraph Number Definition feature, see Outline, 
Define in Reference. 

Changi ~g Levels 
To chrnge the level of an automatic paragraph number to the next level, move 
the cursor to the immediate left of an existing paragraph number, then press Tab 
or Undent (F4). To change the level of an automatic paragraph number to the 
previo1s level, move the cursor to the immediate left of an existing number, then 
press ◄•Margin Release (Shift-Tab). 

If the paragraph numbers are in an outline, you must place the cursor to the 
immediate right of the paragraph number for Tab to change the paragraph 
number to the next level and ♦Margin Release to change the paragraph number 
to the previous level. 

You can change the level of a fixed paragraph number in an outline by 
perfonning the same operation described in the paragraph above. Only the level 



number (not the position of the number) will change. You cannot change the 
level of a fixed paragraph number outside of an outline or an outline style 
inserted as a paragraph number.

Editing Paragraph Numbers
If you add or delete paragraph numbers from a document, WordPerfect 
automatically updates the rest of the paragraph numbers for you to keep 
numbering sequential. To delete a paragraph number, move the cursor to the 
number, then press Delete (Del).

Levels
When you insert a paragraph number, you must determine its level, and you are 
given two ways of doing so. Using the first way, you insert a level number. 
Using the second way, you let WordPerfect determine the level number.

If you decide to insert a level number, the paragraph number is a Fixed 
Paragraph Number [Par Num-.number] (where number is the level number). This 
means that the paragraph number does not change its level number based on its 
tab stop position. For example, if you want the number to be a third level 
number even though it may be located at the left margin, enter 3 in step 3 above.

If a fixed paragraph number is in an outline, you can change its level number without 
changing its position on the page. If a fixed paragraph number is not in an outline, you 
cannot change its level number (see Changing Levels above).

If you decide to let WordPerfect enter a level number for you, the number is an 
Automatic Paragraph Number [Par NurmAuto]. This means that the paragraph 
number’s level depends on several factors, but that the level can always be 
changed with Tab and ^Margin Release (see Changing Levels above).
The “several fa c to rs  " depend on the settings fo r  the Paragraph N um ber Definition  
options and the location of any Paragraph Number Definition codes in your document. If 
you are interested in the Paragraph Number Definition options, read Outline, Define in 
Reference. As you do so, remember that the Paragraph Number Definition code affects 
all subsequent paragraph numbers.

Numbering
You can determine (or have WordPerfect determine) the level for a paragraph 
number. The actual number for the paragraph number depends on the last 
paragraph number or Paragraph Number Definition code prior to the one you are 
entering (depending on which is closest to the paragraph number you are 
entering).

Keep in mind that paragraph numbers are numbered sequentially in a document. 
You can restart paragraph numbering from time to time in a document, or you 
can start numbering at a number other than one, but even then, numbers will be 
numbered sequentially from that point on in a document until you change 
numbering again.
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number (not the position of the number) will change. You cannot change the 
level of a fixed paragraph number outside of an outline or an outline style 
inserted as a paragraph number. 

Editing Paragraph Numbers 
If you add or delete paragraph numbers from a document, WordPerfect 
automatically updates the rest of the paragraph numbers for you to keep 
numbering sequential. To delete a paragraph number, move the cursor to the 
number, then press Delete (Del). 

Levels 
When you insert a paragraph number, you must detennine its level, and you are 
given two ways of doing so. Using the first way, you insert a level number. 
Using the second way, you let WordPerfect detennine the level number. 

If you decide to insert a level number, the paragraph number is a Fixed 
Paragraph Number [Par Num:number] (where number is the level number). This 
means that the paragraph number does not change its level number based on its 
tab stop position. For example, if you want the number to be a third level 
number even though it may be located at the left margin, enter 3 in step 3 above. 

If a fixed paragraph number is in an outline, you can change its level number without 
changing its position on the page. If a fixed paragraph number is not in an outline, you 
cannot change its level number (see Changing Levels above). 

If you decide to let WordPerfect enter a level number for you, the number is an 
Automatic Paragraph Number [Par Num:Auto]. This means that the paragraph 
number's level depends on several factors, but that the level can always be 
changed with Tab and ♦Margin Release (see Changing Levels above). 
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options and the location of any Paragraph Number Definition codes in your document. If 
you are interested in the Paragraph Number Definition options, read Outline, Define in 
Reference. As you do so, remember that the Paragraph Number Definition code affects 
all subsequent paragraph numbers. 

Numbering 
You can detennine (or have WordPerfect detennine) the level for a paragraph 
number. The actual number for the paragraph number depends on the last 
paragraph number or Paragraph Number Definition code prior to the one you are 
entering (depending on which is closest to the paragraph number you are 
entering). 

Keep in mind that paragraph numbers are numbered sequentially in a document. 
You can restart paragraph numbering from time to time in a document, or you 
can start numbering at a number other than one, but even then, numbers will be 
numbered sequentially from that point on in a document until you change 
numbering again. 
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When WordPerfect encounters an Outline On code, it searches for the closest Paragraph 
Number Definition code preceding the Outline On code and uses those settings. This 
includes starting the outline with the specified Starting Paragraph Number.

For nformation on restarting or changing paragraph numbering in a document, 
see Starting Paragraph Number under Outline, Define in Reference.

Outline and Paragraph Numbers
When you use the Outline feature to create an outline, you are simply inserting 
automatic paragraph numbers between outline codes. Why two features? 
Versatility.

If you are using Outline, you can insert paragraph numbers by simply pressing 
Enter if you wish. You can move entire “families” of paragraph numbers and 
acconpanying text to different locations in an outline, and you can keep 
paragraph numbering intact as you move an entire outline from one document to 
another.

For more information on Outline, see Outline, Create in Reference.

If you are using Paragraph Numbering, you can insert single paragraph numbers 
anywhere in a document without having to turn Outline on or off. And, you can 
“fix” a paragraph number at a specific level.

If you want to insert fixed paragraph numbers in an outline, you can do so with 
the Paragraph Numbering feature.

See Also: Outline, Create; Outline, Define; Outline, Style

Print, Document on Disk

You may want to print a document that has already been saved on disk without 
retrieving the document to the screen. The Print feature lets you print part or all 
of a document from disk, and also print the document summary.

1 Press Print (Shift-F7) to display the Print menu.

3  Select Print from the File menu.

2 Select Document on Disk (3), then enter the filename of the document you 
want to print.

3 Press Enter to print the entire document.

or

Enter the pages you want printed (see Selected Pages below).
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When WordPeifect encounters cm 0utlinl:' On code, ii searches for the closes/ Paragraph 
Num,'Jer Definition code preceding the Outline On code and uses those settings. This 
includes startinR the outline with the specified Starting Paragraph Number. 

For nformation on restarting or changing paragraph numbering in a dornment. 
see Starting Paragraph Number under Outline, Define in Reference. 

Outline and Paragraph Numbers 
When you use the Outline feature to create an outline, you are simply inserting 
automatic paragraph numbers between outline codes. Why two features? 
Versatility. 

If you are using Outline, you can insert paragraph numbers by simply pressing 
Enter if you wish. You can move entire "families" of paragraph numbers and 
acco npanying text to different locations in an outline, and you can keep 
paragraph numbering intact as you move an entire outline from one document to 
another. 

For more information on Outline, see Outline, Create in Reference. 

If you are using Paragraph Numbering, you can insert single paragraph numbers 
any\\ here in a document without having to turn Outline on or off. And. you can 
"fix" a paragraph number at a specific level. 

If you want to insert fixed paragraph numbers in an outline. you can do so with 
the Paragraph Numbering feature. 

See Also: Outline, Create; Outline. Define; Outline. Style 
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You may want to print a document that has already been saved on disk without 
retrieving the document to the screen. The Print feature lets you print part or all 
of a document from disk, and also print the document summary. 

1 Press Print (Shift-F7) to display the Print menu. 

Bl s,,fect Print from the File menu. 

2 S~lect Document on Disk (3), then enter the filename of the document you 
v.ant to print. 

3 P:ess Enter to print the entire document. 

Enter the pages you want printed (see Selected Pages below). 



If the printer does not respond at this point, select Control Printer (4) to check for any 
messages or instructions (see Printer Control in Reference). If you see a message telling 
you the document is not formatted for the current printer, see Printer Format below.

4 Press Exit (F7) to return to the normal editing screen.

Notes Document Summary
You can print just the document summary for a document on disk by entering s 
when you are asked to enter the pages in step 3 above (pressing Enter to print 
all the pages will not print the document summary). If you want to print the 
document summary along with selected pages of a document, type s in step 3 
above, type a comma (,), then enter the selected pages. You must type s before 
entering the selected pages. For example, enter s,l-3 to print the document 
summary and pages 1 through 3. If you want to print the entire document, 
including the document summary, enter s-. See Selected Pages below for details 
on printing selected pages of a document.

Even/Odd Pages
You can print the even or odd pages in a document by entering e for even or o 
for odd when WordPerfect asks you which pages you want to print. The e or o 
must be the first thing listed or must follow the s for document summary (see 
Selected Pages below).

You can also print the even or odd pages in a range o f pages (e.g., e,2-20). Similarly, 
you can print the even or odd logical pages (i.e., labels) by entering le or lo.

Fast Save
A document saved with the Fast Save feature (the default method for saving in 
WordPerfect) can take longer to print than one saved when Fast Save is turned 
off (see Fast Save in Reference). You need to be particularly aware of this when 
you print several documents from disk at the same time.

List Files
You can print any WordPerfect file listed on the List Files screen (F5,Enter,4) 
without retrieving it first (see List Files in Reference).

Printer Format
When printing a document from List Files or from disk that is fast saved, that 
needs to be generated, or that is formatted for a different printer, WordPerfect 
attempts to reformat the document. To reformat a document, WordPerfect must 
associate a printer definition (.PRS file) with the document.

WordPerfect uses a .PRS file if a printer selection exists in the setup file 
(WP(WP).SET) for that .PRS file. If the .PRS file exists, but its printer 
definition is not found in the setup file, WordPerfect reformats the document 
using the currently-selected printer.

PRINT, DOCUMENT ON DISK 491

Notes 

If the printer does not respond at this point, select Control Printer ( 4) to check for any 
messages or instructions ( see Printer Control in Reference). If you see a message telling 
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summary and pages 1 through 3. If you want to print the entire document. 
including the document summary. enter s-. See Selected Pages below for details 
on printing selected pages of a document. 

Even/Odd Pages 
You can print the even or odd pages in a document by entering e for even or o 
for odd when WordPerfect asks you which pages you want to print. The e or o 
must be the first thing listed or must follow the s for document summary (see 
Selected Pages below). 

You can also print the even or odd pages in a range of pages (e.g., e.2-20). Similar/_\; 
you can print the even or odd logical pages (i.e .. labels) b_\" entering le or lo. 

Fast Save 
A document saved with the Fast Save feature (the default method for saving in 
WordPerfect) can take longer to print than one saved when Fast Save is turned 
off (see Fusr Suve in Reference). You need to be particularly aware of this when 

you print several documents from disk at the same time. 

List Files 
You can print any WordPerfect file listed on the List Files screen (FS,Enter,4 J 
without retrieving it first (see List Files in Reference) . 

Printer Format 
When printing a document from List Files or from disk that is fast saved, that 
needs to be generated. or that is formatted for a different printer, WordPerfect 
attempts to reformat the document. To reformat a document, WordPerfect must 
associate a printer definition (.PRS file) with the document. 

WordPerfect uses a .PRS file if a printer selection exists in the setup file 
(WP{ WP }.SET) for that .PRS file. If the .PRS file exists, but its printer 
definition is not found in the setup file, WordPerfect reformats the document 
using the currently-selected printer. 
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Selected Pages
You can indicate individual pages or groups of pages to be printed by following 
these guidelines:

N Page N

S,N,M Document Summary and pages N and M

N M Pages N and M

N - Page N through the end of the document

N-M Pages N through M

- M The beginning of the document through page M

S- Document Summary and entire document

For example, if you enter 4,7 or 4 7 as the selected pages, pages 4 and 7 are 
printed. If you enter 4 ,7 ,1 0 -1 5  as the pages, then pages 4, 7, and 10 through 15 
are printed.

If you have renumbered your pages with the New Page Number option on the 
Format: Page menu (Shift-F8,2,6,1), WordPerfect uses the new numbers when it 
prints selected pages.

Section Numbers
For some larger documents, you may have used New Page Number several 
times to divide the document into sections. For example, you may have 
numbered a document in the following way:

Preface i—vii 
Chapter 1 1-12 
Chapter 2 1-20 
Chapter 3 1-10 
Index i-iii

Notice in the above example that the preface and index have been formatted 
for lowercase Roman numerals, while the chapters are formatted for Arabic 
numerals.

When entering the numbers of individual pages to be printed, you can 
indicate a section by typing the section number, a colon, then the pages you 
want printed in that section (e.g., 2:4-7 will print pages 4 through 7 of 
chapter 2). Sections for the two styles of page numbering (Roman and 
Arabic) are counted separately by WordPerfect. So 1:12 indicates chapter 1, 
page 12, while l:vi indicates preface, page vi.
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Selected Pages 
You can indicate individual pages or groups of pages to be printed by following 
these guidelines: 

N 

S.N.M 

NM 

J\-

1\-M 

-.\1 

S -

Page N 

Document Summary and pages N and M 

Pages N and M 

Page N through the end of the document 

Pages N through M 

The beginning of the document through page M 

Document Summary and entire document 

For e,cample, if you enter 4,7 or 4 7 as the selected pages, pages 4 and 7 are 
printed. If you enter 4,7,10-15 as the pages. then pages 4, 7, and 10 through 15 
are p1inted. 

If you have renumbered your pages with the New Page Number option on the 
Format: Page menu (Shift-F8,2,6, I), WordPerfect uses the new numbers when it 
prints selected pages. 

St!ction Numbers 
For some larger documents, you may have used New Page Number several 
times to divide the document into sections. For example, you may have 
numbered a document in the following way: 

Preface i-vii 
Chapter I 1-12 
Chapter 2 1-20 
Chapter 3 1-10 
Injex i-iii 

Notice in the above example that the preface and index have been formatted 
fo- lowercase Roman numerals, while the chapters are formatted for Arabic 
numerals. 

When entering the numbers of individual pages to be printed, you can 
indicate a section by typing the section number, a colon. then the pages you 
w,mt printed in that section (e.g., 2:4-7 will print pages 4 through 7 of 
chipter 2). Sections for the two styles of page numbering (Roman and 
Arabic) are counted separately by WordPerfect. So 1: 12 indicates chapter 1, 
pa,~e 12, while I :vi indicates preface, page vi. 



The following table lists pages that can be entered for the example given
above:

Preface, page i

I Chapter 1, page 1

II or 1:11 Chapter 1, page 11

13 Chapter 2, page 13 (chapter 1 has only 12 pages)

2:i Index, page i

-12 Preface and chapter 1

1- Chapter 1, page 1 through the end of the document

2,2:2 Chapter 1, page 2 and chapter 2, page 2

1:1-2:3 The first page of chapter 1 (whether it is numbered as page
1 or not) through chapter 2, page 3

3:1-3:999 All of chapter 3

i—vii,i—iii All of the preface and index

1 :i—ii Preface, pages i through ii

Notice that if no section number is entered, the first page of the document 
matching the entered page number (Roman or Arabic) is printed.

When printing selected pages, you must enter the page numbers in numerical 
order (e.g., 1 must come before 3). If you enter 3,1 as the pages to print, 
only page 3 will print. If you have two sections, however, and you enter 
3,1, page 3 of section 1 and page 1 of section 2 will print.

Spaces are allowed with section and page numbers only when used as range 
delimiters (e.g., 2-5<space>8-10). For example, 1-35 prints pages 1 through 
35, but 1-3 5 prints pages 1 through 3, then page 5.

See Also: Page Numbering; Print, Document on Screen; Print Options; 
Printing—General Information

Print, Document on Screen

As you create a document on the screen, you will often want to print part or all of 
that document. Print lets you print the page currently on the screen, selected pages 
of the document on the screen, the whole document, or just the document summary.

1 Press Print (Shift-F7) to display the Print menu.

US Select Print from the File menu.
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The following table lists pages that can be entered for the example given 
above: 

11 or 1:1 I 

13 

2:i 

-12 

1-

2.2:2 

1:1-2:3 

3: 1-3:999 

i-vii,i-iii 

l:i-ii 

Preface. page i 

Chapter 1, page I 

Chapter I, page 11 

Chapter 2, page 13 (chapter I has only 12 pages) 

Index, page i 

Preface and chapter 

Chapter I. page 1 through the end of the document 

Chapter I. page 2 and chapter 2, page 2 

The first page of chapter 1 (whether it is numbered as page 
1 or not) through chapter 2, page 3 

All of chapter 3 

All of the preface and index 

Preface, pages i through ii 

Notice that if no section number is entered, the first page of the document 
matching the entered page number (Roman or Arabic) is printed. 

When printing selected pages, you must enter the page numbers in numerical 
order (e.g., I must come before 3). If you enter 3,1 as the pages to print, 
only page 3 will print. If you have two sections. however, and you enter 
3,1, page 3 of section I and page I of section 2 will print. 

Spaces are allowed with section and page numbers only when used as range 
delimiters (e.g., 2-5<space>8-I 0). For example, 1-35 prints pages I through 
35, but 1-3 5 prints pages I through 3, then page 5. 

See Also: Page Numbering; Print, Document on Screen: Print Options: 
Printing-General Information 

Print, Document on Screen 

As you create a document on the screen. you will often want to print part or all of 
that document. Print lets you print the page currently on the screen, selected pages 
of the document on the screen, the whole document, or just the document summary. 

1 Press Print (Shift-F7) to display the Print menu. 

[8] Select Print from the File menu. 
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Notes

2 Select Full Document (1), Page (2), or Multiple Pages (5) to print the whole 
document, the current page, or selected pages.

If you select Multiple Pages, enter the pages you want printed. If you press Exit 
(F7) with the “Page(s):” prompt on the screen, the full document is printed. (See 
Selected Pages under Print, Document on Disk in Reference for a detailed 
explanation of printing selected pages of a document.)

If your printer does not respond, display the Printer Control screen (Shift-F7,4) 
to check the status of the print job.

Block
You can print a block of text from the document on the screen by first blocking 
the te>et you want to print, pressing Print (Shift-F7), then typing y to send the 
block to the printer.

When you print a block of text, the text is printed on the page in the same 
format as in the document. For example, if the block of text you print starts 3 
inches; from the top of the page, the printed block will start 3 inches from the top 
of the page.

Document Summary
You can print just the document summary for the document on the screen by 
entering s after selecting Multiple Pages in step 2 above. If you want to print 
the document summary along with selected pages of the document, type s after 
selecting Multiple Pages, type a comma (,), then enter the selected pages. You 
must type s before entering the selected pages. You can print the document 
s u m m a r y  p lu s  th e  e n t ire  d o c u m e n t  b y  e n t e r in g  s — a t  th e  “ P a g e ( s ) : ”  p ro m p t .

Full Document
This option prints the entire document, with the exclusion of the document 
summary. You must use the Multiple Pages option to print the document 
summary (see Document Summary above).

Multiple Pages
Select this option to print the document summary or selected pages of the 
document currently on the screen (see Selected Pages under Print, Document on 
Disk in Reference for a complete explanation).

Page
Select this option to print the page the cursor is on.

See Also: Page Numbering; Print, Document on Disk; Print Options;
Printing—General Information

494 PRINT, DOCUMENT ON SCREEN

Notes 

2 Select Full Document (I), Page (2), or Multiple Pages (5) to print the whole 
document, the current page. or selected pages. 

If you select Multiple Pages, enter the pages you want printed. If you press Exit 
(F7) with the "Page(s):" prompt on the screen, the full document is printed. (See 
Se/ec1ed Pages under Print, Document on Disk in Reference for a detailed 
explanation of printing selected pages of a document.) 

If your printer does not respond. display the Printer Control screen (Shift-F7,4) 
to check the status of the print job. 

Block 
You can print a block of text from the document on the screen by first blocking 
the text you want to print, pressing Print (Shift-F7). then typing y to send the 
block to the printer. 

When you print a block of text. the text is printed on the page in the same 
format as in the document. For example, if the block of text you print starts 3 
inchei; from the top of the page, the printed block will start 3 inches from the top 
of the page. 

Document Summary 
You can print just the document summary for the document on the screen by 
enteriag s after selecting Multiple Pages in step 2 above. If you want to print 
the dc,cument summary along with selected pages of the document, type s after 
select ng Multiple Pages, type a comma (,), then enter the selected pages. You 
must ty pe s before entering the selected pages. You can print the document 
summary plus the entire document by entering s- at the "Pnge(s):" prompt. 

Full Ducument 
This c,ption prints the entire document, with the exclusion of the document 
summary. You must use the Multiple Pages option to print the document 
summary (see Document Summary above). 

Multiple Pages 
Select this option to print the document summary or selected pages of the 
document currently on the screen (see Selected Pages under Print. Document on 
Disk in Reference for a complete explanation). 

Page 
Select this option to print the page the cursor is on. 

See Also: Page Numbering; Print, Document on Disk; Print Options; 
Printing- General Information 
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Print Color

Notes

WordPerfect provides a Print Color feature to let you select the color of text on 
the printed page (if you have a color printer).

1 Press Font (Ctrl-F8), then select Print Color (5).

C B  Select Print C olor fro m  the Font menu.

2 Select a color, then press Exit (F7) to return to the document.

3 Type the text you want printed in the new color.

Codes
WordPerfect places a Print Color code (e.g., [ColonRed]) in your document at 
the position where you select the color. Any text following the code is printed 
in that color until another Print Color code is encountered in the document.

Color Options
WordPerfect gives you the following 11 preset colors from which you can 
choose to print. There is also an option to create your own colors (see Creating 
Colors below).

• Black
• Blue
• Brown
• Cyan
• Gray
• Green

• Magenta
• Orange
• Red
• White
• Yellow

Color Percentages
The percentage amounts next to each print color represent the intensity level of 
red, green, and blue that combine to create the print color.

Creating Colors
You can create any color you want by selecting Other (o) from the Print Color 
menu, then entering the desired intensity percentages for each displayed color 
(red, green, blue). You can also create a color by editing the color percentages 
of an existing print color. Select the color you want to edit, select Other, then 
enter the new intensity percentages.

N ot all color prin ters allow  the changing o f  intensity percentages. Consult your prin ter  
m anual fo r  your p r in te r’s color capabilities.

Existing Text
If you decide you want to change the print color of existing text, move the 
cursor directly before the text you want to change, then go through the steps for 
changing the print color, as described above. Then move the cursor to the end
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Print Color 

Notes 

WordPerfect provides a Print Color feature to let you select the color of text on 
the printed page (if you have a color printer). 

1 Press Font (Ctrl-F8). then select Print Color (5). 

CB Select Print Color from the Font menu. 

2 Select a color. then press Exit (F7) to return to the document. 

3 Type the text you want printed in the new color. 

Codes 
WordPerfect places a Print Color code (e.g., [Color:Red)) in your document at 
the position where you select the color. Any text following the code is printed 
in that color until another Print Color code is encountered in the document. 

Colar Options 
WordPerfect gives you the following 11 preset colors from which you can 
choose to print. There is also an option to create your own colors (see Creating 
Colors below). 

• Black • Magenta 
• Blue • Orange 
• Brown • Red 
• Cyan • White 
• Gray • Yellow 
• Green 

Color Percentages 
The percentage amounts next to each print color represent the intensity level of 
re<l. green, and blue that combine to create the print color. 

Creating Colors 
You can create any color you want by selecting Other (o) from the Print Color 
menu, then entering the desired intensity percentages for each displayed color 
(red, green, blue). You can also create a color by editing the color percentages 
of an existing print color. Select the color you want to edit, select O ther, then 
enter the new intensity percentages. 

Not all color printers allow the changing of intensity percentages. Consult your printer 
manual for your printer's color capabilities. 

Existing Text 
If you decide you want to change the print color of existing text. move the 
cursor directly before the text you want to change, then go through the steps for 
changing the print color. as described above. Then move the cursor to the end 

PRINT COLOR 495 



of the text you want printed in another color and repeat the process, selecting the 
original color.

On-Screen Color
Print color is independent of the on-screen color of text. When you want to 
change the on-screen color of text (for a color monitor), use the 
Colors/Fonts/Attributes feature (see Colors/Fonts/ Attributes in Reference), not 
the Print Color feature. Inserting a Print Color code in a document does not 
change the display color, even on a color monitor.

Resetting Print Color
To reset the print color back to the original color (e.g., black), press Font 
(Ctrl-F8), select Print Color (5), select Black (1) (or whatever the original color 
was), then press E x i t  (F7). From that point on in the document, the text will be 
printed in the original color.

If you want to reset the entire document back to black, you must search for the 
Print Color code (press C t r l -F 8 ,5  when entering the Search characters), then go 
into Reveal Codes and delete the Print Color code (see Search and Reveal Codes 
in Reference).

Selecting the N orm al fo n t  (C trl-F8,3) does not reset the fo n t  color back to black.

Reversed-out Text
Use the Print Color feature combined with a graphics box when you want to 
print reversed-out text (white text on a black background) on PostScript printers. 
You need to first go into the Graphics Options menu (Alt-F9,3,4) and specify 
100% as the gray shading, then create a text box using Graphics (Alt-F9,3,l). 
Next, you need to select Edit (9) from the box definition menu, go through the 
above steps for selecting a print color (specifying White (2) as the print color), 
then type the text you want reversed-out (see Graphics, Create and Graphics 
Options in Reference for details).

This method for printing reversed-out text currently works only with PostScript printers. 
Other printers may do this in the future.

See Ailso: Colors/Fonts/Attributes; Print, Document on Disk; Print, Document on 
Screen

Print Job, Cancel

Sometimes while printing you may realize that something is wrong with a print 
job (it is printing on the wrong type of paper, using the wrong font, etc.). When 
this occurs, you can cancel the print job using the Cancel Job(s) option (1) on 
the Printer Control menu.
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Print Job, Cancel 
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of tht:, text you want printed in another color and repeat the process, selecting the 
origir.al color. 

0n-Sc1·een Color 
Print color is independent of the on-screen color of text. When you want to 
change the on-screen color of text (for a color monitor), use the 
Colors/Fonts/Attributes feature (see Colors/Fonts/ Attributes in Reference), not 
the Print Color feature. Inserting a Print Color code in a document does not 
change the display color, even on a color monitor. 

Resetting Print Color 
To reset the print color back to the original color (e.g., black), press Font 
(Ctrl-F8), select Print Color (5), select Black (I) (or whatever the original color 
was), then press Exit (F7). From that point on in the document, the text will be 
printd in the original color. 

If you want to reset the entire document back to black, you must search for the 
Print Color code (press Ctrl-FS,5 when entering the Search characters), then go 
into Reveal Codes and delete the Print Color code (see Search and Reveal Codes 
in Reference). 

Selecti~g the Normal font (Ctrl-FR,3) does not reset the font color back to black. 

Reversed-out Text 
Use the Print Color feature combined with a graphics box when you want to 
print reversed-out text (white text on a black background) on PostScript printers. 
You n~ed to first go into the Graphics Options menu (Alt-F9,3,4) and specify 
100% as the gray shading, then create a text box using Graphics (Alt-F9,3,1 ). 
Next, you need to select Edit (9) from the box definition menu, go through the 
above steps for selecting a print color (specifying White (2) as the print color), 
then type the text you want reversed-out (see Graphics, Create and Graphics 
Optio11s in Reference for details). 

This method for printing reversed-out text currently works only with PostScript printers. 
Other printers may do this in the future. 

See Ailso: Colors/Fonts/Attributes; Print, Document on Disk; Print, Document on 
Screen 

Somet1 mes while printing you may realize that something is wrong with a print 
job (it is printing on the wrong type of paper, using the wrong font. etc.). When 
this occurs, you can cancel the print job using the Cancel Job(s) option (I) on 
the Printer Control menu. 



Notes

1 Press Print (Shift-F7) to display the Print menu.

LB Select Print from the File menu.

2 Select Control Printer (4), then select Cancel Job(s) (1).

3 Enter the number of the print job you want to cancel. 

o r

Type an asterisk (*), then type y to cancel all print jobs.

4 Press Exit (F7) to exit the Printer Control screen.

This process stops the flow o f information from WordPerfect to your printer. However, 
there may be information left in the printer (see Printer Buffer below).

Additional Print Jobs
You can cancel additional print jobs not listed under the Job List heading. Just 
enter the number of the print job you want to cancel (see J o b  N u m b e r  below and 
P r in t  Jo b , D isp la y  in R e fe re n c e ) .

Advancing Paper
If you cancel a print job while it is printing, WordPerfect advances the paper in 
your printer to the top of the next page. If you type c again after canceling a 
print job to cancel it immediately (see C a n c e lin g  Im m e d ia te ly  below), 
WordPerfect does not eject the page and the paper may not be in the correct 
position. In this case, you will need to reset the printer.

Canceling Immediately
When you cancel a print job, WordPerfect tries to complete a number of tasks in 
preparation for the next print job (e.g., advance the paper to the top of the next 
page, unload any soft fonts marked with a plus sign (+)). If you type c again, 
then type y to cancel the print job immediately, these tasks are not completed 
and the printer will not be ready for the next print job.

The only time we recommend canceling a print job immediately is if the printer 
is not accepting input (so you cannot do a normal cancel). If you do cancel 
immediately, you will need to reset the forms in the printer and, if you have 
marked any downloadable soft fonts with an asterisk (*) (see M a rk in g  
C a r tr id g e s /F o n ts /P r in t  W h ee ls  under C a r tr id g e s /F o n ts /P r in t  W h ee ls  in 
R e fe ren c e ) ,  reinitialize the printer (see In itia liz e  P r in te r  under P r in tin g — G e n e ra l  
In fo rm a tio n  in R e fe re n c e ) .  Additionally, you will have to type g from the Printer 
Control screen (Shift-F7,4) when you are ready to start the next print job. (This 
is because WordPerfect is waiting for you to reset the printer.)

Job Number
Every time you send a document to the printer, WordPerfect assigns a number to 
that print job. The job number is listed in the far left column under the Job List 
heading. You can have as many as 999 print jobs waiting to print.
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Notes 

1 Press Print (Shift-F7) to display the Print menu. 

I_~ Select Print from the File menu. 

2 Select Control Printer (4 ). then select Cancel Job(s) ( I ). 

3 Enter the number of the print job you want to cancel. 

or 

Type an asterisk (*). then type y to cancel all print jobs . 

4 Press Exit (F7) to exit the Printer Control screen. 

This process stops the flo w of information f rom WordPerfect to your printer. Ho wever. 
there may be info rmation left in the printer /see Printer Buffer below). 

Additional Print Jobs 
You can cancel additional print jobs not listed under the Job List heading . Just 
enter the number of the print job you want to cancel (see Job Number below and 
Print Job. Display in Reference) . 

Advancing Paper 
If you cancel a print job while it is printing. WordPerfect advances the paper in 
your printer to the top of the next page. If you type c again after canceling a 
print job to cancel it immediately (see Canceling Immediately below), 
WordPerfect does not eject the page and the paper may not be in the correct 
position . In this case. you will need to reset the printer. 

Canceling Immediately 
When you cancel a print job, WordPerfect tries to complete a number of tasks in 
preparation for the next print job (e.g .. advance the paper to the top of the next 
page. unload any soft fonts marked with a plus sign (+)). If you type c again. 
then type y to cancel the print job immediately. these tasks are not completed 
and the printer will not be ready for the next print job. 

The only time we recommend canceling a print job immediately is if the printer 
is not accepting input (so you cannot do a normal cancel) . If you do cancel 

immediately. you will need to reset the forms in the printer and, if you have 
marked any downloadable soft fonts with an asterisk (* ) (see Marking 
Cartridges/Fonts/Print Wheels under Cartridges/Fonts/Print Wheels in 
Reference). reinitialize the printer (see Initiali ze Printer under Printing- General 

Information in Reference). Additionally, you will have to type g from the Printer 
Control screen (Shift-F7 ,4 ) when you are ready to start the next print job. (This 
is because WordPerfect is waiting for you to reset the printer.) 

Job Number 
Every time you send a document to the printer, WordPerfect assigns a number to 
that print job. The job number is listed in the far left column under the Job List 
heading . You can have as many as 999 print jobs waiting to print. 
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Network Printing
If you are running WordPerfect from a network, your print jobs are carried on a 
print spooler. This is an intermediate step on the way from WordPerfect to the 
printer. Once WordPerfect has sent the print job to the print spooler, you can no 
longer cancel that print job from WordPerfect.

Printei Buffer
Depending on the size of the printer’s buffer, a cancel may take a while.
Every hing that has already been sent to the printer must print before the printer 
will stop.

If an entire print job has already been sent to the printer’s buffer, canceling the 
print job will display a “Job not found” message. You can no longer cancel that 
print job.

See Also: Print, Document on Disk; Print, Document on Screen; Print Job, 
Display; Print Job, Rush; Printer Control; Printing, Stop

WordPerfect starts renumbering with “I " each time you start WordPerfect.

Print Job, Display

When you send a document to the printer, WordPerfect assigns it a job number 
and places it in the print job list. As many as three print jobs are displayed 
under the Job List heading at the bottom of the Printer Control screen.

Print Control Printer 
Current Job
Job Number: 1
Status:: Printing
Message: None
Paper: Standard 8.5" x I
Location: Continuous feed
Action: None

Jab L:st
Job Document Destination Print Options
1 jScreen) LPT 1
2 iScreen) lpt 1
3 I Screen) LPT 1
Additional Jobs Not Shown: 2

page Number: 1 
Current Copy: 1 of 1

1 Cancel Jab(s); 2 Rush Job; 3 Display Jobs; 4 Go (start printer); 5 Stop: C
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WordPerfect starts renumbering with "I" each time you start WordPerfect. 

Network Printing 
If you are running WordPerfect from a network. your print jobs are carried on a 
print i:pooler. This is an intermediate step on the way from WordPerfect to the 
printe1·. Once WordPerfect has sent the print job to the print spooler, you can no 
longer cancel that print job from WordPerfect . 

Printe1 Buffer 
Deperding on the size of the printer's buffer. a cancel may take a while. 
Every hing that has already been sent to the printer must print before the printer 
will stop. 

If an entire print job has already been sent to the printer's buffer, canceling the 
print job will display a "Job not found" message. You can no longer cancel that 
print job. 

See Also: Print, Document on Disk; Print, Document on Screen; Print Job, 
Display; Print Job, Rush; Printer Control; Printing. Stop 

When you send a document to the printer, WordPerfect assigns it a job number 
and places it in the print job list. As many as three print jobs are displayed 
under the Job List heading at the bottom of the Printer Control screen. 

Print Central Printer 

Curteht Job 

Job N11nber: l 
Stati.w: Pr1nt.1.ng 
Mcssai10: None 
Peper St<'lnd<1rd 8.5" 
Locetion: Cont1nuous feed 
ACtlO": 

Job J.· st 

Job 11ocument 
1 1 Screen I 

Destination 
LPT l 

2 I Scceen) LPT 1 
J I Scr@Qn ) LPT 1 

•ddttion~I Jobs Not Shown: 2 

J.lag~ N1mher : l 
Current Copy: l a f l 

1 Cancel Jab( sl: 2 Rush Jo b; J Di splay Jobs; 4 Co tstort pr1ntel'); S Stop: 0 



If there are more than three print jobs and you want to see a list of all the jobs 
printing or waiting to be printed (including those displayed under the Job List 
heading), use Display Jobs on the Printer Control menu.

1 Press Print (Shift-F7) to display the Print menu.

F B I Select P rin t from the F ile  menu.

2 Select Control Printer (4), then select Display Jobs (3) to display the 
complete list of print jobs.

If three or less jobs are in the job list, the message “All jobs are displayed" will appear. 
I f  there are no jo b s  in the jo b  list. “No p rin t jo b s  ” w ill appear. In either case, skip to 
step 4.

3 Press any key to continue.

4 Press Exit (F7) to exit the Printer Control screen.

Notes Additional Jobs
At the bottom of the Printer Control screen is an “Additional Jobs Not Shown” 
message. The number following this message indicates the number of additional 
jobs waiting to be printed that do not appear under the Job List heading.

Maximum Print Jobs
You can have as many as 999 jobs waiting to print.

See Also: Print, Document on Disk; Print, Document on Screen; Print Job, 
Cancel; Print Job, Rush; Printer Control; Printing, Stop

Print Job, Rush

When you want to move one print job ahead of all other jobs on the Print Job 
list, use the Rush Job option on the Printer Control menu.

1 Press Print (Shift-F7) to display the Print menu.

C B  Select P rin t fro m  the F ile  menu.

2 Select Control Printer (4), then select Rush Job (2) to rush a print job.

3 Enter the number of the print job you want to move ahead in the list.

I f  the jo b  you want to rush is no t disp layed on the P rinter Control screen, select D isplay  
Jobs (3) to fin d  the jo b  number. (The default jo b  num ber is the last one on the list.)

If the printer is in the middle of another job, you will be asked if you want the 
current job interrupted.
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Notes 

Print Job, Rush 

If there are more than three print jobs and you want to see a list of all the jobs 
printing or waiting to be printed (including those displayed under the Job List 
heading). use Display Jobs on the Printer Control menu. 

1 Press Print ( Shift-F7) to display the Print menu. 

,-81 Select Print from the File menu. 

2 Select Control Printer (4), then select Display Jobs (3) to display the 
complete list of print jobs. 

If three or less jobs are in the job list. the message "All jobs are displayed" will appear. 
If there are 110 jobs in the job list. "No print jobs" will appear. In either case, skip to 
step 4. 

3 Press any key to continue. 

4 Press Exit (F7) to exit the Printer Control screen. 

Additional Jobs 
At the bottom of the Printer Control screen is an "Additional Jobs Not Shown" 
message. The number following this message indicates the number of additional 
jobs waiting to be printed that do not appear under the Job List heading. 

Maximum Print Jobs 
You can have as many as 999 jobs waiting to print. 

See Also: Print. Document on Disk: Print. Document on Screen: Print Job, 
Cancel: Print Job, Rush; Printer Control: Printing, Stop 

When you want to move one print job ahead of all other jobs on the Print Job 
list. use the Rush Job option on the Printer Control menu. 

1 Press Print (Shift-F7 J to display the Print menu. 

[81 Select Print from the File menu. 

2 Select Control Printer (4), then select Rush Job (2) to rush a print job. 

3 Enter the number of the print job you want to move ahead in the list. 

If' the job you want to rush is not displaved on the Printer Control screen, select Display 
Jobs (3 I to find the job number. (The default job number is the last one on the list.) 

If the printer is in the middle of another job, you will be asked if you want the 
current job interrupted. 
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4  Type n  to print the document after the current job finishes. 

or

Type y to interrupt the current job.

5 Press Exit (F7) to exit the Printer Control screen.

Notes Interrupt Current Job
If you choose to interrupt the job currently printing, WordPerfect tries to 
complete the page currently printing. It then automatically restarts the 
interrupted print job on the following page after completing the rushed print job.

If you type n  in step 4 above to not interrupt the current print job, the rushed 
print job is moved up on the list to immediately follow the current print job.

Print Jobs
Only jobs found on the Print Job list (including additional jobs not shown on the 
screen) can be rushed. In other words, to rush a print job you must first send it 
to the printer in the normal fashion (see Print, Document on Disk and Print, 
Document on Screen in Reference). After doing so, you may proceed to rush the 
print job.

Rushing Immediately
If you type r  a second time to rush the print job immediately, WordPerfect quits 
printing in the middle of the current page; however, this is not a recommended 
method for rushing a print job. If you do rush the job immediately, you will 
need :o reset the forms in the printer and, if you have marked any downloadable 
soft fonts with an asterisk (*) (see Marking Cartridges/Fonts/Print Wheels under 
Cartridges/Fonts/Print Wheels in Reference), reinitialize the printer. You will 
also have to specify the page on which you want the interrupted print job to 
continue (see Initialize Printer under Printing—General Information in 
Reference).

See Also: Print, Document on Disk; Print, Document on Screen; Print Job, 
Cancel; Print Job, Display; Printer Control; Printing, Stop

Print Options

The Print screen is divided into two different sections. The Print section (the top 
half) lets you print part or all of a document from the screen or from disk, 
initialize the printer, and also gives you access to other printing features in 
WordPerfect (see Initialize Printer under Printing—General Information, Printer 
Control, and View Document in Reference).
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4 Type n to print the docume nt after the current job finishes. 

or 

Type y to interrupt the current job. 

5 Press Exit (F7) to exit the Printer Control screen. 

Interrupt Current Job 
If you choose to interrupt the job currently printing, WordPerfect tries to 
complete the page currently printing. It then automatically restnrts the 
interrupted print job on the following page after completing the rushed print job. 

If you type n in step 4 above to not interrupt the current print job, the rushed 
print job is moved up on the list to immediately follow the current print job. 

Print ,lobs 
Only jobs found on the Print Job list ( including additional jobs not shown on the 
screen) can be rushed. In other words, to rush a print job you must first send it 
to the printer in the normal fashion (see Print, Document on Disk and Print, 
Document on Screen in Reference). After doing so, you may proceed to rush the 
print _job. 

Rushing Immediately 
If you type r a second time to rush the print job immediately, WordPerfect quits 
printing in the middle of the current page; however, this is not a recommended 
methc,d for rushing a print job. If you do rush the job immediately, you will 
need :o reset the fo rms in the printer and, if you have marked any downloadable 
soft fonts with an asterisk(*) (see Marking Cartridges/Fonts/Print Wheels under 
Cartridges/Fonts/Print Wheels in Reference), reini tialize the printer. You will 
also !-:ave to specify the page on which you want the interrupted print job to 
contir,ue (see Initialize Printer under Printing-General Information in 
Reference) . 

See Also: Print. Document on Disk; Print. Document on Screen; Print Job, 
Cancel; Print Job. Display: Printer Control: Printing. Stop 

The Print screen is divided into two different sections. The Print section (the top 
half) lets you print part or all of a document from the screen or from disk. 
initialize the printer, and also gives you access to other printing features in 
WordPerfect (see In itialize Printer under Priming-General Information, Printer 
Control, and View Document in Reference) . 



Notes

The Print Options section (the bottom half of the screen) gives you several 
options for changing the appearance of a printed document. These settings let 
you select a new printer and change the binding offset, number of copies, and 
print quality of a print job.

1 Press Print (Shift-F7) to display the Print menu.

r~H Select P rin t fro m  the F ile  menu.

2 Select an option, then enter the requested information (see the information on 
each option under Notes below).

3 Press Exit (F7) to display the document again.

Any changes you make to the options listed in the bottom half of the Print 
screen (except Number of Copies and Multiple Copies Generated By) are saved 
with the document. The settings for Number of Copies and Multiple Copies 
Generated By remain in effect until you change them again or exit the current 
document.

Binding Offset
Enter the amount of space you want text shifted to the right on odd-numbered 
pages and to the left on even-numbered pages for binding two-sided copies (see 
Binding in Reference).

Changing the Default
You can change the default setting for all the options on the Print Options 
section (the bottom half) of the Print screen (except Select Printer) using the 
Print Options menu on the Setup: Initial Settings menu (Shift-Fl,4,8) (see Initial 
Settings in Reference). The changes you make there will remain in effect until 
you change them again.

Graphics Quality
Select this option, then enter the quality level at which you want to print 
graphics in your document (see Print Quality in Reference).

Multiple Copies Generated By
This option lets you determine if multiple copies will be generated by 
WordPerfect or by your printer. (If you are running WordPerfect from a 
network and your network supports this feature, you can choose to have the 
network generate the multiple copies.)

If WordPerfect generates the multiple copies, it creates x number of copies of the 
print job, then sends them to the printer. The copies come out of the printer 
already collated. If you have your printer generate the copies, WordPerfect 
sends one copy of the print job to the printer and tells the printer to make x 
copies of it (where x is the number entered for the Number of Copies option). 
The copies are not collated in this case. For example, if you are making 2 
copies of a 3-page document, the printer will print 2 copies of page 1, then 2 of 
page 2, and so on.
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Notes 

The Print Options section (the bottom half of the screen) gives you several 
options for changing the appearance of a printed document. These settings let 
you select a new printer and change the binding offset, number of copies, and 
print quality of a print job. 

1 Press Print (Shift-F7) to display the Print menu. 

rn Select Print from the File menu. 

2 Select an option, then enter the requested information (see the information on 
each option under Notes below). 

3 Press Exit (F7 J to display the document again . 

Any changes you make to the options listed in the bottom half of the Print 
screen (except Number of Copies and Multiple Copies Generated By) are saved 
with the document. The setlings for Number of Copies and Multiple Copies 
Generated By remain in effect until you change them again or exit the current 
document. 

Binding Offset 
Enter the amount of space you want text shifted to the right on odd-numbered 
pages and to the left on even-numbered pages for binding two-sided copies (see 
Binding in Reference ). 

Changing the Default 
You can change the default setting for all the options on the Print Options 
section (the bottom half) of the Print screen (except Select Printer) using the 
Print Options menu on the Setup: Initial Settings menu (Shift-Fl ,4,8) (see Initial 
Settings in Reference) . The changes you make there will remain in effect until 
you change them again. 

Graphics Quality 
Select this option, then enter the quality level at which you want to print 
graphics in your document (see Print Quality in Reference). 

Multiple Copies Generated By 
This option lets you determine if multiple copies will be generated by 
WordPerfect or by your printer. (If you are running WordPerfect from a 
network and your network supports this feature, you can choose to have the 
network generate the multiple copies. ) 

If WordPerfect generates the multiple copies, it creates x number of copies of the 
print job, then sends them to the printer. The copies come out of the printer 
already collated. If you have your printer generate the copies, WordPerfect 
sends one copy of the print job to the printer and tells the printer to make x 
copies of it (where x is the number entered for the Number of Copies option). 
The copies are not collated in this case. For example, if you are making 2 
copies of a 3-page document, the printer will print 2 copies of page 1, then 2 of 
page 2, and so on. 
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The benefit of this option is that printing time can be shortened if you select 
Printer (or Network). However, if your selected printer does not support this 
feature, WordPerfect will automatically generate the multiple copies at print time.

Number of Copies
Enter the number of copies of the document or portion of the document you 
want printed.

Printing
Many of the options listed in the Print section (the top half) of the Print screen 
send a document or part of a document to the printer. See Print, Document on 
Disk and Print, Document on Screen in Reference for details on these options.

Select Printer
Select the printer where you want the document or portion of the document 
printed. The printer you select here remains selected unless you select another 
or retrieve a document that has been formatted for a different printer. However, 
when you exit the retrieved document, the Select Printer option returns to the 
default printer (see Printer, Select in Reference).

Text Quality
Select this option, then enter the quality level at which you want to print text in
y o u r  d o c u m e n t  ( s e e  P rin t Q u a lity  in  R eference).

The text quality you assign in WordPerfect overrides any quality selections made 
directly at the printer.

See Also: Print, Document on Disk; Print, Document on Screen; Print Quality; 
Printing—General Information

Prin t Q uality

When you want to print a “rough” draft of a document or increase the resolution 
of a graphics image printed in a document, use the Print Quality feature in 
WordPerfect. You can also print text and graphics in separate printings with this 
feature.

1 Press Print (Shift-F7) to display the Print menu.

E B  S e le c t  P r in t  f r o m  th e  F i le  m e n u .

2 Select Graphics Quality (g), then select a print quality setting for graphics 
(see Quality Settings below).

3 Select Text Quality (t), then select a print quality setting for text (see Quality 
Settings below).

4 Press Exit (F7) to exit the Print menu.
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The benefit of this option is that printing time can be shortened if you select 
Printer (or Network). However, if your selected printer does not support this 
feature. WordPerfect will automatically generate the multiple copies at print time. 

Number of Copies 
Enter the number of copies of the document or portion of the document you 
want printed. 

Printing 
Many of the options listed in the Print section (the top half) of the Print screen 
send a document or part of a document to the printer. See Print, Document on 
Disk and Prillf. Document 011 Screen in Reference for details on these options. 

Select Printer 
Select the printer where you want the document or portion of the document 
printed. The printer you select here remains selected unless you select another 
or retrieve a document that has been r"ormatted for a different printer. Howe ver, 
when you exit the retrieved document. the Select Printer option returns to the 
default printer (see Printer, Select in Reference). 

Text Quality 
Select this option. then enter the quality level at which you want to print text in 
your document (sec Pri11r Q11<1liry in Reference). 

The text quality you assign in WordPerfect overrides any quality selections made 
directly at the printer. 

See Also: Print. Document on Disk; Print, Document on Screen; Print Quality; 
Printing- General Information 

When you want to print a "rough" draft of a document or increase the resolution 
of a graphics image printed in a document, use the Print Quality feature in 
WordPerfect. You can also print text and graphics in separate printings with this 
feature. 

1 Press Print (Shift-F7) to display the Print menu. 

all Select Print fru111 the File me 1111. 

2 Select Graphics Quality (g). then select a print quality setting for graphics 
( see Quality Settings below). 

3 Select Text Quality (I), then select a print quality setting for text (see Quality 
Settings below). 

4 Press Exit (F7 ) to exit the Print menu. 



These settings affect the document on the screen and are saved with the 
document.

I f  y o u r  p r in t e r  c a n n o t  p r in t  d i f fe r e n t  q u a l i t ie s ,  th is  f e a tu r e  w il l  h a v e  n o  e ffe c t.

Notes .DRS Characters
If you are trying to print a character that your printer does not support (e.g., one 
from a WordPerfect character set), WordPerfect creates that character from the 
.DRS (driver resource) file that is included with WordPerfect and prints the 
character graphically (if your printer prints graphics). See Compose in Reference 
and Appendix P: WordPerfect Characters for details on extended characters.

Because these .DRS characters are considered text and graphics, the Text and 
Graphics Quality settings must work together. If either of these is set to Do Not 
Print, .DRS characters will not print. If neither is set to Do Not Print, .DRS 
characters will print at the current Graphics Quality setting, unless the Text 
Quality is set to High. In this case, the .DRS characters will print at the Text 
Quality setting.

Quality Settings
As print quality increases, text and/or graphics are printed with better resolution 
on the printed page. However, the higher the quality (particulary when printing 
graphics), the more time required to complete the print job (and the more 
memory required by laser printers). Rough drafts are printed faster because, by 
decreasing the print quality, you decrease the amount of data being sent to the 
printer.

You c a n n o t  p r in t  p a r t  o f  a  d o c u m e n t  w ith  o n e  q u a l i ty  s e t t in g  a n d  p a r t  w ith  a  d i f fe r e n t  
q u a l i ty  se ttin g .

Text, Graphics, or Both
WordPerfect can print text and graphics together on most printers. Some 
printers, however, have trouble printing both text and graphics in the same 
printing. In these cases, you can use the Do Not Print option to print text only, 
reinsert the paper, then print graphics only.

I f  y o u  u s e  th is  m e th o d  f o r  p r in t in g ,  th e  .D R S  c h a r a c te r s  w il l  n o t  p r in t  a t  a l l  ( s e e  .D R S  
C h a r a c t e r s  a b o v e ) .

1 Press Print (Shift-F7) to display the Print menu.

T H I S e le c t  P r in t  f r o m  th e  F i l e  m e n u .

2  Select Graphics Quality (g), then select Do Not Print (1).

3 Select Text Quality (t), then select a print quality setting for text (other than 
Do Not Print).

4 Print the document on the screen in the usual fashion (see Print, Document 
on Screen in Reference).
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These settings affect the document on the screen and are saved with the 
document. 

If your printer cannot print different qualities, this feature will have 110 effect. 

.DRS Characters 
If you are trying to print a character that your printer does not support (e.g .. one 
from a WordPerfect character set). WordPerfect creates that character from the 
.DRS (driver resource) file that is included with WordPerfect and prints the 
character graphically (if your printer prints graphics). See Compose in Reference 
and Appendix P: WordPerfect Characters for details on extended characters. 

Because these .DRS characters are considered text and graphics, the Text and 
Graphics Quality settings must work together. If either of these is set to Do Not 
Print, .DRS characters will not print. If neither is set to Do Not Print, .DRS 
characters will print at the current Graphics Quality setting, unless the Text 
Quality is set to High. In this case. the .DRS characters will print at the Text 
Quality setting. 

Quality Settings 
As print quality increases, text and/or graphics are printed with better resolution 
on the printed page. However, the higher the quality (particulary when printing 
graphics). the more time required to complete the print job (and the more 
memory required by laser printers). Rough drafts are printed faster because, by 
decreasing the print quality, you decrease the amount of data being sent to the 
printer. 

You cannot print part of a document with one quality settinR and part with a different 
quality setting. 

Text, Graphics, or Both 
WordPerfect can print text and graphics together on most printers. Some 
printers, however. have trouble printing both text and graphics in the same 
printing. In these cases, you can use the Do Not Print option to print text only, 
reinsert the paper, then print graphics only. 

If you use this method for printing, the .DRS characters will not print at all (see .DRS 
Characters above). 

Press Print (Shift-F7) to display the Print menu. 

181 Select Print from the File menu. 

2 Select Graphics Quality (g), then select Do Not Print ( 1 ). 

3 Select Text Quality (I), then select a print quality setting for text (other than 
Do Not Print). 

4 Print the document on the screen in the usual fashion (see Print, Document 

on Screen in Reference). 
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5 Select Graphics Quality (g), then select a print quality setting (other than Do 
Not Print).

6 Select Text Quality (t), then select Do Not Print (1).

7 Reinsert the paper and print the document again.

8 Change the quality settings back to their normal settings, if desired.

9 Pi ess Exit (F7) to exit the Print menu.

Important: I f  y o u  a re  p r in t in g  g r a p h ic s  w ith  d o u b le - h ig h  f o n t s  o n  a  d o t - m a tr ix  p r in te r , 
y o u  m a y  n e e d  to  u s e  th e  a b o v e  p r o c e d u r e  to  p r in t  th e  p a g e  c o rrec tly .

See Also: Print, Document on Disk; Print Options; Printing— General 
Information

P rin ter, Edit

You can edit a printer’s name or settings using the Select Printer: Edit screen 
when you define the printer. You can also change printer settings after you have 
defined the printer. See Printer, Select in Reference for details on defining a 
printer.

WordPerfect automatically takes you to the Select Printer; Edit screen when you 
are defining a printer. Once in the screen, the information given under Notes 
below applies.

To edit the printer settings of a printer you have already defined,

1 Press Print (Shift-F7) to display the Print menu.

[ B  S e le c t  P r in t  f r o m  th e  F i le  m e n u .

2 Choose Select Printer (s), move the cursor to the printer definition you want 
to edit, then select Edit (3).

3 Make any desired changes by selecting an option, then entering the change 
(see the information for each option under Notes below).

4 Press Exit (F7) twice to return to the Print menu, saving any changes you 
made.

Notes Cartridges/Fonts/Print Wheels
This option (4) lets you select the cartridges and fonts (in addition to the 
printer's built-in fonts) you plan to use when printing a document (see 
Cartridges/Fonts/Print Wheels in Reference).

5 0 4  PRINTER, EDIT

Printer, Edit 

Notes 

504 PRINTER. EDIT 

5 Select Graphics Quality (g), then select a print quality setting (other than Do 
Not Print) . 

6 Select Text Quality (t), then select Do Not Print (I) . 

7 Reinsert the paper and print the document again. 

8 Change the quality settings back to their normal settings, if desired. 

9 Press Exit (F7) to exit the Print menu. 

lmporta11t: If you are pri11ti11f? graphics with dm1hle-high Joms on a dot-matrix pri11te1; 
you may need to use the above procedure to prinr the /Wfie correctly. 

See Also: Print. Document on Disk: Print Options: Printing- General 
Information 

You can edit a printer's name or settings using the Select Printer: Edit screen 
when you define the printer. You can also change printer settings after you have 
defined the printer. See Printer. Select in Reference for details on defining a 
printer. 

WordPerfect automatically takes you to the Select Printer: Edit screen when you 
are defining a printer. Once in the screen. the information given under Notes 
below applies . 

To edit the printer settings of a printer you have already defined. 

1 Press Print (Shift-F7) to display the Print menu. 

[Bl Select Pri11tfm111 the File menu. 

2 Choose Select Printer {s), move the cursor to the printer definition you want 
to edit. then select Edit ( 3 ). 

3 Make any desired changes by selecting an option, then entering the change 
(see the information for each option under Notes below ). 

4 Press Exit (F7) twice to return to the Print menu. saving any changes you 
made. 

Cartridges/Fonts/Print Wheels 
This option (4) lets you select the cartridges and fonts (in addition to the 
printer"s huilt-in fonts) you plan to use when printing a document (see 
Cartridges/Fonts/Print Wheels in Reference) . 



Initial Base Font
When you select a printer (see Printer,; Select in Reference), WordPerfect 
automatically selects an initial base (default) font for the printer from the list of 
the printer’s built-in portrait fonts (see Cartridges/Fonts/Print Wheels in 
Reference). If you want to change the initial base font for the currently selected 
printer, use Initial Base Font (5). A list of your printer's built-in portrait fonts, 
plus any portrait fonts you marked with the Cartridges/Fonts/Print Wheels feature 
(see Cartridges/Fonts/Print Wheels in Reference), is displayed. Move the cursor 
to the font you want to select, then choose Select (1).

The Initial Base Font setting affects all new documents you create in 
WordPerfect. If you want to change the base font for one document or part of 
one document (existing or new), see Font in Reference.

Name
When you are defining a printer, WordPerfect enters the name of your printer for 
you. Use Name (1) to change the name of the printer definition. You can enter 
as many as 36 characters. The following characters cannot be used when 
naming a printer definition:

8 ; <  >  ? @

The printer name appears on the Print: Select Printer screen (Shift-F7,s) and is 
independent of the printer definition filename (displayed at the top of the Select 
Printer: Edit screen). Changing the name of the printer definition (Shift-F7,s,3,l) 
does not change the printer definition filename (the .PRS file used for printing).

Path for Downloadable Fonts and Printer Command Files
This option (6) displays the drive or directory where WordPerfect should look 
for downloadable font files (see Cartridges/Fonts/Print Wheels in Reference) and 
printer command files (see Printer Commands in Reference). Use this option if 
your downloadable font files are stored somewhere other than the printer files 
directory (specified using Location of Files on the Setup menu (Shift-FI ,6,4)).
Be sure to enter a complete pathname (see Directories in Reference).

Port
Port (2) designates where your printer is plugged into your computer. When you 
select this option, a menu of port locations is displayed across the bottom of the 
screen. Select the port (1 through 7) where your printer is plugged into your 
computer. Select Other (8), then enter a filename if you want to print to disk 
(see Printing to Disk in Reference). If you are running WordPerfect from a 
network, you may be asked if the filename you enter is a network printer. Type 
y or n to specify Yes or No.
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Initial Base Font 
When you select a printer (see Printer. Select in Reference), WordPerfect 
automatically selects an initial base (default) font for the printer from the list of 
the printer's built-in portrait fonts (see Cartridges/Foms/Print Wheels in 
Reference) . If you want to change the initial base font for the currently selected 
printer, use Initial Base Font (5 J. A list of your printer's built-in portrait fonts. 
plus any portrait fonts you marked with the Cartridges/Fonts/Print Wheels feature 
(see Cartridges/Fonts/Prim Wheels in Reference), is displayed. Move the cursor 
to the font you want to select. then choose Select ( I) . 

The Initial Base Font setting affects all new documents you create in 
WordPerfect. If you want to change the base font for one document or part of 
one document (existing or new), see Font in Reference. 

Name 
When you are defining a printer, WordPerfect enters the name of your printer for 
you. Use Name ( 1) to change the name of the printer definition . You can enter 
as many as 36 characters. The following characters cw11wt be used when 
naming a printer definition: 

The printer name appears on the Print: Select Printer screen ( Shift-F7,s) and is 
independent of the printer definition filename (displayed at the top of the Select 
Printer: Edit screen) . Changing the name of the printer definition (Shift-F7,s,3, I) 
does not change the printer definition filename (the .PRS file used for printing). 

Path for Downloadable Fonts and Printer Command Files 
This option (6) displays the drive or directory where WordPerfect should look 
for downloadable font files (see Cartridf?es/Fonts/Prinr Wheels in Reference ) and 
printer command tiles (see Printer Commands in Reference) . Use this option if 
your downloadable font files are stored somewhere other than the printer files 
directory (specified using Location of Files on the Setup menu (Shift -F 1.6,4 )i . 

Be sure to enter a complete pathname (see Directories in Reference). 

Port 
Port (2) designates where your printer is plugged into your computer. When you 
select th is opt ion. a menu of port locations is displayed across the bottom of the 
screen. Select the port ( 1 through 7) where your printer is plugged into your 
computer. Select Other (8), then enter a filename if you want to print to disk 
(see PrinrinR w Disk in Reference ). If you are running WordPerfect from a 
network, you may be asked if the filename you enter is a network printer. Type 
y or n to specify Yes or No. 
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If you select one of the COM ports (4-7) for serial printers, the Select Printer: 
COM Port screen is displayed. To set up a COM port for your printer, you need 
the following information from your printer manual or dealer:

• Baud rate
• Parity (None, Odd, Even)
• Stop bits (1 or 2)
• Character length (7 or 8)

You also need to know if your printer is using XON/XOFF protocol. (Only use 
this if your printer requires it.)

After you gather this information, make any necessary changes to the COM Port 
default settings (the defaults are common to most laser printers). Then press 
Exit (F7) to return to the Select Printer: Edit screen.

Print to Hardware Port
This option lets WordPerfect print directly to the printer port rather than through 
the computer BIOS. If your printer is attached directly to your computer, make 
sure you can print properly with this option set to No, then try setting this option 
to Yes and see if it speeds up the printing process.

If you cannot print properly with this option set to Yes, return the setting to No. 
There are several reasons why this option may not work with your printer.

T h e  A d v a n c e d  S e tu p  o p t io n  th a t  a p p e a r s  a f te r  y o u  s e le c t  P r in t  to  H a r d w a r e  P o r t  le ts  y o u  
s p e c i fy  th e  I n te r r u p t  R e q u e s t  L e v e l  a n d  B a s e  P o r t  A d d r e s s  o f  th e  I /O  p o r t .

Sheet Feeder
A sheet feeder is used to feed paper into a printer. If you have a sheet feeder, 
use this option (3) to select it (see Sheet Feeder in Reference).

I f  y o u  h a v e  a  la s e r  p r in t e r  w ith  a  s in g le  p a p e r  b in , th is  b in  is  n o t  c o n s id e r e d  a  s h e e t  
fe e d e r .

See Also: Cartridges/Fonts/Print Wheels; Printer, Select

P rin ter, S e le c t

Before you can print in WordPerfect, you need to select a printer. The process 
of selecting a printer includes installing information specific to your printer onto 
a disk or directory where WordPerfect can find it. It also includes entering 
information that WordPerfect uses to communicate with your printer.

The printer selection process begins when you install WordPerfect. During 
installation, you are taken through the steps of telling WordPerfect which printer 
you will be using and installing a printer file into the appropriate spot for 
WordPerfect to access that file.
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If you select one of the COM ports ( 4- 7) for serial printers, the Select Printer: 
COM Port screen is displayed. To set up a COM port for your printer, you need 
the following information from your printer manual or dealer: 

• Baud rate 
• Parity (None, Odd, Even) 
• Stop bits ( I or 2) 
• Character length (7 or 8) 

You also need to know if your printer is using XON/XOFF protocol. (Only use 
this if your printer requires it.) 

After you gather this information. make any necessary changes to the COM Port 
default settings (the defaults are common to most laser printers). Then press 
Exit (F7) to return to the Select Printer: Edit screen. 

Print to Hardware Port 
This option lets WordPerfect print directly to the printer port rather than through 
the computer BIOS. If your printer is attached directly to your computer, make 
sure you can print properly with this option set to No, then try setting this option 
to Yes and see if it speeds up the printing process . 

If you cannot print properly with this option set to Yes, return the setting to No. 
There are several reasons why this option may not work with your printer. 

The Ad1•anced Setup option thm appears after you select Print to Hardware Port lets you 
specify the Interrupt Request Level and Base Port Address of the //0 port. 

Sheet Feeder 
A sheet feeder is used to feed paper into a printer. If you have a sheet feeder, 
use this option (3) to select it (see Sheet Feeder in Reference). 

If you have a laser printer with a single paper bin, this bin is not considered a sheet 
feeder. 

See Also: Cartridges/Fonts/Print Wheels; Printer, Select 

Before you can print in WordPerfect, you need to select a printer. The process 
of selecting a printer includes installing information specific to your printer onto 
a disk or directory where WordPerfect can find it. It also includes entering 
information that WordPerfect uses to communicate with your printer. 

The printer selection process begins when you install WordPerfect. During 
installation, you are taken through the steps of telling WordPerfect which printer 
you will be using and installing a printer file into the appropriate spot for 
WordPerfect to access that file. 



You can select a printer during installation: however, once you have used the 
Installation Program to install your printer files onto a disk or directory, you can 
also select a printer from within WordPerfect.

W o rd P e r fe c t  c o m e s  w ith  s e v e r a l  .A L L  f i l e s  ( lo c a te d  o n  th e  P r in te r  d is k e t te s )  th a t  c o n ta in  
in fo r m a tio n  a b o u t  v a r io u s  p r in te r s .  W h e n  y o u  s e le c t  a  p r in te r , W o r d P e r fe c t  in s ta l ls  th e  
in fo r m a tio n  s p e c i f ic  to  y o u r  p r in t e r  f r o m  th e  .A L L  f i le ,  th e n  c r e a te s  a  f i l e  w ith  a  .P R S  
e x te n s io n . E v e r y  t im e  y o u  p r in t ,  W o rd P e r fe c t  a c c e s s e s  th a t  .P R S  f i l e  ( s e e  . A L L  a n d  .P R S  
F i l e s  u n d e r  P r i n t i n g — G e n e r a l  I n f o r m a t i o n  in  R e f e r e n c e ! .

The Select Printer feature lets you select a printer, or copy, delete, edit, or 
update a printer definition.

1 Press Print (Shift-F7) to display the Print menu, 

r a  S e le c t  P r in t  f r o m  th e  F i le  m e n u .

2 Choose Select Printer (s) and the Print: Select Printer screen is displayed.

This screen lists the currently defined printer definitions from which you can 
select your printer.

3 Choose an option from the Print: Select Printer screen, then enter the
n e c e s s a r y  i n f o r m a t i o n  ( s e e  t h e  i n f o r m a t i o n  f o r  e a c h  o p t i o n  u n d e r  N o t e s
below).

4 Press Exit (F7) until you return to the normal editing screen.

Notes Additional Printers
Select Additional Printers (2) if you want to select a printer that is not listed on 
the Print: Select Printer screen. A list of all the printers found on the .ALL files 
you installed during installation is displayed when you select this option. The 
list displays all the printers found in the printer files directory—specified using 
Location of Files in Setup (Shift-F l .6,4)—and in the directory where WP.EXE is 
located.

I f  y o u  w a n t  to  d is p la y  m o r e  p r in te r s ,  y o u  n e e d  to  ru n  th e  In s ta l la t io n  P r o g r a m  a g a in , 
in s ta l l in g  a d d i t io n a l  .A L L  f i l e s  ( s e e  I n s t a l l a t i o n  u n d e r  T h e  B a s ic s  in  R e f e r e n c e ) .  I f  y o u  
in s ta l l  a l l  th e  .A L L  f i l e s  a n d  y o u r  p r in t e r  is  s t i l l  n o t  d is p la y e d , s e e  P r i n t e r  N o t  F o u n d  
be lo w .

A description of each option on the Select Printer: Additional Printers Screen 
follows.

Help
Selecting Help (3) in this screen does the same thing as selecting Help in the 
Print: Select Printer screen (see Help below).

List Printer (PRS) Files
Each printer you add to the printer definition list on the Print: Select Printer 
screen is saved as a printer file with a .PRS extension. Use this option (4) to 
view all printer files (those ending in .PRS) in the printer files directory, 
even those that have been deleted from the Print: Select Printer screen.
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Notes 

You can select a printer during installation: however, once you have used the 
Installation Program to install your printer files onto a disk or directory, you can 
also select a printer from within WordPerfect. 

WordPerfect comes with several .ALL files (located on the Printer diskettes) that contain 
information ahout various printers. When you select a printer, WordPerfect installs the 
information specific to your printer from the .ALL file, then creates a file with a .PRS 
extension. Every time you print. WordPerfect accesses that .PRS file (see .ALL and .PRS 
Files under Printing- General Information in Reference). 

The Select Printer feature lets you select a printer, or copy, delete, edit, or 
update a printer definition. 

1 Press Print (Shift-F7) to display the Print menu. 

181 Select Print from the File menu. 

2 Choose Select Printer ( s) and the Print: Select Printer screen is displayed. 

This screen lists the currently defined printer definitions from which you can 
select your printer. 

3 Choose an option from the Print: Select Printer screen, then enter the 
necessary information (see the information for each option under Notes 
below). 

4 Press Exit (F7) until you return to the normal editing screen. 

Additional Printers 
Select Additional Printers (2) if you want to select a printer that is not listed on 
the Print: Select Printer screen. A list of all the printers found on the .ALL files 
you installed during installation is displayed when you select this option. The 
list displays all the printers found in the printer files directory-specified using 
Location of Files in Setup (Shift-F 1.6.4 )-and in the directory where WP.EXE is 
located. 

If you want to display more printers. you need to run the lnstallatio11 Program again. 
installing additional .ALL files ( see Installation 1111der The Basics in Reference). If you 
install all the .ALL files and Yotir printer is still not displayed. see Printer Not Found 
below. 

A description of each option on the Select Printer: Additional Printers Screen 
follows. 

Help 
Selecting Help (3) in this screen does the same thing as selecting Help in the 
Print: Select Printer screen (see Help below). 

List Printer (PRS) Files 
Each printer you add to the printer definition list on the Print: Select Printer 
screen is saved as a printer file with a .PRS extension. Use this option (4) to 
view all printer files (those ending in .PRS) in the printer files directory, 
even those that have been deleted from the Print: Select Printer screen. 
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Once you display these files, you can choose Select (1) to add the printer to 
the printer definition list again. If you choose Select with a printer file that 
is already on the Print: Select Printer screen, the printer will appear twice on 
the list. These two definitions reference the same printer file; however, some 
options on the Select Printer: Edit menu can be different. To create a new 
definition by copying an existing definition (thus creating a separate printer 
file), use Copy (4) on the Print: Select Printer screen (see Copy below).

Name Search
Select this option (n), then start typing the name of a printer to move the 
cursor to that printer on the list. Press Enter or an arrow key to exit Name 
Search.

Other Disk
Use this option (2) to specify where (in which directory or drive) the printer 
files (those ending in .ALL) have been installed. This option is especially 
helpful if you have printer files in a directory other than the printer files 
directory.

Select
Use this option (1) to add a printer definition to the Print: Select Printer 
screen.

After you select this option, a filename for the printer definition is displayed. 
P r e s s  E n t e r  to accept the filename or type a new filename (be sure to 
include a .PRS extension). The Printer Helps and Hints screen for that 
printer is then displayed (see Help below). Press Exit (F7) when you finish 
reading the information there, and the Select Printer: Edit screen is displayed. 
This screen lets you edit the name and settings for the printer you are adding 
to the Print: Select Printer screen (see Printer, Edit in Reference). When you 
finish editing the printer settings, press Exit to display the definition on the 
Print: Select Printer screen.

Copy
This option (4) lets you make a copy of a printer definition already on the Print: 
Select Printer screen. When you select this option, a filename appears that is 
slightly different from the one being copied. Press Enter to accept the new 
filename, and you are taken through the same steps as when you are adding a 
printer to the Print: Select Printer screen (see Select under Additional Printers 
above).

Delete
Select this option (5), then type y to delete a printer definition from the list.

Although this deletes the definition from the Print: Select Printer screen, the 
.PRS file (where the definition is saved) remains in your printer files directory. 
(To completely delete a definition, you must delete the .PRS file also.)
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Once you display these files, you can choose Select (I) to add the printer to 
the printer definition list again. If you choose Select with a printer file that 
is already on the Print : Select Printer screen, the printer will appear twice on 
the list. These two definitions reference the same printer file: however, some 
options on the Select Printer: Edit menu can be different. To create a new 
definition by copying an existing definition (thus creating a separate printer 
file), use Copy (4) on the Print: Select Printer screen (see Copy below). 

Name Search 
Select this option (n), then start typing the name of a printer to move the 
cursor to that printer on the list. Press Enter or an arrow key to exit Name 
Search . 

Other Disk 
Use this option (2 ) to specify where (in which directory or drive) the printer 
files (those ending in .ALL) have been installed. This option is especially 
helpful if you have printer files in a directory other than the printer files 
directory. 

Select 
Use this option (I) to add a printer definition to the Print: Select Printer 
screen . 

After you select this option, a filename for the printer definition is displayed. 
Press Enter to accept the filename or type a new filename (be sure to 
include a .PRS extension). The Printer Helps and Hints screen for that 
printer is then displayed (see Help below). Press Exit (F7) when you finish 
reading the information there, and the Select Printer: Edit screen is displayed. 
This screen lets you edit the name and settings for the printer you are adding 
to the Print: Select Printer screen (see Printer. Edit in Reference). When you 
finish editing the printer settings, press Exit to display the definition on the 
Print: Select Printer screen. 

Copy 
This option (4) lets you make a copy of a printer definition already on the Print: 
Select Printer screen. When you select this option, a filename appears that is 
slightly different from the one being copied. Press Enter to accept the new 
filename, and you are taken through the same steps as when you are adding a 
printer to the Print : Select Printer screen (see Select under Additional Printers 
above). 

Delete 
Select this option (5 ), then type y to delete a printer definition from the list. 

Although this deletes the definition from the Print: Select Printer screen, the 
.PRS file (where the definition is saved) remains in your printer files directory. 
(To completely delete a definition, you must delete the .PRS tile also.) 



You can restore a deleted printer definition with List Printer (PRS) Files (4) on 
the Select Printer: Additional Printers menu (see List Printer Files under 
Additional Printers above).

Edit
This option (3) is used to change the settings WordPerfect needs to communicate 
properly with a printer listed on the Print: Select Printer screen (see Printer, Edit 
in Reference).

Help
Select this option (6) to display the Printer Helps and Hints screen for the 
currently highlighted printer definition. If you have selected a sheet feeder, press 
Switch (Shift-F3) after selecting Help to see the Sheet Feeder Helps and Hints 
screen.

I f  y o u  h a v e  n o t  s e le c te d  a  s h e e t  fe e d e r ,  a  “N o  H e lp  A v a i la b le "  m e s s a g e  is  d is p la y e d .  

Printer Not Found
If your printer is not displayed after you have installed all the .ALL files using 
the Installation Program, send the name of your printer, along with your return 
address and telephone number to:

Printer Diskette
Attn: WordPerfect Corporation Information Services 
1555 N. Technology Way 
Orem, UT 84057

At WordPerfect Corporation, we are constantly updating our software and may 
have created a definition for your printer. In the meantime, consult your printer 
manual or manufacturer for a suitable emulation, or select the “Standard Printer” 
definition.

We suggest you do not use the Standard Printer definition to print on a laser 
printer, as many features are lost.

Select
Use this option (1) to select a printer definition from the Print: Select Printer 
screen. You are immediately returned to the Print menu. All new documents 
are saved with that definition’s formats and settings until you select a different 
printer definition. An asterisk (*) appears next to the currently selected printer 
in the Print: Select Printer screen, and the name of the printer appears next to the 
Select Printer option on the Print menu.

Update
This option (7) is used to update your .PRS (printer resource) files if you receive 
a newer version of a .ALL file. The .ALL files are found on the Printer disks 
and contain all the printer information.
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You can restore a deleted printer definition with List Printer (PRS) Files (4) on 
the Select Printer: Additional Printers menu (see List Printer Files under 
Additional Printers above). 

Edit 
This option (3) is used to change the settings WordPerfect needs to communicate 
properly with a printer listed on the Print: Select Printer screen (see Printer, Edit 
in Reference). 

Help 
Select this option (6) to display the Printer Helps and Hints screen for the 
currently highlighted printer definition. If you have selected a sheet feeder, press 
Switch (Shift-F3) after selecting Help to see the Sheet Feeder Helps and Hints 
screen. 

If you have not selected a sheet feeder. a "No Help Available" message is displayed. 

Printer Not Found 
If your printer is not displayed after you have installed all the .ALL files using 
the Installation Program, send the name of your printer, along with your return 
address and telephone number to: 

Printer Diskette 
Attn: WordPerfect Corporation Information Services 
1555 N. Technology Way 
Orem, UT 84057 

At WordPerfect Corporation, we are constantly updating our software and may 
have created a definition for your printer. In the meantime, consult your printer 
manual or manufacturer for a suitable emulation, or select the "Standard Printer" 
definition. 

We suggest you do not use the Standard Printer definition to print on a laser 
printer, as many features are lost. 

Select 
Use this option (I) to select a printer definition from the Print: Select Printer 
screen. You are immediately returned lo the Print menu. All new documents 
are saved with that definition's formats and settings until you select a different 
printer definition. An asterisk (*) appears next to the currently selected printer 
in the Print: Select Printer screen, and the name of the printer appears next to the 
Select Printer option on the Print menu. 

Update 
This option (7) is used 10 update your .PRS (printer resource) files if you receive 
a newer version of a .ALL file. The .ALL files are found on the Printer disks 
and contain all the printer information. 
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To use Update, rename or delete the old .ALL file from which your .PRS file 
came. Then run the Installation Program, installing the printer disks into the 
same directory as the old .ALL file (hard disk only). Once the disks have been 
installed, go into the Print: Select Printer screen in WordPerfect, highlight a 
printer name, then select Update.

If the sheet feeder in the PRS file you are updating has previously been edited 
in the Printer Program, the prompt “Update the Sheet Feeder? No (Yes)” will 
display to let you choose whether or not to update the sheet feeder information.

You can also update your printer files from within the Installation Program (see the 
Installation Instructions card).

If you are using a two disk drive system (no hard disk), you must still use the 
Installation Program to install the new printer disks. Once the disks have been 
installed, go into the Print: Select Printer screen in WordPerfect, highlight a 
printer name, then select Update.

I f you have altered your old .ALL file or .PRS file with a soft font installation program 
(e.g.. Bitstream Fontware) or with the WordPerfect Printer program, you will probably 
want to rename (using Move/Rename on the List Files menu (F5.Enter,3)) rather than 
delete the .ALL and .PRS files. This way they will still be available if  you want to use 
them (see Font Libraries under Printer Program in Reference).

S e o  A l s o :  P r in t e r ,  E d i t ;  P r i n t i n g — G e n e r a l  I n f o r m a t i o n

Printer Commands

Your printer manual may contain several printer commands that take advantage 
of the special functions of your printer. The Printer Commands feature lets you 
insert these commands into your document.

Important: The commands do not affect the formatting o f your document on the screen.

Be aware that most situations in which you might want to use a printer command 
are taken care of by WordPerfect features. Sometimes the use of printer 
commands leaves the printer in an unpredictable state. Use printer commands 
with care.

1 Move the cursor to where you want to insert the printer command.

2 Press Format (Shift-F8), then select Other (4) from the Format menu.

CD Select Other from the Layout menu.

3 Select Printer Functions (6), select Printer Command (2), then select 
Command (1).

4 Enter the commands to be sent to the printer (see Entering Command Codes 
below).
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To use Update, rename or delete the old .ALL file from which your .PRS file 
came. Then run the Installation Program, installing the printer disks into the 
same directory as the old .ALL file (hard disk only ). Once the disks have been 
installed. go into the Print: Select Printer screen in WordPerfect, highlight a 
printer name. then select Update. 

If the sheet feeder in the .PRS file you are updating has previously been edited 
in the Printer Program. the prompt "Update the Sheet Feeder? No (Yes)'' will 
display to let you choose whether or not to update the sheet feeder information. 

You can also update your primer fi les from within the Installation Program ( see the 
Installation Instructions card). 

If you are using a two disk drive system (no hard disk), you must still use the 
Installation Program to install the new printer disks. Once the disks have been 
installed. go into the Print: Select Printer screen in WordPerfect. highlight a 
printer name, then select Update . 

If _,•ou have altered wmr old .ALL file or. PRS file wirh a soft fonr insra/larion prof!.ram 
(e.g., Bitstream Fontware ) or with the WordPerfect Prinrer program, you will probably 
want to rename (using Mo1,e/Re11ame on rhe Lisr Files menu ( F5.Enter.3 )) rather than 
delete the .ALL and .PRS files. This way they will still be available if you want to use 
them (see Font Libraries under Printer Program in Reference). 

Sc:.>c:.> Also: Printer, Edit ; P.-inting- Gc111.::rnl InfurmiJtion 

Your printer manual may contain several printer commands that take advantage 
of the special functions of your printer. The Printer Commands feature lets you 
insert these commands into your document . 

Important: The commands do 1101 affect the fo rmatting of your document on the screen. 

Be aware that most situations in which you might want to use a printer command 
are taken care of by WordPerfect features. Sometimes the use of printer 
commands leaves the printer in an unpredictable state . Use printer commands 
with care. 

1 Move the cursor to where you want to insert the printer command. 

2 Press Format (Shift-F8). then select Other (4) from the Format menu. 

C8l Select Other from !he Lm·out menu. 

3 Select Printer Functions ( 6 ). select Printer Command (2). then select 
Command (I ). 

4 Enter the commands to be sent to the printer (see £mering Command Codes 
below). 



5 Press Exit (F7) to return to the normal editing screen.

Notes Entering Command Codes
You can enter printer command codes directly into your document from within 
WordPerfect, or you can create a file of printer command codes using BASIC or 
a text editor.

When you enter printer command codes from within WordPerfect, command 
codes less than 32 decimal and greater than 126 must be entered in angle 
brackets (<>). Codes between 32 and 126 decimal (printable characters) may be 
typed or entered in decimal or in angle brackets.

If a large number of codes must be sent to the printer, you may want to create a 
file containing these codes using BASIC or a text editor. If you are using a text 
editor, you must type the true ASCII value and save the file in binary format. 
WordPerfect sends the entire file to the printer.

To insert a printer command file code into a document,

1 Move the cursor to where you want to enter the file.

2 Press Format (Shift-F8), then select Other (4) from the Format menu.

3  Select Other from the Layout menu.

3 Select Printer Functions (6), select Printer Command (2), then select 
Filename (2).

4 Enter the filename, then press Exit (F7) to return to the document.

The contents of the printer command file are not displayed on the screen but are 
sent to the printer when the document is printed.

I f the text o f a printer command prints, your printer is not recognizing it as a printer 
command. Check your printer manual and make sure you have entered the command 
correctly.

You do not need to enter a path with the filename in step 4 above. In fact, any 
path you enter is ignored. The file must be located in the directory specified 
using Path for Downloadable Fonts and Printer Command Files (6) on the Select 
Printer: Edit menu (Shift-F7,s,3) (see Printer, Edit in Reference).

Resetting the Printer
If you send a printer command (whether by itself or in a file) to your printer, 
you may need to reset the printer to make sure that the command does not 
corrupt the remainder of the print job.

Reveal Codes
You can see the printer commands you enter by pressing Reveal Codes (Alt-F3). 
If you select Command (1) from the Format: Printer Functions menu, a Printer 
Command code [Ptr Cmnd.commandsJ is entered in your document. If you 
select Filename (2) from the Format: Printer Functions menu, a Printer
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5 Press Exit (F7) to return to the normal editing screen. 

Entering Command Codes 
You can enter printer command codes directly into your document from within 
WordPerfect. or you can create a file of printer command codes using BASIC or 
a text editor. 

When you enter printer command codes from within WordPerfect, command 
codes less than 32 decimal and greater than 126 must be entered in angle 
brackets (<>). Codes between 32 and 126 decimal (printable characters) may be 
typed or entered in decimal or in angle brackets. 

If a large number of codes must be sent to the printer, you may want to create a 
file containing these codes using BASIC or a text editor. If you are using a text 
editor, you must type the true ASCII value and save the file in binary format. 
WordPerfect sends the entire file to the printer. 

To insert a printer command file code into a document. 

1 Move the cursor to where you want to enter the file. 

2 Press Format (Shift-F8). then select Other (4) from the Format menu. 

ffi Select Other from the Layout menu. 

3 Select Printer Functions (6), select Printer Command (2), then select 
Filename (2) . 

4 Enter the filename. then press Exit (F7) to return to the document. 

The contents of the printer command file are not displayed on the screen but are 
sent to the printer when the document is printed. 

If the text of a printer command prints, your printer is not recognizing it as a printer 
command. Check your printer manual and make sure you have entered the command 
correctly. 

You do not need to enter a path with the filename in step 4 above. In fact. any 
path you enter is ignored. The file must be located in the directory specified 
using Path for Downloadable Fonts and Printer Command Files (6) on the Select 
Printer: Edit menu (Shift-F7 ,s,3) (see Printer, Edit in Reference). 

Resetting the Printer 
If you send a printer command (whether by itself or in a file) to your printer, 
you may need to reset the printer to make sure that the command does not 
corrupt the remainder of the print job. 

Reveal Codes 
You can see the printer commands you enter hy pressing Reveal Codes (Alt-F3). 
If you select Command ( 1) from the Format: Printer Functions menu. a Printer 
Command code [Ptr Cmnd.cmnmandsj is entered in your document. If you 
select Filename (2) from the Format: Printer Functions menu, a Printer 
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Printer Control

Notes

Command File code [Ptr Cmnd’.filename] is entered in your document. These 
commands are not displayed in the normal editing screen.

See Also: Print, Document on Disk; Print, Document on Screen;
P r i n t i n g — G e n e r a l  I n f o r m a t io n

When you send a document or part of a document to the printer, WordPerfect 
creates a print job. You can have several print jobs waiting to be printed. The 
Printer Control screen provides a way to manage and check the status of these 
print jobs.

If you receive the message “Press Shift-F7,4 to resume printing,” go to the 
Printer Control screen and read the messages displayed on the “Message:” and 
“Action:” lines to find out what you need to do. See Appendix E: Error 
Messages in Reference for a listing of common error messages.

1 Press Print (Shift-F7) to display the Print menu.

CB Select Print from the File menu.

2 Select Control Printer (4) to display the Printer Control screen.

3 Check the status of the current print job.

and/or

Select an option, then enter any requested information (see the information 
on each option under Notes below).

4 P[ ess Exit (F7) to exit the Printer Control screen.

Cancel Job(s)
Select this option (I) to cancel one or all print jobs (see Print Job, Cancel in 
Reference).

Current Job
The top half of the Printer Control screen displays detailed information about the 
current print job (e.g., the page number currently printing, the way paper is being 
fed to the printer, the paper type, the job number currently printing). Messages 
are displayed here from time to time that can help you solve most printing 
problems. For example, if your printer is not on-line, the message "Printer not 
accepting data” would be displayed next to “Message.”
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Display Jobs
Displays a list of all the print jobs waiting to be printed (see Print Job, Display 
in Reference).

Go (Start Printer)
Restarts the printer after it has been stopped for a form or print wheel change, 
after you have used the Stop option (see Printing, Stop in Reference), or if your 
paper definition has been set up to prompt you for loading (see Paper Size/Type 
in Reference).

Job List
A list of the first three print jobs, including the current job, is displayed in the 
bottom half of the screen under the Job List heading. WordPerfect numbers each 
job in the order in which it was sent to the printer. When numbering reaches 
999 (or if you exit and restart WordPerfect), it starts over with 1. Each job’s 
destination and Print Options settings are also displayed. If there are more than 
three jobs waiting to print, the number of jobs not shown on the screen is 
displayed (see Print Job, Display in Reference).

R ush  J o b
Moves the specified print job ahead of all other jobs on the print job list (see 
Print Job, Rush in Reference).

Stop
Stops the printer without canceling any print jobs. Use this feature if the paper 
jams, ribbon runs out, etc. After fixing the problem, type g (for Go) twice to 
restart the print job. If WordPerfect had passed page I before you stopped the 
print job, you will be prompted for the page number to restart printing on. The 
default is the page that was printing when you stopped the print job (see 
Printing, Stop in Reference).

When you select this option, a warning appears telling you that you may need to 
reinitialize your printer (see Initialize Printer under Printing—General 
Information in Reference).

Text at the Printer (Buffer)
WordPerfect has no control over text after it has been sent to the printer. If your 
printer has a buffer (a storage area for text waiting to be printed), printing does 
not stop until the buffer is empty. Switching the printer off empties the buffer.

If the buffer is large enough, it may contain more than one print job. Once a 
print job has been completely loaded into the buffer, WordPerfect deletes it from 
the job list and has no control over it. If you switch off the printer with a 
document in the buffer that is no longer on your screen and has not been saved 
on disk, the document is lost.

If you turn off your printer, you may need to reinitialize the printer (if you are 
using downloadable soft fonts) regardless of whether or not there was a
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Printer Functions

Notes

WordPerfect print job in the buffer (see Initialize Printer under 
Printing—General Information in Reference).

Because of the printer’s buffer, your printer may be several pages behind the 
page number displayed on the Printer Control screen.

See Also: Print, Document on Disk; Print, Document on Screen; Print Job, 
Cancel; Print Job, Display; Print Job, Rush; Printing, Stop

After printing a document (or using View Document to look at a document), you 
may notice situations where the text is not printed just how you want. For 
example, you might have too much white space between letters in a word or 
between words. The Printer Functions feature in WordPerfect lets you instruct 
your printer how to handle special printing situations like these.

With the cursor at the point in the document where you want the feature to start,

1 Press Format (Shift-F8), then select Other (4).
C B  S e le c t  O th e r  f r o m  th e  L a y o u t  m e n u .

2 Select Printer Functions (6) to display the Format: Printer Functions menu.

3 Select an option from the menu, then make the desired adjustments (see the 
information for each option under Notes below).

4 Press Exit (F7) to return to the normal editing screen.

Baseline Placement for Typesetters
Normally, text is never printed within the top margin of a page. WordPerfect 
places the top of the first line of text even with the top margin. The letters in
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the line sit right on the baseline, placing the baseline of the text below the top 
margin.

A  TOP MARGIN
A  TEXT 
A  BASELINE

>
F IT r o c t  for- th o  Bn 1 e

4

A Alert: Retirement may be hazardous to your health. A recent 
study conducted by the Institute of Health and Wellness shows that 
Older adults who engage In an exercise program during their 601 s 
and 70's fair better in their 80's.

This is significant because more and more older adults are 
living to see their 85th and 86th birthdays. By 1995. 10% of all 
Americans will be octogenarians.

Also by that date, expenses for hospital care are expected to 
double. This is an important consideration since many insurance 
companies are limited in the amount of medical coverage they can 
extend to older adults.

According to Dr. Dan Maryon, the best way to prepare for the 
age of 80 is to exercise now. "It doesn't really matter what kind 
of exercise program older adults choose. 11 he states, "just as long 
as they are active."

Bicycling
The key to sticking with an exercise program is finding one 

that is enjoyable. For older adults, this means developing a pro­
gram that is not only fun, but also safe. In order to avoid 
injury, the older adult should choose a low-impact activity. For 
many, the answer is to ride the bicycle.

One of the most accessible forms of exercise, bicycling can be 
done in all kinds of weather and at any time of the day. A 20- 
minute to 30-minute ride three times a week is a sufficient 
cardiovascular workout. This can either be done on a conventional 
or stationary bicycle.

A bike ride in the country can be very medicinal. It clears 
the mind, relaxes the body, and enhances the soul. Many 
communities provide maps of bike trails and marked bike routes.

Because WordPerfect places the first baseline of the page below the top margin, 
changing the fonts in that first line of text causes the placement of the baseline 
to vary.

When you want to be precise in placing text on a page, you need that first 
baseline to remain constant. Setting the Baseline Placement for Typesetters 
option (5) to Yes causes the first baseline to be placed even with the top margin 
of the page (i.e., the text sitting on that baseline extends up into the margin). 
This ensures that the first baseline of the page will always be placed in the same 
spot (i.e., even with the top margin), regardless of the font.

This option affects any WordPerfect feature that places text in a specific position 
on the page. For example, if you use Advance (see Advance in Reference) to 
move text down the page a specified distance, the baseline of the line of text is 
placed below that specified distance, unless you set the Baseline Placement for 
Typesetters option to Yes. If you set this option to Yes, the baseline of the text 
being advanced is placed precisely at the measurement you enter.

Once you set this option to Yes, you need to set the Line Height to Fixed 
(Shift-F8,1,4,2) and enter a fixed line measurement (see Line Height in 
Reference).
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For example, with the Baseline Placement for Typesetters option set to Yes, an 
8.5" x 11" page with a 1" top margin and a 1" fixed line height would have 
constant baselines one inch apart on the page, as in the following illustration.

TOP MARGIN 
1" LINE HEIGHT 
BASELINES

Every line on the page will be placed on one of these baselines, regardless of the 
font sizes you use.

Codes
A code is inserted into your document at the point where you select a printer 
function. The setting remains in effect from that point forward in the document.

Kerning
This option (1) allows for space reduction between specific letter pairs (e.g., W, 
A) as defined in the .PRS file. This eliminates excessive white space (see 
Kerning in Reference).

Not all printers support kerning.

Leading Adjustment
This option (6) lets you set the amount of spacing assigned to Soft Return codes 
[SRt] and Hard Return codes [HRt] (see Return, Soft and Hard in Reference).

Normally, hard and soft returns are assigned the same amount of spacing. 
However, you might want to add different amounts to these codes in certain 
applications. For example, suppose you wanted to get double-spacing between 
single-spaced paragraphs without having to press Enter twice. Select Leading 
Adjustment (6). and the cursor moves to the Primary [SRt] entry. Press Enter to 
accept the default setting and move the cursor to the Secondary [HRt] entry.
Enter lu  as the value for Hard Return codes [HRt],
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Entering lu  tells WordPerfect to add one line of space in the current unit of 
measurement (see Units o f Measure in Reference) to the amount already allotted 
for a hard return. WordPerfect then calculates the exact measurement for that 
line of space and displays it on the screen in the Secondary [HRt] entry. This 
saves you from having to calculate that measurement.

You can then press Exit (F7) to return to your document. A Leading code 
[Leading:#,##] is inserted into your document, where # is the leading being 
added to Soft Return codes and ## is the leading being added to Hard Return 
codes.

From that point forward when you type single-spaced text, press Enter once to 
separate two paragraphs. WordPerfect inserts the equivalent of two blank lines 
between all paragraphs that are separated by a Hard Return code. This extra 
blank space does not appear in the normal editing screen. You can only see it 
using View Document (Shift-F7,6) or by printing the document.

If you want triple spacing between paragraphs that have double-spaced text (see 
Line Spacing in Reference for details on double spacing text), enter l/2u in the 
Secondary [HRt] entry. This tells WordPerfect to add one half the current 
measurement or, in other words, one line of space to the amount already allotted 
to every H a rd  R e tu r n  c o d e  [H R t] .

Consider another application of this feature: You can enter 2p for both the [SRt] 
and [HRt] options if you want 2 points of leading added to any leading assigned 
to each line (regardless of the point size of the font). This means that you will 
always have 2 extra points of leading added to every line. This adjustment will 
be made whether the line height is fixed or automatic (see Line Height in 
Reference).

You can also enter negative numbers for this feature to decrease the amount of 
leading.

Printer Command
This option (2) lets you enter a string of printer codes or download a file that is 
sent directly to the printer when the document is printed (see Printer Commands 
in Reference).

Word and Letter Spacing
This option (3) lets you fine-tune the spacing between words and/or letters (see 
Word and Letter Spacing in Reference).

Word Spacing Justification Limits
This option (4) adjusts spacing between words in justified text (see Justification 
in Reference).

See Also: Justification; Kerning; Line Height; Printer Commands; Word and 
Letter Spacing
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Printer Program

In order for WordPerfect to print documents with your printer, WordPerfect 
codes must be translated into codes your printer understands. The translations 
are held in the .ALL files that come with WordPerfect. Each .ALL file contains 
translation information for a number of similar printers.

When you select a printer, WordPerfect creates a .PRS file specific to that printer 
from the information in the .ALL file. When you print, WordPerfect uses the .PRS 
file to communicate with your printer. You are editing the PRS file when you go 
into the Select Printer: Edit menu (Shift-F7,s,3) (see Printer, Select in Reference).

The Printer Program is used to make adjustments to .PRS files (or .ALL files) 
that cannot be made in the Select Printer: Edit menu. Although most users will 
never use the Printer Program, some users may use it quite often. Some tasks 
you can perform with the Printer Program require a great deal of technical 
knowledge.

This section describes some of the basic concepts you should know about the 
Printer Program. The Printer Program, Customize Substitute Fonts and Printer 
Program, Modify Automatic Font Changes sections in Reference document two 
of the more common applications associated with the Printer Program.

WordPerfect Corporation has produced a n  e x t e n s i v e  m a n u a l  c a l l e d  W ordP erfect 
Printer Definition Program, A Technical Reference which covers the Printer 
Program in detail. For more information, call the WordPerfect Information 
Services department at (801) 225-5000. This number is not toll free. Be sure to 
specify that you want the manual for WordPerfect version 5.1.

Before starting the Printer Program, you should copy the .PRS or .ALL file you 
want to edit to a diskette or another directory. This file is used as a backup in 
case you are not happy with the editing changes you make.

The Printer Program file (PTR.EXE) needs to be installed properly before using the 
program. I f  you chose not to install the Printer Program when you installed 
WordPerfect, or have not subsequently installed it, you must do so now to use the Printer 
Program (see the Installation Instructions card).

To start the Printer Program,

1 Be sure you have a backup copy of the .PRS or .ALL file you want to edit.

2 Go to the DOS prompt.

3 Enter cd^directory name (where directory name is the name of the directory 
that contains PTR.EXE) to change to the directory where the Printer Program 
is located.

The Installation Program copies this file to the directory where your printer files are 
located (usually C:\WP5I) if you are using a hard disk, or to the diskette you labeled 
"PTR Program” if  you are using a two disk drive system. 4

4 Enter ptr at the DOS prompt to start the Printer Program.
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The !11stallario11 Program copies this file to the directory where your printer files are 
located /usually C:\WP5 I) 1f vou are using a hard disk, or to the diskeue you labeled 
·· PTR Program" if you are using a /wo disk drive system. 

4 Enter ptr at the DOS prompt to start the Printer Program. 



For information on startup options that you can use with the Printer Program, see 
Startup Options below.

5 Once in the Printer Program, press Retrieve (Shift-FlO), then enter the name 
of the file you want to edit (e.g., hplaseii.prs, wphpl.all). You may include 
a full pathname if the file is not in the default directory.

I f  you have forgotten the name o f the .PRS or .ALL file, use the List Files feature (F5) to 
find and retrieve the file. I f you have already saved a file during this session with the 
Printer Program, the name o f that file appears as a default when you press Retrieve 
(Shift-FlO).

Notes Consistency Check
To check for any inconsistencies in the new .PRS or .ALL file, press 
Consistency Check (Ctrl-F2) at the Printers menu (see Menu Structure below). 
The Printer Program performs a consistency check on the printer definition 
currently highlighted. The information about any inconsistencies is saved in a 
file named PRS.ERR (located in the default directory), and the contents of the 
file are displayed on the screen in Look mode (where you can look at but not 
edit the file).

You can scroll up and down in the document w ith  the a rr o w  k e y s ,  o r  u s e  ♦ S e a r c h  

(F2) to go to specific points in the document. If there are no inconsistencies, no 
information is displayed and no PRS.ERR file is created. Press Exit (F7),
Enter, or the Space Bar to exit the document. You can also retrieve the 
PRS.ERR file into WordPerfect.

Subsequent consistency checks (pressing Consistency Check (Ctrl-F2)) will 
replace the PRS.ERR file without prompting you.

Convert to New Format
If a “Convert to New Format? (Y/N) N” message appears when you are 
retrieving a .PRS or .ALL file, the file was created under a version of the Printer 
Program that is older than the one currently on your screen. In most cases, you 
will want to type y to convert the file. Once the file is converted and saved, 
however, you will not be able to retrieve it again into an older version of the 
Printer Program.

Any .PRS or .ALL files that you have customized with 5.0 can be converted to
5.1 format by answering Yes to the “Convert to New Format? (Y/N) N” prompt. 
You can also convert them by using the /convert filename startup option. See 
Startup Options below. However, you may have better results using the printer 
definitions that come with WordPerfect 5.1.

Exiting the Printer Program
To exit the Printer Program, press Exit (F7) at each menu until you arrive at one 
of the seven main menus (see Menu Structure below). Once you arrive at one of 
the seven main menus, press Exit one more time to exit the Printer Program. As 
a short cut to pressing Exit repeatedly, you can press Quit (Alt-F7) to exit from 
anywhere in the program.
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Notes 

For information on startup options that vou can use with the Printer Program. see 
Startup Options below. 

5 Once in the Printer Program, press Retrieve (Shift-F 10), then enter the name 
of the tile you want to edit (e.g., hplaseii.prs, wphpl.all). You may include 
a full pathname if the tile is not in the default directory. 

If you have forgotten the name of the .PRS or .ALL file, use the List Files feature ( FS) to 
find and retrieve the file. If you have already saved a file during this session with the 
Printer Program, the name of that file appears as a default when vou press Retrieve 
(Shift-Ff OJ. 

Consistency Check 
To check for any inconsistencies in the new .PRS or .ALL file, press 
Consistency Check (Ctrl-F2) at the Printers menu (see Menu Structure below). 
The Printer Program performs a consistency check on the printer definition 
currently highlighted. The information about any inconsistencies is saved in a 
file named PRS.ERR (located in the default directory), and the contents of the 
file are displayed on the screen in Look mode (where you can look at but not 
edit the tile). 

You can scroll up and down in the documem wiLh the urrow keys, or use ♦Search 

(F2) to go to specific points in the document. If there are no inconsistencies. no 
information is displayed and no PRS.ERR file is created. Press Exit (F7), 
Enter, or the Space Bar to exit the document. You can also retrieve the 
PRS.ERR tile into WordPerfect. 

Subsequent consistency checks (pressing Consistency Check (Ctrl-F2)) will 
replace the PRS.ERR file without prompting you. 

Convert to New Format 
If a "Convert to New Format? (YIN) N" message appears when you are 
retrieving a .PRS or .ALL file, the tile was created under a version of the Printer 
Program that is older than the one currently on your screen. In most cases, you 
will want to type y to convert the file. Once the file is converted and saved, 
however, you will not be able to retrieve it again into an older version of the 
Printer Program. 

Any .PRS or .ALL tiles that you have customized with 5.0 can be converted to 
5.1 format by answering Yes to the "Convert to New Format? (YIN) N" prompt. 
You can also convert them by using the /convert filename startup option. See 
Startup Options below. However, you may have better results using the printer 
definitions that come with WordPerfect 5.1. 

Exiting the Printer Program 
To ex.it the Printer Program, press Exit (F7) at each menu until you arrive at one 
of the seven main menus (see Menu Structure below). Once you arrive at one of 
the seven main menus. press Exit one more time to exit the Printer Program. As 
a short cut to pressing Exit repeatedly. you can press Quit (Alt-F7) to exit from 

anywhere in the program. 
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The prompts that appear when you exit are the same as in WordPerfect. To save 
changes after pressing Exit (F7) at a main menu or Quit (Alt-F7) from any 
menu, type y to save the file, press Enter (or enter a new filename), then type y 
to replace the current file (or create a new file). Remember to include a .PRS or 
.ALL extension as part of the filename. The actual type of the file and the 
extension must match. If you give a .ALL file a .PRS extension or vice versa, 
the file will no longer be usable by WordPerfect. (If you make this mistake, 
simply rename the file with the correct extension.)

PRS files ore created (extracted from the .ALL file) by WordPerfect when yon select 
printers. I f the file you are using was not created this way, use a .ALL extension.

If you do not want to save the changes, type n when asked if you want to save 
the file. When the exit message appears, type y to exit the Printer Program or 
type n to stay in the Printer Program.

Font Libraries
Font libraries are groups of fonts. Shareable font libraries may have any name 
(up to 36 characters). Non-shareable font libraries have the exact name as the 
printer for which they were created. Fonts in a shareable library can be copied 
to a non-shareable library and vice versa, but only shareable libraries can be 
copied from one .ALL file to another.

Y o u  c a n  u s e  th e  P r in te r  P r o g r a m  to  c r e a t e  a n d  c o p y  fo n ts  w ith in  a  . A L L  ti le  Or
shareable font libraries from one .ALL file to another. This is useful when you 
have added fonts from a third-party software company (e.g., Bitstream Inc.) to 
your 5.0 .ALL files, and you want to copy them to the 5.1 file.

1 Retrieve the 5.0 .ALL file that has the fonts you need into the WordPerfect
5 .1 version Printer Program. If it is a 5.0 file, type y when you are 
prompted to convert the file.

2 Highlight the printer you want to edit and press Enter.

3 At the menu that appears, highlight Fonts and press Enter.

4 Select Add (1), then press Ctrl-Enter.

5 Enter a name to create a shareable font library. 

or

Press Enter without entering a name to create a non-shareable font library.

6 Select Soft (KB) (2).

7 Highlight the library on the list that contains the fonts you want to copy and 
press Enter.

I f  you convert a 5.0 .ALL file, all font libraries will have the same name as the printer 
because they are non-shareable.

8 Use the arrow keys and asterisk (*) to mark each font you want copied to the 
new font library, then select Copy (4).

The prompts that appear when you exit are the same as in WordPerfect. To save 
changes after pressing Exit (F7) at a main menu or Quit (Alt-F7) from any 
menu. type y to save the file. press Enter (or enter a new filename). then type y 
to replace the current tile (or create a new file). Remember to include a .PRS or 
.ALL extension as part of the filename. The actual type of the tile and the 
extension must match. If you give a .ALL file a .PRS extension or vice versa. 
the file will no longer be usable by WordPerfect. (If you make this mistake. 
simply rename the file with the correct extension.) 

PRS files are created ( extracted from the .ALL .file) by WordPerfec1 whe11 you select 
pri11ters. If the file you ilre usi11g was not creilted this Wily, use ii .ALL exte11sio11. 

If you do not want to save the changes, type n when asked if you want to save 
the file. When the exit message appears, type y to exit the Printer Program or 
type n to stay in the Printer Program. 

Font Libraries 
Font libraries are groups of fonts. Shareable font libraries may have any name 
(up to 36 characters). Non-shareable font libraries have the exact name as the 
printer for which they were created. Fonts in a shareable library can be copied 
to a non-shareable library and vice versa, but only shareable libraries can be 
copied from one .ALL file to another. 

You can 11<:e the Printer Program to creut" un<l <.:opy fom~ within a .ALL life or 
shareable font libraries from one .ALL file to another. This is useful when you 
have added fonts from a third-party software company (e.g., Bitstream Inc.) to 
your 5.0 .ALL files, and you want to copy them to the 5.1 file. 

1 Retrieve the 5.0 .ALL tile that has the fonts you need into the WordPerfect 
5. I version Printer Program. If it is a 5.0 tile, type y when you are 
prompted to convert the file. 

2 Highlight the printer you want to edit and press Enter. 

3 At the menu that appears, highlight Fonts and press Enter. 

4 Select Add ( l ), then press Ctrl-Enter. 

5 Enter a name to create a shareable font library. 

or 

Press Enter without entering a name to create a non-shareable font library. 

6 Select Soft (KB) (2). 

7 Highlight the library on the list that contains the fonts you want to copy and 
press Enter. 

If rou con Pert a 5.0 .ALL file. all jcmt libraries 11·i/l /w1•e rhe same llilme as the primer 
because they ilre 11011-shilreilble. 

8 Use the arrow keys and asterisk(*) to mark each font you want copied to the 
new font library, then select Copy (4 ). 



9 Highlight the font library you just created and press Enter.

10 Press Exit (F7) to return to the list of font libraries.

11 Highlight the font library you just created and select Copy (4).

12 Enter the name of the 5.1 .ALL file to which you want to copy the new font 
library.

13 Exit the .ALL file you are editing, then retrieve the .ALL file to which you 
copied the font library.

14 Highlight the printer and press Enter.

15 Highlight Fonts and press Enter.

16 Highlight the font library you copied and type an asterisk (*).

17 Exit and save the .ALL file, then exit the Printer Program.

Help
You can press Help (F3) from any place in the Printer Program to display a 
template for the Printer Program with some information about using the Help 
feature.
If you press Help again, you are placed in a help screen with the cursor on the 
information available for the items in the current menu.

You can display the information for a given feature by pressing the keystrokes 
for the feature (as listed on the template). Other keys, such as Backspace and 
Delete (Del), display a glossary of keystrokes and text describing the keystrokes’ 
purpose.

As with the Help feature in WordPerfect, the Space Bar returns you to the menu.

List Files
A List Files feature has been included in the Printer Program. Whenever you are 
requested to enter a filename, (e.g., when you press Retrieve (Shift-FlO) to 
retrieve a .PRS or .ALL file), you can press List Files (F5), then enter the path 
and filename pattern for the directory you want to see.

The default path that appears when you press List Files (F5) includes the path to 
the current directory, plus an extension in the filename pattern. If you have 
already retrieved a file, the extension is the same as the file you have retrieved.
If you used the /afc or /sub startup options (see Startup Options below), the 
extension is .PRS. Otherwise, the extension is .ALL.

Menu Structure
The Printer Program has seven main menus: Printers, Font Libraries, Sheet 
Feeders, Typefaces, Character Maps, Proportional Spacing Tables, and Kerning 
Tables.
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9 Highlight the font library you just created and press Enter. 

10 Press Exit (F7) to return to the list of font libraries. 

11 Highlight the font library you just created and select Copy (4). 

12 Enter the name of the 5.1 .ALL file to which you want to copy the new font 
library. 

13 Exit the .ALL file you are editing, then retrieve the .ALL file to which you 
copied the font library. 

14 Highlight the printer and press Enter. 

15 Highlight Fonts and press Enter. 

16 Highlight the font library you copied and type an asterisk(* ). 

17 Exit and save the .ALL file. then exit the Printer Program. 

Help 
You can press Help (F3) from any place in the Printer Program to display a 
template for the Printer Program with some information about using the Help 
feature . 

If you press Help again. you are placed in a help screen with the cursor on the 
information available for the items in the current menu. 

You can display the information for a given feature by pressing the keystrokes 
for the feature (as listed on the template). Other keys, such as Backspace and 
Delete (Del), display a glossary of keystrokes and text describing the keystrokes' 
purpose. 

As with the Help feature in WordPerfect. the Space Bar returns you to the menu. 

List Files 
A List Files feature has been included in the Printer Program. Whenever you are 
requested to enter a filename. (e.g .. when you press Retrieve (Shift-FI0) to 
retrieve a .PRS or .ALL file), you can press List Files (FS), then enter the path 
and filename pattern for the directory you want to see. 

The default path that appears when you press List Files (FS) includes the path to 
the current directory. plus an extension in the filename pattern. If you have 
already retrieved a file. the extension is the same as the file you have retrieved. 
If you used the /afc or /sub startup options (see Swrtup Options below), the 
extension is .PRS. Otherwise. the extension is .ALL. 

Menu Structure 
The Printer Program has seven main menus ; Printers, Font Libraries, Sheet 
Feeders. Typefaces. Character Maps. Proportional Spacing Tables, and Kerning 
Tables . 
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When you start the Printer Program, the Printers menu is displayed. By pressing 
the following keys, you can display one of the other six menus:

Font Libraries (Ctrl-FB)
Sheet Feeders (Shift-F8)
Typefaces (Shift-F6)
Character Maps (F4)
Proportional Spacing Tables (F6)
Kerning Tables (Alt-F6)

To return to the Printer menu from one of the other menus, press Printers (F8).

The seven basic menus are lists of printers, font libraries, sheet feeders, 
typefaces, character maps, proportional spacing tables, and kerning tables. You 
can add, delete, rename, or copy any of the listed items.

Each item represents an organized group of information. Some information is 
organized in tables while other information is organized in submenus. By 
placing the cursor on an item listed in a menu and pressing Enter, a table or 
another menu (submenu) is displayed.

When you are in a menu, you can continue moving to the information you need 
to add or edit by placing the cursor on an option and pressing Enter. As you 
move through a series of menus, a “map” is displayed at the top of the screen 
that traces the path through which you moved to reach the current menu or table.
If you use a function key to move to a menu, the map displays only the menu from which 
you started.

You can move back through the path a menu at a time by pressing Exit (F7) 
until you reach the menu where you started. At that point, press Exit again to 
exit the program and save the changes to the .PRS or ALL file. (You can also 
use Quit (Alt-F7) as a shortcut to exit the Printer Program. See Exiting the 
Printer Program above for more information.)

Printer Definition Support Policy
WordPerfect Corporation is committed to providing definitions for a wide variety 
of printers. However, you may have a printer that is not yet supported. If that 
is the case, you can use the Printer Program to create your own printer definition 
(see the WordPerfect Printer Definition Program manual for details).

While the WordPerfect Customer Support department will answer questions 
about currently-defined printer definitions, operators do not have the resources 
available to help you create new printer definitions. However, they will answer 
any questions you may have about the features of the Printer Program.

In addition, Customer Support operators do not have the resources to support a 
printer driver that has been customized (i.e., if you have made changes to the 
printer driver using a font package or the Printer Program).
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When you start the Printer Program, the Printers menu is displayed. By pressing 
the following keys, you can display one of the other six menus: 

Font Libraries (Ctrl -F8) 
Sheet Feeders (Shift-F8) 
Typefaces (Shift-F6) 
Character Maps (F4) 
Proportional Spacing Tables (F6J 
Kerning Tables (Alt-F6) 

To return to the Printer menu from one of the other menus, press Printers (F8). 

The seven basic menus are lists of printers, font libraries, sheet feeders, 
typefaces. character maps. proportional spacing tables, and kerning tables. You 
can add. delete, rename. or copy any of the listed items. 

Each item represents an organized group of information. Some information is 
organized in tables while other information is organized in submenus. By 
placing the cursor on an item listed in a menu and pressing Enter, a table or 
another menu (submenu) is displayed. 

When you are in a menu. you can continue moving to the information you need 
to add or edit by placing the cursor on an option and pressing Enter. As you 
move through a series of menus, a "map" is displayed at the top of the screen 
that traces the path through which you moved to reach the current menu or table. 

If you use a function key to move tu a menu. the map dfaplays only the menu from which 
you started. 

You can move back through the path a menu at a time by pressing Exit (F7) 
until you reach the menu where you started. At that point. press Exit again to 
exit the program and save the changes to the .PRS or ALL file. (You can also 
use Quit (Alt-F7) as a shortcut to exit the Printer Program. See Exiting the 
Printer Program above for more information .) 

Printer Definition Support Policy 
WordPerfect Corporation is committed to providing definitions for a wide variety 
of printers. However, you may have a printer that is not yet supported. If that 
is the case, you can use the Printer Program to create your own printer definition 
(see the WordPerfect Printer Definition Program manual for details). 

While the WordPerfect Customer Support department will answer questions 
about currently-defined printer definitions, operators do not have the resources 
available to help you create new printer definitions. However, they will answer 
any questions you may have about the features of the Printer Program. 

In addition, Customer Support operators do not have the resources to support a 
printer driver that has been customized (i.e., if you have made changes to the 
printer driver using a font package or the Printer Program). 



Printing a Definition
The Text In/Out feature in the Printer Program creates a WordPerfect document 
containing the information in a printer definition. You can retrieve or print this 
document to get an overall view of what is defined for a printer.

1 Retrieve the .PRS or .ALL file.

2 If you retrieved a .ALL file, move the cursor to the definition you want to 
print.

3 Press Text In/Out (Ctrl-F5).

4 Enter a filename (or full pathname) for the document to be created.

I f you do not enter a filename (or pathname) in step 3. the document is saved as 
PTR.OUT in the default directory.

One of two basic versions of the document is created. If the .PRS or .ALL file 
contains only one printer definition, information on every aspect of the definition 
is included in the file. (It may be very long.) If the .PRS or .ALL file contains 
multiple printer definitions, a shorter version of the file is created, containing 
abbreviated information about the definition currently highlighted.

Generally a .PRS file contains only one definition. However, if you want the 
shorter version, you can add a dummy definition using Add (1) at the Printers 
menu, then use the Text In/Out feature (Ctrl-F5). Be sure to delete the dummy 
definition before saving the file.

Startup Options
The following startup options are available for the Printer Program (see DOS and 
WordPerfect in Reference for a general discussion of startup options):

f i l e n a m e

Automatically retrieves the named .PRS or .ALL file into the Printer 
Program (e.g.. ptr a:hplaseii.prs),

/50point filename
Converts a .PRS or .ALL file to 5.1. This maintains line height and spacing 
values but cannot be used with PostScript files.

/afc
Provides a shortcut for getting to the Automatic Font Changes list in the 
program (see Printer Program. Modify Automatic Font Changes in 
Reference.) After starting the Printer Program with this option, you would 
retrieve the .PRS file, cursor to the printer and press Enter, then press Enter 
again at the font for which you want to modify the automatic font changes. 
The Automatic Font Changes list then appears.

/autofont
The /autofont start option allows you to add third-party font information to 
your .All files. For more information on AutoFont, see Printer Program, 
AutoFont in Reference.
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Printing a Definition 
The Text In/Out feature in the Printer Program creates a WordPerfect document 
containing the information in a printer definition. You can retrieve or print this 
document to get an overall view of what is defined for a printer. 

1 Retrieve the .PRS or .ALL file. 

2 If you retrieved a .ALL file, move the cursor to the definition you 'want to 
print. 

3 Press Text In/Out (Ctrl-F5). 

4 Enter a filename (or full pathname) for the document to be created. 

If you do not enter a filename ( or pathname) in step J, the document is saved as 
?TR.OUT in the default directory 

One of two basic versions of the document is created. If the .PRS or .ALL file 
contains only one printer definition. information on every aspect of the definition 
is included in the file. (It may be verv long.) If the .PRS or .ALL file contains 
multiple printer definitions, a shorter version of the file is created, containing 
abbreviated information about the definition cun-ently highlighted. 

Generally a .PRS file <.:ontains only one definition. However, if you want the 

shorter version, you can add a dummy definition using Add (I) at the Printers 
menu, then use the Text In/Out feature (Ctrl-F5 ). Be sure to delete the dummy 
definition before saving the file. 

Startup Options 
The following startup options are available for the Printer Program (see DOS and 
WordPerfect in Reference for a general discussion of startup options): 

filename 
Automatically retrieves the named .PRS or .ALL file into the Printer 
Program (e.g .. ptr a:hplaseii.prs). 

/50point filename 
Converts a .PRS or .ALL file to 5.1. This maintains line height and spacing 
values but cannot be used with PostScript files. 

/afc 
Provides a shortcut for getting to the Automatic Font Changes list in the 
program (see Primer Program, Modify Automatic Font Changes in 
Reference.) After starting the Printer Program with this option, you would 
retrieve the .PRS file. cursor to the printer and press Enter. then press Enter 
again at the font for which you want to modify the automatic font changes. 
The Automatic Font Changes list then appears. 

/autofont 
The /autofont start option allows you to add third-party font information to 
your .All files. For more information on AutoFont, see Printer Program, 
AutnFont in Reference. 
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/convert f i l e n a m e
Converts a .PRS or .ALL file from 5.0 to 5.1 format and exits the Printer 
Program. Using this option is the same as answering Yes to the “Convert to 
New Format? (Y/N) N” prompt (when retrieving the file) and then saving the 
file, except that with this option, the file is immediately converted (there is
no confirmation prompt).

/cp = c o d e  p a g e  n u m b e r
Tells the Printer Program which code page your hardware (BIOS) system 
uses. Setting this option lets you access the proper keyboard and 256- 
character ASCII character set for which your system is preset. The Printer 
Program supports the following code pages: 437 Standard, 850 PC 
Multilingual, 851 Greek, 8510 Greek Alternate, 860 Portuguese, 8600 
Portuguese Alternate, 861 Icelandic, 863 French (Canada), 865 Norwegian 
and Dutch, 895 Czechoslovakian. 866 Russian, and 8660 Russian Alternate.

/mono
Use this option if you have a plasma, LCD, or composite display monitor, 

/sub
Provides a shortcut for getting to the Substitute Fonts list in the program (see 
Printer Program, Customize Substitute Fonts in Reference). After starting 
the Printer Program with this option, you would retrieve the .PRS file, cursor 
to the printer and press Enter, then press Enter again at the font for which 
you want to substitute another font. The Substitute Fonts list then appears.

/units=n
Sets the units of measure to inches, centimeters, points, or WordPerfect units, 
where n is:

i or " for inches 
c for centimeters
p for points 
w for 1200ths of an inch

See Units o f Measure in Reference for more information.

/update in p u tf i le n a m e  o u tp u tf i le n a m e
Copies the font libraries (or font groups) from the input 5.l.ALL file to the 
output 5 .l.ALL file. For example, suppose you have added a font library to 
a .ALL file, then you receive an updated .ALL file from WordPerfect 
Corporation that has enhancements you want to use. You could use this 
option to copy the font information from your modified .ALL file (input file) 
to the updated .ALL file from WordPerfect Corporation (output file). Fonts 
and Font Libraries are thoroughly discussed in WordPerfect Printer 
Definition Program, A Technical Reference, which you can purchase as noted 
above. For information on copying font libraries from a 5.0 .ALL file, see 
also Font Libraries above.
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/convert filename 
Converts a .PRS or .ALL file from 5.0 to 5.1 format and exits the Printer 
Program. Using this option is the same as answering Yes to the "Convert to 
New Format? (Y/N) N .. prompt (when retrieving the file) and then saving the 
file, except that with this option. the file is immediately converted (there is 
no confirmation prompt) . 

!cp=code page number 
Tells the Printer Program which code page your hardware (BIOS) system 
uses. Setting this option lets you access the proper keyboard and 256-
character ASCII character set for which your system is preset. The Printer 
Program supports the following code pages: 437 Standard. 850 PC 
Multilingual, 851 Greek. 8510 Greek Alternate, 860 Portuguese, 8600 
Portuguese Alternate. 861 Icelandic, 863 French (Canada), 865 Norwegian 
and Dutch. 895 Czechoslovakian. 866 Russian. and 8660 Russian Alternate. 

/mono 
Use this option if you have a plasma, LCD, or composite display monitor. 

/sub 
Provides a shortcut for getting to the Substitute Fonts list in the program (see 
Printer Program. Customize Substitute Fonts in Reference) . After starting 
the Printer Program with this option, you would retrieve the .PRS file, cursor 
to the printer and press Enter. then press Enter again at the font for which 
you want to substitute another font. The Substitute Fonts list then appears. 

/units=n 
Sets the units of measure to inches, centimeters, points, or WordPerfect units, 
where n is: 

i or " for inches 
c for centimeters 
p for points 
w for I 200ths of an inch 

See Units of Measure in Reference for more infonnation. 

/update input.filename output.filename 
Copies the font libraries (or font groups) from the input 5.1.ALL file to the 
output 5. 1.ALL file. For example, suppose you have added a font library to 
a .ALL file. then you receive an updated .ALL tile from WordPerfect 
Corporation that has enhancements you want to use. You could use this 
option to copy the font information from your modified .ALL file (input file) 
to the updated .ALL file from WordPerfect Corporation (output file) . Fonts 
and Font Libraries are thoroughly discussed in WordPerfect Printer 
Definition Program, A Technical Reference. which you can purchase as noted 
above. For information on copying font libraries from a 5.0 .ALL file, see 
also Font Libraries above. 



Two Disk Drives
If you are working on a two disk drive system (no hard disk), you can start the 
Printer Program by following these steps.

1 Go to a DOS prompt.

2 Insert the diskette you labeled “PTR Program” in drive A and the diskette 
with your printer file into drive B.

Important: Be sure you have a backup copy o f the file.

3 Enter b: at the DOS prompt to change the default drive to B.

4 Enter a:ptr to start the Printer Program.

See Also: Printer, Select; Printer Program, Customize Substitute Fonts; Printer 
Program, Modify Automatic Font Changes

Printer Program, AutoFont

The WordPerfect Printer Program (PTR.EXE) has a /autofont startup option that 
supports the AutoFont technology recently introduced. This option allows users 
to add third-party font information to their .ALL files. This option affects 
cartridge, built-in, and soft fonts.

For now, PTR/autofont only works with PCL 4 compatible printers such as the 
HP LaserJet Series II for non-scalable typefaces, and with PCL 5 compatible 
printers, such as the HP LaserJet III, that support scalable typefaces.

You must first run the AutoFont Support Installer that the font vendor supplies. 
This creates the AutoFont directory from the root drive (C:\AUTOFONT) and 
installs the GLUE.TXT and TFM files that the Printer Program uses to modify 
the .ALL files.

You can check for the GLUE.TXT and TFM files by looking in the AutoFont 
directory (e.g., dir c:\autofont).

You need to have a copy of PTR.EXE dated 6-29-90 or later. If it is not already 
on your hard disk, run the WordPerfect Installation Program (INSTALL.EXE) on 
the Install/Learn/Utilities 1 diskette to install PTR.EXE. Alternatively, the font 
vendor may have included a disk with a recent copy of the Printer Program.

Each time you use AutoFont Support to add new typefaces to your hard disk, 
you should run PTR/autofont to update your ALL files.

To use PTR/autofont,

1 Switch to the directory where the Printer Program is located (e.g.. cd\wp51 if 
the Printer Program is in the \WP51 directory).

PRINTER PROGRAM, AUTOFONT 5 2 5

Two Disk Drives 
If you are working on a two disk drive system (no hard disk), you can start the 
Printer Program by following these steps. 

1 Go to a DOS prompt. 

2 Insert the diskette you labeled "PTR Program" in drive A and the diskette 
with your printer file into drive B. 

Important: Be sure you have a backup copy of the file. 

3 Enter h: at the DOS prompt to change the default drive to B. 

4 Enter a: ptr to start the Printer Program. 

See Also: Printer, Select; Printer Program, Customize Substitute Fonts; Printer 
Program. Modify Automatic Font Changes 

Printer Program, AutoFont 

The WordPerfect Printer Program (PTR.EXE) has a /autofont startup option that 
supports the AutoFont technology recently introduced. This option allows users 
to add third-party font information to their .ALL tiles. This option affects 
cartridge. built-in. and soft fonts. 

For now, PTR/autofont only works with PCL 4 compatible printers such as the 
HP LaserJet Series II for non-scalable typefaces, and with PCL 5 compatible 
printers. such as the HP LaserJet Ill. that support scalable typefaces. 

You must first run the AutoFont Support Installer that the font vendor supplies. 
This creates the AutoFont directory from the root drive (C:\AUTOFONT) and 
installs the GLUE.TXT and TFM tiles that the Printer Program uses to modify 
the .ALL files. 

You can check for the GLUE.TXT and TFM files by looking in the AutoFont 
directory (e.g .. dir c:\autofont). 

You need to have a copy of PTR.EXE dated 6-29-90 or later. If it is not already 
on your hard disk, run the WordPerfect Installation Program (INSTALL.EXE) on 
the Install/learn/Utilities 1 diskette to install PTR .EXE. Alternatively. the font 
vendor may have included a disk with a recent copy of the Printer Program. 

Each time you use AutoFont Support to add new typefaces to your hard disk, 
you should run PTR/autofont to update your ALL files. 

To use PTR/autofont. 

1 Switch to the directory where the Printer Program is located (e.g .. cd\wp51 if 
the Printer Program is in the \ WP5 l directory ). 
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Notes

2 Enter ptr/autofont. The Printer Program searches available .ALL files and 
displays a list of printers supporting AutoFont. Highlight the printer that you 
want to update with AutoFont information, then choose Select Printer(s) (1) 
to mark the printer. You can then mark additional printers.

or

Enter ptr/autofont filename.all from the DOS prompt, where filename.all is 
the .ALL file that needs added information.

If you want to update multiple .ALL files, do not include the .ALL filename when 
invoking PTRJautofont.

If GLUE.TXT is not in the AutoFont directory of the current drive, you are 
prompted for the path.

The Printer Program looks in the current directory, then the directory that holds 
PTR.EXE, for the required .ALL file. If the Printer Program cannot find the 
.ALL file, it prompts you to enter the full pathname for the file. In this case, 
you should know the location of the .ALL file. If the .ALL file cannot be found, 
you may not have installed your printer .ALL files. You may need to run the 
WordPerfect Install Program to install the .ALL file for your printer.

3 Select Add Autofont (2), then type y to add AutoFont to the selected 
printers. If the Printer Program does not encounter any problems, it displays 
tlie message “Autofont successfully installed. Press any key to continue.' 
Press a key.

4 Press Enter to exit the Printer Program.

For more help with /autofont, press Help (F3) twice from the Printer Program.

Necessary Files
As stated above, you need a copy of the Printer Program (PTR.EXE) dated 6-29­
90 or later. If you installed the Printer Program when you installed your 
WordPerfect 5.1 software, and if you used the default path, PTR.EXE will be in 
your \WP51 directory. You can check for the file and its date by typing a 
command similar to the following from a DOS prompt: dir c:\wp51\ptr.exe. If 
the version you have is earlier than 6-29-90. you need to order a more recent 
copy of the program.

You also need the .ALL file that contains the information used to create your 
printer definition. The default directory during installation for .ALL files is your 
\WP51 directory.

If you are not sure in which directory your printer files are located, go into 
WordPerfect, press Setup (Shift-Fl), then Location of Files (6). The directory 
where WordPerfect looks for your printer files is listed under Printer Files (4).
If the Printer Files directory is not \WP51, use the Printer Files directory instead 
to look for your files.
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Notes 

2 Enter ptr/autofont. The Printer Program searches available .ALL files and 
displays a list of printers supporting AutoFont. Highlight the printer that you 
want to update with AutoFont information. then choose Select Printer(s) (I) 
to mark the printer. You can then mark additional printers. 

or 

Enter ptrlautofont.filename.all from the DOS prompt. where filename.all is 
the .ALL tile that needs added information. 

fl you want to update multiple .ALL files, do not include the .ALL filename when 
in vokinK PTR/aurofonr. 

If GLUE.TXT is not in the AutoFont directory of the current drive. you are 
prompted for the path. 

The Printer Program looks in the current directory, then the directory that holds 
PTR.EXE, for the required .ALL file . If the Printer Program cannot find the 
.ALL file. it prompts you to enter the full pathname for the tile. In this case. 
you should know the location of the .ALL file. If the .ALL file cannot be found, 
you may not have installed your printer .ALL files. You may need to run the 
WordPerfect Install Program to install the .ALL file for your printer. 

3 Select Add Autofont (2 ), then type y to add AutoFont to the selected 
printers . If the Printer Program does not encounter any problems. it displays 
the mcssu,;<: "Autofont , uc:c:c,,fully i11,1c11led. Pre" any key LU continue.· 
Press a key. 

4 Press Enter to exit the Printer Program. 

For more help with /autofont, press Help (F3 ) twice from the Printer Program. 

Necessary Files 
As stated above. you need a copy of the Printer Program (PTR.EXEJ dated 6-29-
90 or later. If you installed the Printer Program when you installed your 
WordPerfect 5. 1 software. and if you used the default path. PTR.EXE will be in 
your \ WPS I directory. You can check for the file and its date by typing a 
command similar to the following from a DOS prompt: dir c:\wpSI\ptr.exe. If 
the version you have is earlier than 6-29-90. you need to order a more recent 
copy of the program. 

You also need the .ALL file that conta ins the information used to create your 
printer definition. The default directory during installation for .ALL files is your 
\WPS I directory. 

lf you are not sure in which directory your printer tiles are located, go into 
WordPertect. press Setup (Shift-F l) , then Location of Files (6) . The directory 
where WordPerfect looks for your printer files is listed under Printer Files (4). 
If the Printer Files directory is not \ WPS I. use the Printer Files directory instead 
to look for your files. 
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PTR/autofont requires two types of files which are created by the font vendors’ 
AutoFont installer: a TFM (Tagged Font Metrics) file for each font, and a 
GLUE.TXT file that tells the Printer Program which fonts to load into specific 
font libraries in the .ALL file. Information extracted from the TFM files include 
character maps, proportional spacing tables, and select strings.

Symbol Sets
You can use the /symset startup option with /autofont. This option allows you to 
add fonts with a specific symbol set. To use this option,

1 Enter ptr/autofont/symset.

This displays a menu of supported symbol sets. Only those fonts in GLUE.TXT 
that support the requested symbol set will be added. You can select the symbol 
set directly by entering PTR/autofont/symset=r, where x is the value from the 
menu for the desired symbol set.

If you do not use the /symset option, the following priorities determine the 
symbol set used for each font. If, in GLUE.TXT, all the symbol sets used in the 
HP III PC-8 (w/subs) character map are available, this map will be used with the 
default symbol set of PC-8. If all the symbols are not available, the DeskTop 
symbol set will be used. If DeskTop is not available, the last symbol set listed 
for the font in GLUE.TXT is selected. ITC Zapf Dingbat fonts are added with 
the PS ITC Zapf Dingbat symbol set. Dingbats map to the WordPerfect 
character set 12.

Typefaces/Fonts
To make your typefaces or fonts active so you can select them within your 
document, perform the following steps after AutoFont has been installed and the 
.ALL file has been updated:

1 Start WordPerfect.

2 Press Print (Shift-F7), then choose Select Printer (s). Highlight your printer, 
then select Edit (3). 3

3 Select Cartridges/Fonts/Print Wheels (4) to change the cartridge and font 
information.

If your typeface collection is on a cartridge,

1 Select Cartridges.

2 Type an asterisk (*) to mark the name of the cartridge you want to install. 

Continue with Step 4 below.

If you are using disk-based typefaces,

1 Select Soft Fonts.

2 Select the AutoFont font group that contains the typefaces you want to use.

3 Mark all the typefaces that you want to use in WordPerfect.
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PTR/autofont requires two types of files which are created by the font vendors' 
AutoFont installer: a TFM (Tagged Font Metrics) file for each font, and a 
GLUE.TXT file that tells the Printer Program which fonts to load into specific 
font libraries in the .ALL file. Information extracted from the TFM files include 
character maps, proportional spacing tables, and select strings. 

Symbol Sets 
You can use the /symset startup option with /autofont. This option allows you to 
add fonts with a specific symbol set. To use this option, 

1 Enter ptr/autofont/symset. 

This displays a menu of supported symbol sets. Only those fonts in GLUE.TXT 
that support the requested symbol set will be added. You can select the symbol 
set directly by entering PTR/autofont/symset=r, where x is the value from the 
menu for the desired symbol set. 

If you do not use the /symset option, the following priorities determine the 
symbol set used for each font. If, in GLUE.TXT, all the symbol sets used in the 
HP III PC-8 (w/subs) character map are available, this map will be used with the 
default symbol set of PC-8. If all the symbols are not available. the DeskTop 
symbol set will be used. If DeskTop is not available. the last symbol set listed 
for the font in GLUE.TXT is selected. ITC Zapf Dingbat fonts are added with 
the PS ITC Zapf Dingbat symbol set. Dingbats map to the WordPerfect 
character set 12. 

Typefaces/Fonts 
To make your typefaces or fonts active so you can select them within your 
document, perform the following steps after AutoFont has been installed and the 
.ALL file has been updated: 

1 Start WordPerfect. 

2 Press Print (Shift-F7), then choose Select Printer (s). Highlight your printer, 
then select Edit (3 ). 

3 Select Cartridges/Fonts/Print Wheels (4) to change the cartridge and font 
information. 

If your typeface collection is on a cartridge, 

1 Select Canridges. 

2 Type an asterisk (*) to mark the name of the cartridge you want to install. 

Continue with Step 4 below. 

If you are using disk-based typefaces, 

1 Select Soft Fonts. 

2 Select the AutoFont font group that contains the typefaces you want to use. 

3 Mark all the typefaces that you want to use in WordPerfect. 

PRINTER PROGRAM . AUTOFONT 527 



You can mark typefaces with an asterisk (*) or a plus (+) symbol, or both, 
depending on the way you choose to use them in WordPerfect. (See Marking 
Cartridges/Fonts/Print Wheels under Cartridges/Fonts/Print Wheels in Reference 
for details.)

Important: M a rkin g  so ft fo n ts  te lls  W ordP erfect w h ich  so ft  fo n ts  y o u  have. You m u s t te ll 
W ordP erfec t w here  these  fo n ts  are b y  sp e c ify in g  a  p a th  usin g  the  P a th  f o r  D o w n lo a d a b le  
F o n ts  a n d  P r in te r  C o m m a n d  F iles  op tion  on the  S e le c t P rin ter: E d it m en u  (S h ift-F 7 .s .3 .6 )  
(see  Printer, Edit in Reference).

4 Press Exit (F7) until you return to the Print: Select Printer menu. Select the 
printer which has the fonts that you just marked, then press Exit (F7) until 
you return to the normal editing screen.

5 Press Font (Ctrl-F8), then select Base Font (4) to select or change fonts 
within your document.

If you select a scalable font, the screen will prompt you to enter a point size.
You can enter any point size ranging from 0.2 point to 999.7 points (about 14 
inches.).

See Also: Cartridges/Fonts/Print Wheels; Printer, Edit

Printer Program, Customize Substitute Fonts

You may want to use the Printer Program for customizing substitute fonts.

Substitute fonts are used by WordPerfect on a character-by-character basis to 
produce characters which are not found in the current font. By assigning 
substitute fonts, you can usually print more characters. A useful application for 
Substitute Fonts involves printing characters in the WordPerfect character sets.

W ordP erfec t se ts  up su b s titu te  fo n ts  f o r  yo u  w hen y o u  se le c t p r in ters . U se the  P rin ter  
P ro g ra m  i f  yo u  w a n t to ch a n g e  the  vray W ordP erfec t has se t them  up.

In the discussion below, “character” refers to a character in one of the 12 
WordPerfect character sets.

When sending characters to the printer, WordPerfect first looks for each 
character in the base font. (If there is an Automatic Font Change (AFC) set up 
for the character set, the AFC font becomes the base font while WordPerfect 
tries to print it.) If the character is found, it is printed. If the character is not 
found, WordPerfect tries to build it using a base character and diacritical. If it 
can't build the character, it looks for it in the substitute fonts for the base font. 
If it can’t find the character in the substitute fonts, WordPerfect prints it in 
graphics (if the printer you are using supports graphics).

The difference between an automatic font change and a substitute font for 
characters in WordPerfect character sets is that an automatic font change is used
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You can mark typefaces with an asterisk (*) or a plus ( + ) symbol. or both, 
depending on the way you choose to use them in WordPerfect. (See Marking 
Cartridges/Fonts/Print Wheels under Cartridges/Fonts/Print Wheels in Refe rence 
for detail s. ) 

Important: Marking soft fon ts tells WordPerfect which soft fonts you have. You must tell 
WordPerfec t where these fo nts are by specifying a path using the Pmh fo r Downloadable 
Fonts and Printer Command Files option 011 the Select Printer: Edit menu (Shift-F7.s.3.6 ) 
(see Printer. Edit in Refe rence). 

4 Press Exit (F7) until you return to the Print: Select Printer menu. Select the 
printer which has the fonts that you just marked, then press Exit (F7) until 
you return to the normal editing screen. 

5 Press Font (Ctrl-F8). then select Base Font (4 ) to select or change fonts 
within your document. 

If you select a scalable font. the screen will prompt you to enter a point size. 
You can enter any point size ranging from 0.2 point to 999.7 points (about 14 
inches.). 

See Also: Cartridges/Fonts/Print Wheels; Printer, Edit 

Printer Program, Customize Substitute Fonts 

You may want to use the Printer Program for customizing substitute fonts. 

Substitute fonts are used by WordPerfect on a character-by-character basis to 
produce characters which are not found in the cun-ent font. By assigning 
substitute fonts. you can usually print more characters. A useful application for 
Substitute Fonts involves printing characters in the WordPerfect character sets. 

WordPerfect sets up suhstitute fo nts f or you when you select printers. Use the Printer 
Program if you want to change the way WordPerfect has set them up. 

In the discussion below. "character" refers to a character in one of the 12 
WordPerfect character sets. 

When sending characters to the printer, WordPerfect first looks for each 
character in the base font. (If there is an Automatic Font Change (AFC) set up 
for the character set, the AFC font becomes the base font while WordPerfect 
tries to print it.) If the character is found. it is printed. If the character is not 
found , WordPerfect tries to build it using a base character and diacritical. If it 
can't build the character, it looks for it in the substitute fonts for the base font. 
If it can ·1 find the character in the substitute fonts. WordPerfect prints it in 
graphics ( if the printer you are using supports graphics). 

The difference between an automatic font change and a substitute font for 
characters in WordPerfect character sets is that an automatic font change is used 
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for every character in a specific character set, while a substitute font is used only 
for missing characters, but in all character sets.

Up to nine substitute fonts are assigned by WordPerfect when you create, edit, or 
update a PRS file. You can use the Substitute Font feature in the Printer 
Program to assign and prioritize up to nine substitute fonts.

For example, suppose your Times Roman 10 point font contains many more 
characters than your Courier 10 point font. If you like to use Courier 10 point 
as normal text but need to print characters that font does not contain, you should 
assign the Times Roman 10 point as a substitute font for the Courier 10 point 
font.

Keep in mind that the substitute characters come from a different font and may 
be in a different typeface, size, or weight than the current font. Also, as 
WordPerfect searches through substitute fonts, the amount of time needed to 
print a document may increase.

To assign substitute fonts,

1 Enter p t r / s u b  at the DOS prompt to start the Printer Program.

2 Press Retrieve (Shift-FlO) and enter the filename of your printer (.PRS) file.
Include the .PRS extension. If you are not sure of the filename, check the Select 
Printer: Edit menu (Shift-F7,s,3) in WordPerfect before you start the Printer 
Program (see Printer, Select in Reference), or use the List Files feature (F5) at 
the “File to be Retrieved:” prompt.

3 Highlight the printer you want, then press Enter to display the list of fonts 
for the printer file.

4 Move to the font for which you want to assign a substitute font, then press 
Enter.

5 Move to the font you want as a substitute for the font you highlighted in step
4.

6 Type a priority indication l-9  (1 is first priority), or type an asterisk (*) to 
have the Printer Program use the next priority.

Priority numbers are automatically updated as you make editing changes to the 
substitute fonts list.

7 Repeat steps 5 and 6 to mark additional substitute fonts.

8 Press Exit (F7) to return to the list of fonts.

9 Repeat steps 4 through 9 to assign substitute fonts to any other fonts.

10 Press Quit (Alt-F7). then type y to begin saving the file.

11 Press Enter, then type y to replace the old file with the new file.

or

Enter a new filename.
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for every character in a specific character set, while a substitute font is used only 
for missing characters, but in all character sets. 

Up to nine substitute fonts are assigned by WordPerfect when you create, edit, or 
update a PRS file. You can use the Substitute Font feature in the Printer 
Program to assign and prioritize up to nine substitute fonts. 

For example, suppose your Times Roman IO point font contains many more 
characters than your Courier 10 point font. If you like to use Courier 10 point 
as normal text but need to print characters that font does not contain. you should 
assign the Times Roman IO point as a substitute font for the Courier IO point 
font. 

Keep in mind that the substitute characters come from a different font and may 
be in a different typeface, size, or weight than the current font. Also, as 
WordPerfect searches through substitute fonts, the amount of time needed to 
print a document may increase. 

To assign substitute fonts, 

1 Enter ptr/sub at the DOS prompt to start the Printer Program. 

2 Press Retrieve (Shift-FI0) and enter the filename of your printer (. PRS) file . 

Include the .PRS extension. If you are not sure of the filename, check the Select 
Printer: Edit menu (Shift-F7,s,3) in WordPerfect before you start the Printer 
Program (see Prime,; Select in Reference). or use the List Files feature (F5) at 
the "File to be Retrieved:" prompt. 

3 High I ight the printer you want, then press Enter to display the list of fonts 
for the printer tile. 

4 Move to the font for which you want to assign a substitute font. then press 
Enter. 

5 Move to the font you want as a substitute for the font you highlighted in step 
4 . 

6 Type a priority indication 1- 9 (I is first priority ), or type an asterisk(*) to 
have the Printer Program use the next priority. 

Priority numbers are automatically updated as you make editing changes to the 
substitute fonts list. 

7 Repeat steps 5 and 6 to mark additional substitute fonts . 

8 Press Exit (F7) to return to the list of fonts. 

9 Repeat steps 4 through 9 to assign substitute fonts to any other fonts . 

10 Press Quit (Alt-F7). then type y to begin saving the file. 

11 Press Enter. then type y to replace the old file with the new file . 

or 

Enter a new filename. 
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If you are entering a new filename, be sure to include the PRS extension. 

12 Type n to clear the screen and remain in the Printer Program. 

or

Type y to exit the Printer Program.

Notes Startup Option
The /sub startup option provides a shortcut to moving to the Substitute Fonts list 
in the Printer Program. For more information, see Startup Options under Printer 
Program in Reference.

Subsequent Editing of .PRS Files in WordPerfect
Once you use the Printer Program to change substitute fonts in the .PRS file, you 
may be asked if you want new substitute fonts when you edit or update the .PRS 
file in WordPerfect.

For example, after editing a PRS file in the Printer Program, you may go into 
WordPerfect and mark a cartridge on the Cartridges/Fonts/Print Wheels feature. 
When you exit, you will be prompted with “Do you want new substitute fonts?” 
Typing y at this prompt causes WordPerfect to select new substitute fonts for the 
fonts in the .PRS hie. Changes you made using the Printer Program are 
overwritten as WordPerfect selects new substitute fonts. Typing n leaves 
existing substitute fonts as they are. In this case, the newly-marked cartridge 
fonts will not have substitute fonts unless you then use the Printer Program to set 
them up.

Testing Substitute Fonts
One way to see if the substitute fonts have been set up correctly is to retrieve the 
CHARMAP.TST document into WordPerfect, move to the top of the document, 
change the Base Font to the font you have selected substitute fonts for in the 
Printer Program, then view or print the document (see Font, Print, and View 
Document in Reference).

If your printer supports graphics, be sure to set Graphics to “Do not print” (see 
Print Quality in Reference) before printing the Hie.

See Also: Printer, Select; Printer Program; Printer Program, Modify Automatic 
Font Changes; Printing—General Information
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If you are entering a new filename. be sure to include the PRS extension. 

12 Type n to clear the screen and remain in the Printer Program. 

or 

Type y to exit the Printer Program. 

Startup Option 
The /sub startup option provides a shortcut to moving to the Substitute Fonts list 
in the Printer Program. For more information. see Srartup Options under Printer 
Program in Refaence. 

Subsequent Editing of .PRS Files in WordPerfect 
Once you use the Printer Program to change substitute fonts in the .PRS tile. you 
may be asked if you want new substitute fonts when you edit or update the .PRS 
tile in WordPerfect. 

For example, after editing a PRS tile in the Printer Program. you may go into 
WordPerfect and mark a cartridge on the Cartridges/Fonts/Print Wheels feature. 
When you exit, you will be prompted with "Do you want new substitute fonts?" 
Typing y at this prompt uiuses WordPerfect to select new substitute fonts for the 
fonts in the .PRS tile. Changes you made using the Printer Program are 
overwritten as WordPerfect selects new substitute fonts. Typing n leaves 
existing substitute fonts as they are. In this case. the newly-marked cartridge 
fonts will not have substitute fonts unless you then use the Printer Program to set 
them up. 

Testing Substitute Fonts 
One way to see if the substitute fonts have been set up correctly is to retrieve the 
CHARMAP.TST document into WordPerfect, move to the top of the document, 
change the Base Font to the font you have selected substitute fonts for in the 
Printer Program. then view or print the document (see Font. Print, and View 
Documelll in Reference) . 

If your printer supports graphics, be sure to set Graphics to "Do not print" (see 
Print Quality in Reference) before printing the tile. 

See Also: Printer, Select Printer Program: Printer Program. Modify Automatic 
Font Changes; Printing- General Information 
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Printer Program, Modify Automatic Font Changes

WordPerfect contains several attributes on its Font (Ctrl-F8) key. Italics, Large, 
Fine, and Double Underline are a few examples of these attributes. Fonts are 
automatically assigned to an attribute when you create or edit a .PRS file in 
WordPerfect. Usually, the attribute fonts are various weights or point sizes of 
the current font typeface. You may want to modify the font attributes 
assignments with the Automatic Font Changes feature in the Printer Program.
See Printer Program, Customize Substitute Fonts for additional information on 
automatic font changes, and on substitute fonts, which are closely related to 
automatic font changes.

For example, if the current font is Courier 10 point, then WordPerfect usually 
assigns Courier Bold 10 point (if that font is available) to the Bold attribute. 
Likewise, if the current font is Courier 10 point, the font assigned to the Large 
attribute usually has a Courier typeface with a point size larger than 10 (if such a 
font is available).

If an attribute cannot be created with another font, WordPerfect may try another 
method to create the attribute (e.g., double-striking for Bold, underlining for 
Italics).

To modify automatic font changes.

1 Enter ptr/afc at the DOS prompt to start the Printer Program (see Startup 
Option below).

2 Press Retrieve (Shift-FlO), then enter the filename of your printer (.PRS) 
file.

Include the .PRS extension. If you are not sure of the filename, check the Select 
Printer: Edit (Shift-F7,s,3) menu before starting the Printer Program (see Printer, 
Select in Reference), or use the List Files feature (F5) at the “File to be 
Retrieved:" prompt.

3 Press Enter to display the list of fonts selected for your printer.

4 Move the cursor to the base font whose attributes you want to change, then 
press Enter to display the Automatic Font Changes list.

5 Move to the attribute whose font assignment you want to change, then press 
Enter.

6 Move to the font you want to assign to that attribute, then type an asterisk 
(*) next to the font (or press Enter, then type y).

7 Press Exit (F7) to return to the list of attributes.

8 Make changes to other attributes by following steps 5 through 7.

9 Press Exit (F7) to return to the list of fonts.

10 Repeat steps 4 through 9 to make automatic font changes to other fonts.

11 Press Quit (Alt-F7), then type y to begin saving the file.
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Printer Program, Modify Automatic Font Changes 

WordPerfect contains several attributes on its Font (Ctrl-F8) key. Italics, Large. 
Fine, and Double Underline are a few examples of these attributes. Fonts are 
automatically assigned to an attribute when you create or edit a .PRS file in 
WordPerfect. Usually. the attribute fonts are various weights or point sizes of 
the current font typeface. You may want to modify the font attributes 
assignments with the Automatic Font Changes feature in the Printer Program. 
See Printer Program. Customize Substitllfe Fonts for additional information on 
automatic font changes, and on substitute fonts, which are closely related to 
automatic font changes. 

For example, if the current font is Courier 10 point, then WordPerfect usually 
assigns Courier Bold 10 point (if that font is available) to the Bold attribute. 
Likewise, if the current font is Courier 10 point, the font assigned to the Large 
attribute usually has a Courier typeface with a point size larger than 10 (if such a 
font is available) . 

If an attribute cannot be created with another font, WordPerfect may try another 
method to create the attribute (e.g., double-striking for Bold. underlining for 
Italics). 

To modify automatic font changes. 

1 Enter ptr/afc at the DOS prompt to start the Printer Program (see Startup 
Option below). 

2 Press Retrieve (Shift-FI0), then enter the filename of your printer (.PRSJ 
file. 

Include the .PRS extension . If you are not sure of the filename, check the Select 
Printer: Edit (Shift-F7.s,3) menu before starting the Printer Program (see Printe1: 
Select in Reference), or use the List Files feature (FS) at the "File to be 
Retrieved:" prompt. 

3 Press Enter to display the list of fonts selected for your printer. 

4 Move the cursor to the base font whose attributes you want to change, then 
press Enter to display the Automatic Font Changes list. 

5 Move to the attribute whose font assignment you want to change, then press 
Enter. 

6 Move to the font you want to assign to that attribute, then type an asterisk 
(*) next to the font (or press Enter, then type y). 

7 Press Exit (F7) to return to the list of attributes. 

8 Make changes to other attributes by following steps 5 through 7. 

9 Press Exit (F7) to return to the list of fonts . 

10 Repeat steps 4 through 9 to make automatic font changes to other fonts . 

11 Press Quit (Alt-F7), then type y to begin saving the file. 
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12 Press Enter, then type y to replace the old file with the new file. 

o r

Enter a new filename.

If you are entering a new filename, be sure to include the .PRS extension.

13 Type n to clear the screen and remain in the Printer Program. 

o r

Type y to exit the Printer Program.

Notes Attributes, Character Sets, and Orientations
Also included among the attributes on the Automatic Font Change menu are the 
names of character sets and font orientations. By following the steps above, you 
can assign a font to those character sets or orientations.

After assigning a font to an attribute and saving the change, all characters for 
that attribute come from the assigned font. In addition, additional attributes will 
come from the assigned font’s automatic font changes.

For example, if text is formatted for extra large and italics, WordPerfect switches 
to the font assigned to extra large, then uses the italics automatic font change for 
that extra large font to print the italicized text. I f  y o u  w a n t e d  to change the 
setting, you would start the Printer Program, go into the Automatic Font Change 
for the font assigned to extra large, then look for the setting for italics.

The same is true for an orientation. After assigning a font to an orientation and 
saving the change, all characters for that orientation come from the assigned font. 
Additional attributes will come from the assigned font's automatic font changes.

After assigning an automatic font change to a character set, WordPerfect 
switches to that font for every character in that character set. The switch is done 
on a character set-by-character set basis.

Because WordPerfect switches to the character set automatic font change only 
for specific character sets, text that uses multiple character sets will print in 
different fonts, which may not look as you expect.

Delete Font Selection
A font selection can be cleared from the automatic font change list by following 
steps 1 through 6 above, then placing the cursor on the font selection and 
pressing Backspace or Delete.

Small Caps
If a font is selected for small caps, WordPerfect checks to see if it is a true small 
caps font. If it is, all the characters are printed in that font. If it is not, 
WordPerfect converts lowercase letters to uppercase and prints them in the 
selected font. Uppercase letters are printed in the current font. In order for
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Notes 

12 Press Enter, then type y to replace the old tile with the new tile. 

or 

Enter a new filename. 

If you are entering a new filename. be sure to include the .PRS extension. 

13 Type n to clear the screen and remain in the Printer Program. 

or 

Type y to exit the Printer Program. 

Attributes, Character Sets, and Orientations 
Also included among the attributes on the Automatic Font Change menu are the 
names of character sets and font orientations. By following the steps above. you 
can assign a font to those character sets or orientations. 

After assigning a font to an attribute and saving the change, all characters for 
that attribute come from the assigned font. In addition, additional attributes will 
come from the assigned font's automatic font changes. 

For example, if text is formatted for extra large and italics, WordPerfect switches 
to the font assigned to extra large. then uses the italics automatic font change for 
that extra large font to print the italicized text. If you w:inted to ch:inge the 
setting. you would start the Printer Program. go into the Automatic Font Change 
for the font assigned to extra large, then look for the setting for italics. 

The same is true for an orientation. After assigning a font to an orientation and 
saving the change, all characters for that orientation come from the assigned font. 
Additional attributes will come from the assigned font's automatic font changes. 

After assigning an automatic font change to a character set, WordPerfect 
switches to that font for every character in that character set. The switch is done 
on a character set-by-character set basis. 

Because WordPerfect switches to the character set automatic font change only 
for specific character sets. text that uses multiple character sets will print in 
different fo nts, which may not look as you expect. 

Delete Font Selection 
A font selection can be cleared from the automatic font change list by following 
steps I through 6 above, then placing the cursor on the font selection and 
pressing Backspace or Delete. 

Small Caps 
If a font is selected for small caps, WordPerfect checks to see if it is a true small 
caps font. If it is, all the characters are printed in that font. If it is not, 
WordPerfect converts lowercase letters to uppercase and prints them in the 
selected font. Uppercase letters are printed in the current font. In order for 
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<
 <3

small caps to print as expected, a font should be selected that is about 80% of 
the size of the base font.

IN REVEAL CODES
TRUE SMALL CAPS FONT, 
SAME POINT SIZE

A  NOT TRUE SMALL CAPS 
FONT, SAME POINT SIZE

A  NOT TRUE SMALL CAPS 
FONT, SMALLER POINT 
SIZE

P rin ting— G eneral

In the example below, the first sentence shows how the text looks in Reveal 
Codes. Depending on the font selected for small caps, you might get any one of 
the last three sentences as the result when this sentence is printed.

This is in [SM CAP]small caps[sm cap]«3 

This is in SMALL CAPS<

This is in SMALL CAPS<3 

This is in SMALL CAPS <

Startup Option
The /afc startup option is a shortcut to moving to the Automatic Font Change list 
in the Printer Program. For more information, see Startup Options under Printer 
Program in Reference.

Subsequent Editing of .PRS Files in WordPerfect
O nce you use the P rin ter P rogram  to m odify au tom atic  fon t changes in the .PRS
file, you may be asked if you want new automatic font changes when you edit or 
update the PRS file in WordPerfect.

For example, after editing a .PRS file in the Printer Program, you may go into 
WordPerfect and mark a cartridge on the Cartridges/Fonts/Print Wheels feature. 
When you exit, you will be prompted with “Do you want automatic font 
changes?”. Typing y at this prompt causes WordPerfect to select new automatic 
font changes for the fonts in the .PRS file. Changes you made using the Printer 
Program are overwritten as WordPerfect selects new automatic font changes. 
Typing n leaves existing automatic font changes as they are. In this case, the 
newly-marked cartridge fonts will not have automatic font changes unless you 
then use the Printer Program to set them up.

See Also: Printer, Select; Printer Program; Printer Program, Customize 
Substitute Fonts; Printing—General Information

In fo rm ation

No word processing program would be complete without a way to print the 
documents you create on your screen. The Print feature in WordPerfect lets you 
print part or all of a document currently on the screen or one that has been 
previously saved to disk.
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A. IN REVEAL CODES 

A.I. TRUE SMALL CAPS FONT. 
SAME POINT SIZE 

A NOT TRUE SMALL CAPS 
FONT. SAME POINT SIZE 

& NOT TRUE SMALL CAPS 
FONT. SMALLER POINT 
SIZE 

small caps to print as expected. a font should be selected that is about 80% of 
the size of the base font. 

In the example below. the first sentence shows how the text looks in Reveal 
Codes. Depending on the font selected for small caps, you might get any one of 
the last three sentences as the result when this sentence is printed. 

This is in [SM CAP]small caps[sm cap]<! 

This is in SM ALL CAPS ~ 

This is in SMALL CAPS~ 

This is in SMALL CAPS ~ 

Startup Option 
The /afc startup option is a shortcut to moving to the Automatic Font Change list 
in the Printer Program. For more information, see Srartup Options under Printer 
Program in Reference. 

Subsequent Editing of .PRS Files in WordPerfect 
On..:c you use the Printer Program 10 modify automatic font changes in the .PRS 
file. you may be asked if you want new automatic font changes when you edit or 
update the PRS file in WordPerfect. 

For example, after editing a .PRS file in the Printer Program, you may go into 
WordPerfect and mark a cartridge on the Cartridges/Fonts/Print Wheels feature. 
When you exit. you will be prompted with "Do you want automatic font 
changes?". Typing y at this prompt causes WordPerfect to select new automatic 
font changes for the fonts in the .PRS file. Changes you made using the Printer 
Program are overwritten as WordPerfect selects new automatic font changes. 
Typing n leaves existing automatic font changes as they are. In this case, the 
newly-marked cartridge fonts will not have automatic font changes unless you 
then use the Printer Program to set them up. 

See Also: Printer. Select; Printer Program; Printer Program, Customize 
Substitute Fonts; Printing-General Information 

Printing-General Information 

No word processing program would be complete without a way to print the 
documents you create on your screen. The Print feature in WordPerfect lets you 
print part or all of a document currently on the screen or one that has been 
previously saved to disk. 
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You can print a block of the document on the screen, selected pages of a 
document from either the screen or disk, and you can also print the document 
summary (see Print, Document on Disk and Print, Document on Screen in 
Reference for details).

Notes .ALL and ,PRS Files
Whenever you send a document to the printer, WordPerfect needs to translate 
that document into commands that the printer can understand. The information 
WordPerfect needs to communicate with your printer is stored in a .PRS (Printer 
Resource) file. This file is created when you select a printer, either while 
installing WordPerfect (see Printer Installation under The Basics in Reference) or 
later from the Select Printer: Edit menu (Shift-F7,s,3) (see Printer, Select in 
Reference).

Important: W o rd P e rfec t c a n n o t p r in t  a n y th in g  u n le ss  y o u  h a v e  a  p r in te r  se le c te d .

The information in a .PRS file is copied from a much larger file (a .ALL file) 
that contains all the information WordPerfect Corporation currently provides for 
your printer (as well as several other printers). .ALL files (i.e., files with a 
.ALL extension) are included on printer diskettes shipped with your WordPerfect 
package.

The set of commands for a printer in a .PRS file is often called the printer 
d e f i n i t i o n .  W h e n  you e d i t  a p r i n t e r  d e f i n i t i o n  from the Select Printer: Edit menu, 
your changes are made to the .PRS file. The Printer Program is available for 
you to make more extensive changes to your printer definition (see Printer 
Program in Reference).

Background Printing
The Print feature is designed to let you continue working in the document screen 
while you are printing (this is called "background printing”). When you print a 
document (whether from the screen or from disk) a copy of the document is sent 
to the printer. If you are printing a document from the screen, you are 
automatically returned to the normal editing screen. If you are printing a 
document from disk, press Exit (F7) to return to the normal editing screen to 
continue working.

Important: I f  y o u  a r e  p r in tin g  g r a p h ic s  o r  d o w n lo a d in g  s o f t  f o n ts ,  p r in t in g  s p e e d  is  
d r a m a t ic a l ly  in c r e a s e d  i f  y o u  re m a in  in th e  P r in te r  C o n tr o l s c re e n  o r  i f  y o u  d o  n o t s e le c t  
a n y  f e a tu r e s  w h ile  in th e  n o rm a l e d it in g  sc reen .

Graphics
If your printer prints graphics, you can use the Print feature to print a page or 
document that includes graphics or .DRS characters (see Printable Characters 
below).

Important: I f  y o u  a re  p r in tin g  la rg e , f u l l - p a g e  g r a p h ic s  o r  s e v e r a l  g r a p h ic s  on  a  s in g le  
p a g e  to  a  la s e r  p r in te r , a n d  n o t a l l  o f  th e  g r a p h ic s  p r in t  c o m p le te ly , y o u r  la s e r  p r in te r  
m a y  h a v e  in su ffic ie n t m e m o ry  f o r  th a t p r in t  jo b .
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Notes 

You can print a block of the document on the screen, selected pages of a 
document from either the screen or disk. and you can also print the document 
summary (see Print, Document on Disk and Prim, Document on Screen in 
Reference for details) . 

. ALL and .PRS Files 
Whenever you send a document to the printer, WordPerfect needs to translate 
that document into commands that the printer can understand . The information 
WordPerfect needs to communicate with your printer is stored in a .PRS (Printer 
Resource) file. This file is created when you select a printer, either while 
installing WordPerfect (see Printer Installation under The Basics in Reference) or 
later from the Select Printer: Edit menu (Shift-F7 ,s,3) (see Printer, Select in 
Reference). 

lmporta11t: WordPerfect canno1 prillf anythi11g unless you have a printer selected. 

The information in a .PRS file is copied from a much larger file (a .ALL file) 
that contains all the information WordPerfect Corporation currently provides for 
your printer (as well as several other printers). .ALL files (i.e., files with a 
.ALL extension) are included on printer diskettes shipped with your WordPerfect 
package . 

The set of commands for a printer in a .PRS file is often called the printer 
definition. When you edit a printer definition from the Select Printer: Edit menu . 
your changes are made to the .PRS file. The Printer Program is available for 
you to make more extensive changes to your printer definition (see Printer 

Program in Reference). 

Background Printing 
The Print feature is designed to let you continue working in the document screen 
while you are printing (this is called "background printing"). When you print a 
document (whether from the screen or from disk) a copy of the document is sent 
to the printer. If you are printing a document from the screen. you are 
automatically returned to the normal editing screen. If you are printing a 
document from disk. press Exit (F7) to return to the normal editing screen to 
continue working. 

Important: If you are pri11ti11g graphics or do1n1loadi11g soft fo11ts. priming speed is 
dramatically i11creased if you remai11 in the Primer Comrol scree11 or if you do not select 
any features while i11 the 11ormal edi1i11g screen. 

Graphics 
If your printer prints graphics, you can use the Print feature to print a page or 
document that includes graphics or .DRS characters (see Printable Characters 

below). 

lmporta11t: If yo11 are pri111i11J? /a,"f?e, fit/I-page graphio or several graphics 011 a si11gle 
page to a laser pri11te1; a11d not all of the graphics print complete/); yottr laser printer 
may have insufficient memory for that prillf job. 
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If you have a PostScript printer capable of printing color graphics, you can print 
color graphics images in color. If not, color graphics images are printed in black 
and white using shading or fill patterns.

Initialize Printer
This option is found on the Print screen (Shift-F7,7). Use it only if you have a 
printer with soft fonts that you have marked with an asterisk (*) (see M a r k in g  

C a r t r i d g e s / F o n t s / P r i n t  W h e e ls  under C a r t r i d g e s / F o n t s / P r i n t  W h e e ls  in R e f e r e n c e )  

to load those fonts into the printer. You should use it every time you turn on 
your printer prior to the print job. When you select this option, type y to 
confirm initialization, and the soft fonts you have marked with an asterisk (*) 
(meaning initially present) are downloaded to the selected printer to be readily 
available for printing (see C a r t r i d g e s / F o n t s / P r i n t  W h e e ls  in R e f e r e n c e ) .

Landscape/Portrait Printing
Landscape printing means that text is printed parallel to the long edge of the 
form. Portrait printing prints text parallel to the short edge of the form. Some 
printers rotate their fonts (or have landscape fonts available) to print in 
landscape, while others do not.
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If you have a PostScript printer capable of printing color graphics, you can print 
color graphics images in color. If not. color graphics images are printed in black 

and white using shading or till patterns. 

Initialize Printer 
This option is found on the Print screen (Shift-F7,7) . Use it only if you have a 
printer with soft fonts that you have marked with an asterisk (*) (see Marking 
Cartridges/Funt.1/Prim Wheels under Cartridges/Fo11r1/Pri111 Wheels in Reference) 

to load those fonts into the printer. You should use it every time you turn on 
your printer prior to the print job. When you select this option, type y to 
confirm initialization, and the soft fonts you have marked with an asterisk ( *) 

(meaning initially present) are downloaded to the selected printer to be readily 
available for printing (see Cartridge.1/Fu11r.1/Pri111 Wheels in Reference). 

Landscape/Portrait Printing 
Landscape printing means that text is printed parallel to the long edge of the 
form. Portrait printing prints text parallel to the shon edge of the form. Some 
printers rotate their fonts (or have landscape fonts available) to print in 
landscape, while others do not. 
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< 4 LANDSCAPE PRINTING 
PORTRAIT PRINTING

<

If your printer cannot rotate its fonts and does not have landscape fonts available 
(e.g., dot matrix and daisy wheel printers), the only way you can print in 
landscape is by inserting the paper lengthwise into the printer.

If your printer can rotate its fonts (e.g., most laser printers), you must change the 
font type or select a landscape font to print in landscape (see Font Type under 
Paper Size/Type in Reference).

See Printing, Landscape in Reference for details on landscape and portrait 
printing.

Paper Size/Type
This feature tells WordPerfect what size and kind of paper you will be printing 
on. The code inserted specifies the dimensions and name of the form (see Paper 
Size/Type in Reference).
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A LANDSCAPE PAINTING 

A PORTRAIT PAINTING 
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If your printer cannot rotate its fonts and does not have landscape fonts available 
(e.g., dot matrix and daisy wheel printers), the only way you can print in 
landscape is by inserting the paper lengthwise into the printer. 

If your printer can rotate its fonts (e.g., most laser printers), you must change the 
font type or select a landscape font to print in landscape (see Font T\'pe under 
Paper Size/Type in Refe rence). 

See Printing, Landscape in Reference for details on landscape and portrait 
printing. 

Paper Size/Type 
This feature tells WordPerfect what size and kind of paper you will be printing 
on. The code inserted specifies the dimensions and name of the form (see Paper 
Size/Type in Reference) . 
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Preview Copy
Any document can be printed on any printer, although the appearance may vary 
from printer to printer. When you select a new printer, the document on the 
screen is reformatted to match the capabilities of the new printer.

You can print a "preview” copy of a document even if the document has not 
been formatted for the current printer. Print the document with Document on 
Disk on the Print menu (Shift-F7,3) or Print on the List Files screen (F5,Enter,4) 
without retrieving the document. A message appears stating that the document 
has not been formatted for the current printer. It then asks if you want to 
continue printing. Type y to print on the new printer.

Font selections in the document will be converted to the font most similar on the 
new printer. Other printer-specific codes in the document may also appear 
different in the printout; however, there will be no changes to the document on 
disk. Line endings will remain the same with the new printer, which may cause 
an odd appearance in the printout.

Print Quality
The print quality of a document is determined by the Graphics and Text Quality 
o p t i o n s  o n  t h e  P r i n t  m e n u

Graphics Quality and Text Quality let you print graphic images and text with a 
greater or lesser degree of resolution. However, the higher the quality, the 
longer it takes to print (see Print Quality in Reference).

Printable Characters
WordPerfect is capable of printing all characters found in the WordPerfect 
character sets (see Appendix P: WordPerfect Characters for a list of all the 
character sets). If your printer does not have a particular character available and 
it can print graphics, WordPerfect accesses that character from the .DRS (driver 
resource) file that is included with WordPerfect, and then creates the character as 
a graphic image.

WordPerfect tries to emulate the font currently being used in your document. 
However, WordPerfect has only three fonts it can choose from for this 
emulation: WP Courier, WP Helv, and WP Roman. When WordPerfect creates a 
character graphically, it uses the font among these three that is most like the font 
currently being used.

When WordPerfect tries to access the character from the .DRS file, it looks for 
the .DRS file first in your graphics directory (see Location of Files in 
Reference), then in the directory containing WP.EXE (e.g., C:\WP51). It also 
looks in the printer files directory (see Location o f Files in Reference) and in the 
current default directory. If it cannot find the .DRS file, a space is inserted 
where the character should be.

Your printer must be able to print graphics for this feature to work.

C h a r a c te r s  th a t c a n n o t b e  d is p la y e d  on  th e  sc re e n  a p p e a r  a s  a  box .
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Preview Copy 
Any document can be printed on any printer, although the appearance may vary 
from printer to printer. When you select a new printer, the document on the 
screen is reformatted to match the capabilities of the new printer. 

You can pnnt a .. preview" copy of a document even if the document has not 
been formatted for the current printer. Print the document with Document on 
Disk on the Print menu (Shift-F7,3) or Print on the List Files screen (F5,Enter,4) 
without retrieving the document. A message appears stating that the document 
has not been formatted for the current printer. It then asks if you want to 
continue printing. Type y to print on the new printer. 

Font selections in the document will be converted to the font most similar on the 
new printer. Other printer-specific codes in the document may also appear 
different in the printout: however, there will be no changes to the document on 
disk. Line endings will remain the same with the new printer. which may cause 
an odd appearance in the printout. 

Print Quality 
The print quality of a document is determined by the Graphics and Text Quality 
options on the Print menu 

Graphics Quality and Text Quality let you print graphic images and tt:xt with a 
greater or lesser degree of resolution. However. the higher the quality, the 
longer it takes to print (see Print Q11olity in Reference). 

Printable Characters 
WordPerfect is capable of printing all characters found in the WordPerfect 
character sets (see Appendix P: WordPerfect Characters for a list of all the 
character sets). If your printer does not have a particular character available and 
it can print graphics, WordPerfect accesses that character from the .DRS (driver 
resource) tile that is included with WordPerfect. and then creates the character as 
a graphic image. 

WordPerfect tries to emulate the font currently being used in your document. 
However, WordPerfect has only three fonts it can choose from for this 
emulation: WP Courier, WP Helv, and WP Roman. When WordPerfect creates a 
character graphically, it uses the font among these three that is most like the font 
currently being used. 

When WordPerfect tries to access the character from the .DRS file, it looks for 
the .DRS file first in your graphics directory (see Locafion of Files in 
Reference). then in the directory containing WP.EXE (e.g., C:\WP5 l ). It also 
looks in the printer tiles directory (see Location of Files in Reference) and in the 
current default directory. If it cannot find the .DRS tile, a space is inserted 
where the character should be. 

Your printer must be able to print graphics for this feature to work. 

Characters 1hm cw111ot be displayed 011 the screen appear as a hox. 
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Because these DRS characters are considered text and graphics, their printing is 
affected by both the Text and Graphics Quality settings (see .DRS Characters 
under Print Quality in Reference for details).

Important: Keep in mind that if you try to print a document with many DRS characters, 
the print job will take considerably longer to complete. If the print job is not completed, 
it might be that your printer does not have enough memory.

Printer Control
The Printer Control screen (Shift-F7,4) helps you manage and check the status of 
print jobs. If your printer does not respond when you send all or part of a 
document, check the Printer Control screen for any messages (see Printer 
Control in Reference).

Printer Format
When printing a document from List Files or from disk that is fast saved, that 
needs to be generated, or that is formatted for a different printer, WordPerfect 
attempts to reformat the document. To reformat a document, WordPerfect must 
associate a printer definition (,PRS file) with the document.

WordPerfect uses a .PRS file if a printer selection exists in the setup file 
(WP{ WPJ.SET) for that PRS file. If the PRS file exists, but its printer 
definition is not found in the setup file. WordPerfect reformats the document 
using the currently-selected printer.

Printer Helps and Hints
To display the Printer Helps and Hints screen, highlight the desired printer 
definition on the Print: Select Printer list (Shift-F7,s), then select Help (6). If 
you have selected a sheet feeder for the highlighted printer, press Switch 
(Shift-F3) after selecting Help to see the Sheet Feeder Helps and Hints screen.

Printer Troubleshooting
If nothing happens when you send a document to the printer, display the Printer 
Control screen (Shift-F7,4) to see any explanatory messages that may be 
displayed. These messages often indicate why the printer is not printing and 
what can be done about it (see Appendix E: Error Messages for details on 
printer error messages and Appendix O: Troubleshooting for troubleshooting 
guidelines).

Two-Sided (Duplex) Printing
You can print on both sides of the paper if your printer is capable of duplex 
printing (see Double Sided Printing under Paper Size/ Type in Reference).

See Also: Print, Document on Disk; Print, Document on Screen; Print Options; 
Printer, Select
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Because these DRS characters are considered text and graphics. their printing is 
affected hy hoth the Text and Graphics Quality settings (see .DRS Characters 
under Print Quality in Refnence for details). 

lmporta/11: Keep in mind that if_w11 try to prilll a dnrn111e111 with 111a11y DRS charnuen, 
the pri11t joh will fllkl' co11s idernhlv lnnf!er to compll'ti'. ll the print )oh is 11m completed, 
rt 1111f!l1! he that your printl'r does not hm•e eno11gh memorv. 

Printer Control 
The Printer Control screen (Shift-F7.4) helps you manage and check the status of 
print jobs. If your printer does not respond when you send all or part of a 
document. check the Printer Control screen for any messages (see Printer 
Control in Reference). 

Printer Format 
When printing a document from List Files or from disk that is fast saved. that 
needs to he generated. or that is formatted for a different printer, WordPerfect 
attempts to reformat the document. To reformat a document. WordPerfect must 
associate a printer definition (.PRS file) with the document. 

WordPerfect uses a .PRS file if a printer selection exists in the setup file 
(WPj WPj.SET) for that PRS file. If the PRS file exists. hut its printer 
definition is not found in the setup file. WordPerfect reformats the document 
using the currently-selected printer. 

Printer Helps and Hints 
To display the Printer Helps and Hints screen. highlight the desired printer 
definition on the Print: Select Printer list (Shift-F7,s), then select Help (6). If 
you have selected a sheet feeder for the highlighted printer, press Switch 
(Shift-F3) after selecting Help to see the Sheet Feeder Helps and Hints screen. 

Printer Troubleshooting 
If nothing happens when you send a document to the printer. display the Printer 
Control screen (Shift-F7,4) to see any explanatory messages that may be 
displayed. These messages often indicate why the printer is not printing and 
what can be done about it (see Appendix E: Error Messages for details on 
printer error messages and Appendix 0: Trouhleshooting for troubleshooting 
guidelines). 

Two-Sided (Duplex) Printing 
You can print on both sides of the paper if your printer is capable of duplex 
printing (see Do11h/e Sided Printing under Paper Si;,e/ Trpe in Reference). 

See Also: Print, Document on Disk; Print. Document on Screen; Print Options; 
Printer, Select 
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Printing, Landscape

When printing documents in WordPerfect, you will probably want to print the 
text parallel to the short edge of the paper most of the time (i.e., “portrait” 
printing). Sometimes, however, you may have the need to print the text parallel 
to the long edge of the paper (i.e., “landscape” printing). For example, when 
you print envelopes, the name and address are printed parallel to the long edge 
of the paper.

Portrait printing has been aptly named to coincide with the shape and position o f the 
canvas on most painted portraits. Landscape printing coincides with the shape and 
position o f the canvas on painted landscapes.

PORTRAIT PRINTING 
LANDSCAPE PRINTING
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A PORTRAIT PRINTING 

& LANDSCAPE PRINTING 

When printing documents in WordPerfect. you will probably want to print the 
text parallel to the short edge of the paper most of the time (i.e., "portrait" 
printing). Sometimes, however. you may have the need to print the text parallel 
to the long edge of the paper (i.e., "landscape" printing). For example. when 
you print envelopes, the name and address are printed parallel to the long edge 
of the paper. 

Portrait printing has been aptly named to coincide with the shape and position of the 
canvas on most painted portraits. Landscape printing coincides with the shape and 
position of the canvas on painted landscapes. 

- •o~~ .. : ... H:n •~-~ I01,1~:l,: ~,~•U ~ ... :~~::~· 
Hvu,o to ... ,,..u Utn •nd Uu ~;rt'1.d•1• ay ins. 1: 1 of a:: 
,_,."'""• ••II .. -•"9-•"""• ei.,.,,,..,..,4,t• ••-••o,..,.r1ul~•• .... ••P"<•H•o 
-··· "''" •• - ............. _,s., ... - .,...,. _,,., ,~ ..... ..,,. ::7:-.,;1~: :~:.:1:~~~• •~ U,. -• of _,c,. covu- tr>oy c.on 

lC~o«l"O lO Dr C•~ "",..,.,n <lie DHt • •Y to P••P"•• lor u ... 
~•or~•• u;, o.,-c.JH - •n -•n·t ,.,.11, .,. .. ,, - ~•· .,.., 
<>I , .. ,cuo o•<>o•-.01...,z ""1a!u..,_.. •,.. nru "l•"' u "'''ll 
.. cycu.,. 

..... ,...,. .. ,,.._..,,.. ••uo - •••tt.•- o•ooo•- a. 11..,1,.. -

~~;''\,..'-":n:!.5;',:"';!',;·;;~~=I: 1 ..... ._.S: ..;, .. ~, "0ror 
1or.e•cr,:- :1'1 ~ ... -:"~t-=-•=•I•.!;': ';!.,••;;~~r ~~~~"' c:nl~ 
or nauon,.-,.111,:ycla 

A HU .... 1n U,. -.... .... Can bo ••OT _,,,, ... 1. It ,:lea•• 

=-:!':'! •• ~~;;~~ ::. .':"!' ••• -::' •• ~ .... ~ .::;1,_,.:•"7 ... ,_, ... 
...... •·-:: •• ~"-.:::::.! ... ',:~':.~·~ .. •~;..~,i-::;,1:,--:: i!~ 
-MO< U-"H"• H U I .... •-• aftd ..... OU OU ... t1'0 
"•••• '""~ 1•-ott'C o,rcu.-.;, !:~.;"• ••• , • .,...,,co~•- , ... 

0
1•••- ~""";;' •~ uo,lp ,.•oo• 

O-••-•'"•P••I•••- ~ ••<•• _..,.,., 1 ♦ _,_,,. ,.,,,,,,.. 

tl\u 1, .. .,.,,. i.,,,,. <H•rlctltd 

;::•,T'ho,•prl••<T,A<••c.~\t~~h•-•nt&'h -l,o•o!IU11"p -•• 

... i. .. ,.., 

alao,'.c1~1u"f': .... ~ ... "'" -•• _..,., •.., 0 ' ,...,., •• ,.. •­
•0.1't"'1<...,..Hn"°°""'-"' ,.,_.".,_....,.,,_.,,",..,""'" 

Ot ..., la• :.n. o, 0 btu• P0<• • •·••--- .,,,..,._, Cl< _ _, _ _, ........... ,~···"' , .. , ...... 

I 
I 
I 

I 

: : : : _ _j_-t-~----+-1 --1------,-'1--

-~ I I I 

PRINTING, LANDSCAPE 539 



Notes

There are two methods for printing in landscape—one is used if your printer can 
rotate its fonts, the other if your printer cannot. Both of these methods require 
you to define a landscape paper size and type. If you are unsure about your 
printer's ability to rotate fonts, consult your printer manual or dealer.

1 Press Format (Shift-F8), then select Page (2) to display the Format: Page 
menu.

CB Select Page from the Layout menu.

2 Select Paper Size/Type (7) to display the Format: Paper Size/Type screen.

3 Select Add (2) to add a new paper definition.

or

Highlight the definition you want to change to landscape, then select Edit
(5).

4 Depending on whether or not your printer can rotate fonts, follow the 
corresponding instructions for defining a landscape paper type under Printer 
Can Rotate Fonts and Printer Cannot Rotate Fonts below.

5 Choose Select (1) with the landscape paper type highlighted to insert a Paper 
Size/Type code into your document (see Codes below).

G Press Exit (F7) to return to the normal editing screen.

7 Print the document in the normal fashion (see Print, Document on Screen in 
Reference).

Codes
When you follow the steps above for defining a landscape paper type, a 
(Paper Sz/Typ:size,/ype] code is inserted into your document at the cursor 
position. When you want to print a page in landscape, be sure this code is 
placed at the top of that page. (Any Paper Size/Type code should be placed at 
the top of the page you want affected.)

Displaying Landscape Fonts
Before you can display landscape fonts, you must select a Paper Size/Type with 
a landscape font type (Shift-F8,2,7,l)- As long as the cursor is positioned after 
the Paper Size/Type code, only landscape fonts will be displayed on the Base 
Font menu. If the cursor is positioned before the Paper Size/Type code, then 
portrait fonts will be displayed.

Printer Can Rotate Fonts
If your printer can rotate fonts (e.g., many laser printers), you probably cannot 
change the way paper is inserted into the printer to print in landscape (i.e., the 
insertion edge stays constant). You can, however, change the font orientation.

To print in landscape in this case, select Font Type (3) from the Format: Edit 
Paper Definition menu (Shift-F8,2,7,5), then select Landscape (2). Next you
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There are two methods for printing in landscape-one is used if your printer can 
rotate its fonts. the other if your printer cannot. Both of these methods require 
you to define a landscape paper size and type. If you are unsure about your 
printer's ability to rotate fonts, consult your printer manual or dealer. 

1 Press Format (Shift-F8), then select Page (2) to display the Format: Page 
menu. 

[E] Select Page from the Layow menu. 

2 Select Paper Sizeffype {7) to display the Format: Paper Sizeffype screen. 

3 Select Add (2) to add a new paper definition. 

or 

Highlight the definition you want to change to landscape, then select Edit 
(5). 

4 Depending on whether or not your printer can rotate fonts, follow the 
corresponding instructions for defining a landscape paper type under Printer 
Can Rotate Fonts and Printer Cannot Rotate Fonts below. 

5 Choose Select ( 1) with the landscape paper type highlighted to insert a Paper 
Sizeffype code into your document (see Codes below). 

6 Press Exit (F7) to return to the normal editing screen. 

7 Print the document in the normal fashion (see Print, Document on Screen in 
Reference). 

Codes 
When you follow the steps above for defining a landscape paper type, a 
f Paper Szffyp:size,type] code is inserted into your document at the cursor 
position. When you want to print a page in landscape. be sure this code is 
placed at the top of that page. (Any Paper Sizeffype code should be placed at 
the top of the page you want affected.) 

Displaying Landscape Fonts 
Before you can display landscape fonts, you must select a Paper Sizeffype with 
a landscape font type (Shift-F8,2,7,1 ). As long as the cursor is positioned after 
the Paper Sizeffype code, only landscape fonts will be displayed on the Base 
Font menu. If the cursor is positioned before the Paper Size/fype code. then 
portrait fonts will be displayed. 

Printer Can Rotate Fonts 
If your printer can rotate fonts (e.g., many laser printers), you probably cannot 
change the way paper is inserted into the printer to print in landscape (i.e .. the 
insenion edge stays constant). You can, however, change the font orientation. 

To print in landscape in this case, select Font Type (3) from the Format: Edit 
Paper Definition menu (Shift-F8.2,7,5), then select Landscape (2). Next you 



need to select Paper Size (1) from this same menu, then make sure you select a 
landscape paper size from the Format: Paper Size menu. All the landscape paper 
sizes have the long edge of the paper as the first dimension (e.g., 11" x 8.5").

If you select Other (o) to specify your own dimensions, enter the long edge of 
the paper as the width. See Editing a Definition under Paper Size/Type in 
Reference for details.

For example, if you want to print in landscape on an 8.5" x 11" paper using a 
laser printer, select Font Type (3), Landscape (2), Paper Size (1), then select 
Standard Landscape (2). Press Exit (F7) to return to the Format: Paper 
Size/Type screen. The Paper Size column will display “11" x 8.5"” for that 
paper type.

Important: I f you select Landscape as the Font Type, WordPerfect assumes the second 
dimension (height) is the edge o f the paper being inserted into the printer.

If you specify the long edge of the paper as the second size dimension when you 
have selected Landscape as the Font Type and you are not inserting the long 
edge of the paper into the printer, the printer might not respond the way you 
want.

Printer Cannot Rotate Fonts
If your printer cannot rotate fonts (e.g., most dot matrix and daisy wheel 
printers), the only way you can print in landscape is by inserting your paper into 
the printer lengthwise (i.e., changing the insertion edge). For an 8.5" x 11" page, 
you have to insert the 11" edge of the paper into the printer.

If your printer cannot rotate fonts and will not let you insert the paper lengthwise, you 
will not he able to print in landscape on a full sheet o f paper.

To print in landscape if your printer cannot rotate fonts, leave your Font Type on 
the Format: Edit Paper Definition menu (Shift-F8,2,7,5) at Portrait, select Paper 
Size (1) from this same menu, then select a landscape paper size from the 
Format: Paper Size menu. If you select Other (o) to enter your own dimensions, 
specify the long edge as the width. Press Exit (F7) to return to the Format:
Paper Size/Type screen, and the Paper Size column should read “ 11" x 8.5"” for 
that paper type. See Editing a Definition under Paper Size/Type in Reference for 
details.

Important: I f you select Portrait as the Font Type. WordPerfect automatically assumes 
the first size dimension (width) is the edge o f the paper being inserted into the printer.

See Also: Paper Size/Type; Printing—General Information
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need to select Paper Size ( I ) from this same menu, then make sure you select a 
landscape paper size from the Format: Paper Size menu. All the landscape paper 
sizes have the long edge of the paper as the first dimension (e.g., 11" x 8.5"). 

If you select Other (o) to specify your own dimensions, enter the long edge of 
the paper as the width. See Editing a Definition under Paper Sizeflvpe in 
Reference for details. 

For example. if you want to print in landscape on an 8.5" x 11" paper using a 
laser printer, select Font Type (3), Landscape (2), Paper Size (I), then select 
Standard Landscape (2). Press Exit (F7) to return to the Format: Paper 
Sizeffype screen. The Paper Size column will display "11" x 8.5"" for that 
paper type. 

Important: If you select Landscape as the Font Type. WordPerfect assumes the second 
dimension ( height) is the edge of the paper being inserted into the printer. 

If you specify the long edge of the paper as the second size dimension when you 
have selected Landscape as the Font Type and you are not inserting the long 
edge of the paper into the printer. the printer might not respond the way you 
want. 

Printer Cannot Rotate Fonts 
If your printer cannot rotate fonts (e.g ., most dot matrix and daisy wheel 
printers), the only way you can print in landscape is by inserting your paper into 
the printer lengthwise (i.e., changing the insertion edge). For an 8.5" x 11" page, 
you have to insert the I I" edge of the paper into the printer. 

If rour printer cannot rotate fonts and will not /er you insert the paper lengthwise, you 
will not he ahle to print in landscape on a full sheet of paper. 

To print in landscape if your printer cannot rotate fonts, leave your Font Type on 
the Format: Edit Paper Definition menu (Shift-F8,2,7,5) at Portrait, select Paper 
Size (I) from this same menu. then select a landscape paper size from the 
Format : Paper Size menu. If you select Other (o) to enter your own dimensions, 
specify the long edge as the width. Press Exit (F7) to return to the Format: 
Paper Sizeffype screen, and the Paper Size column should read "11" x 8.5"" for 
that paper type. See Editing a Definition under Paper Sizeffype in Reference for 
details. 

Important: If mu select Portrait as the Font T\pe. WordPerfect automaticallr assumes 
rhe first si;:e dimension (ll'idth ) is the edge of the paper heing inserted into the printer. 

See Also: Paper Sizeffype; Printing-General Information 
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Printing, Stop

Notes

The Stop option on the Printer Control menu is designed to temporarily stop a 
print job because of a paper jam, ribbon problem, etc. Once the printer stops, 
you can correct the problem, then continue the print job by using the Go option 
on the Printer Control menu.

You cannot use the Stop option to stop a print job, then resume printing at the same 
place on the page (see Restarting the Printer below). However, you can take your printer 
off-line to accomplish this.

1 Press Print (Shift-F7) to display the Print menu.

CB Select Print from the File menu.

2 Select Control Printer (4), select Stop (5), then type y to stop printing.

3 Make any necessary corrections, reset the forms in the printer (advance the 
paper to the top of the next page), then select Go (Start Printer) (4).

4 Reset the printer (press Reset on a laser printer or on any other printer, turn 
the printer off, then on again), select Go (4), then enter the page number on 
which you want the printing to restart (if requested).

5 Press Exit (F7) to exit the Printer Control screen.

Canceling a Print Job
If you want to start a print job from the beginning again and the job is on the 
screen or on disk, or if you just want to cancel the print job, select Cancel Job(s) 
from the Printer Control menu (Shift-F7,4,1). The Cancel Job(s) option stops 
WordPerfect from sending information to the printer, clears the print job from 
the job list, then advances the next sheet of paper to the top of the page when 
the printer’s buffer is empty (see Print Job, Cancel in Reference).

You can also cancel a print job after you have stopped it by typing c from the 
Printer Control screen in step 3 above.

Restarting the Printer
When you select Go (Start Printer) (4) after using the Stop option on the Printer 
Control menu (Shift-F7,4), you will be asked to enter the page where you want 
printing to start. If the print job was still on the first page when you stopped it, 
printing is automatically restarted at the top of page 1.

See Also: Print Job, Cancel; Print Job, Display; Print Job, Rush; Printer Control
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The Stop option on the Printer Control menu is designed to temporarily stop a 
print job because of a paper jam, ribbon problem, etc. Once the printer stops, 
you can correct the problem. then continue the print job by using the Go option 
on the Printer Control menu. 

You ca11not use the Stop option to stop a print job, then resume prillli11g at the same 
place on the page (see Restarting the Printer he/ow). However. rnu can take your primer 
off-line to accomplish this. 

1 Press Print (Shift-F7) to display the Print menu. 

[El Select Pri11t from the File menu. 

2 Select Control Printer (4), select Stop (5), then type y to stop printing. 

3 Make any necessary corrections, reset the forms in the printer (advance the 
paper to the top of the next page), then select Go (Start Printer) (4). 

4 Reset the printer (press Reset on a laser printer or on any other printer, turn 
the printer off, then on again), select Go ( 4 ), then enter the page number on 
which you want the printing to restart (if requested). 

5 Press Exit (F7) to exit the Printer Control screen. 

Canceling a Print Job 
If you want to start a print job from the beginning again and the job is on the 
screen or on disk, or if you just want to cancel the print job, select Cancel Job(s) 
from the Printer Control menu ( Shift-F7,4, I). The Cancel Job( s) option stops 
WordPerfect from sending information to the printer, clears the print job from 
the job list, then advances the next sheet of paper to the top of the page when 
the printer's buffer is empty (see Print Job. Cancel in Reference). 

You can also cancel a print job after you have stopped it by typing c from the 
Printer Control screen in step 3 above. 

Restarting the Printer 
When you select Go (Start Printer) (4) after using the Stop option on the Printer 
Control menu (Shift-F7,4), you will be asked to enter the page where you want 
printing to start. If the print job was still on the first page when you stopped it, 
printing is automatically restarted at the top of page I. 

See Also: Print Job, Cancel; Print Joh. Display; Print Job, Rush; Printer Control 



Printing to Disk

If you will be printing from a computer that does not have WordPerfect, or if 
you want someone who does not have WordPerfect to be able to print your 
WordPerfect document, the Print to Disk feature enables you to do this. This 
feature lets you output a file to your disk in a printer or text format. While the 
file is stored as a DOS file, it also contains all the characters and codes which 
ordinarily would have been sent to the printer you selected. The document can 
then be printed from DOS (see Printing from DOS below).

1 Press Print (Shift-F7) to display the Print menu.

Select Print from the File menu.

2 Choose Select Printer (s), then move the cursor to the appropriate printer.

3 Select Edit (3) to display the list of settings for the selected printer.

4 Select Port (2), select Other (8), then enter a filename.

If you are running WordPerfect from a network, you may be asked if this is a 
network printer. Type n to specify No.
5 Press Exit (F7) twice to return to the Print menu.

6 Print the document as usual (see Print. Document on Disk and Print, 
Document on Screen in Reference).

Any prompting for form insertion, print wheel changes, etc., is disabled.

7 Change the port back to its original setting, if desired.

The document is sent to a file on disk rather than to a port on your computer. 
For example, entering A:LETTER as the filename in step 4 above creates a file 
named “LETTER" on the disk in drive A.

Notes DOS File
Although the hie you print to disk is saved as a DOS hie, it is not the same 
thing as a DOS text hie: For example, if you retrieve the hie into WordPerfect, 
it will not look like a normal DOS text hie. You can, however, print the hie 
from DOS (see Printing from DOS below).

Filename
If you enter a filename without a path in step 4 above (e.g., LETTER), the hie is 
saved in the default directory.

Printer Troubleshooting
You can also use the Print to Disk feature for troubleshooting putposes. For 
example, if your printer is not printing correctly, you can print the document to a 
hie, then use a text editor to inspect the hie and see exactly which characters are 
being sent to the printer.
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If you will be printing from a computer that does not have WordPerfect, or if 
you want someone who does not have WordPerfect to be able to print your 
WordPerfect document. the Print to Disk feature enables you to do this. This 
feature lets you output a file to your disk in a printer or text format. While the 
file is stored as a DOS file. it also contains all the characters and codes which 
ordinarily would have been sent to the printer you selected. The document can 
then be printed from DOS (see Printing from DOS below). 

1 Press Print (Shift-F7) to display the Print menu . 

Select Print from the File menu. 

2 Choose Selecl Printer (s), then move the cursor to the appropriate printer. 

3 Select Edit (3) to display the list of settings for the selected printer. 

4 Select Port (2). select Other (8). then enter a filename. 

If you are running WordPerfect from a network. you may be asked if this is a 
network printer. Type n to specify No. 

5 Press Exit (F7) twice to return to the Print menu. 

6 Print the document as usual (see Print. Dncwnent nn Disk and Print, 
Dorumenr 011 Screen in Reference). 

Any prompting for f orm inserrion. pn111 v,heel changes. etc .. is disabled. 

7 Change the port back to its original setting. if desired. 

The document is sent to a file on disk rather than to a port on your computer. 
For example. entering A:LETTER as the filename in step 4 above creates a file 
named "LETTER" on the disk in drive A. 

DOS File 
Although the tile you print to disk is saved as a DOS file, it is not the same 
thing as a DOS text tile : For example. if you retrieve the file into WordPerfect. 
it will not look like a normal DOS text file. You can, however. print the file 
from DOS (see Printin8 from DOS below). 

Filename 
If you enter a filename without a path in step 4 above (e.g., LETTER), the file is 
saved in the default directory. 

Printer Troubleshooting 
You can also use the Print to Disk feature for troubleshooting purposes. For 
example, if your printer is not printing correctly, you can print the document to a 
file, then use a text editor to inspect the file and see exactly which characters are 
being sent to the printer. 
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Printing from DOS
When you use the Print to Disk feature to create a DOS file, and then print that 
file from DOS using the DOS Print or Copy command (see your DOS manual 
for instructions on printing), occasionally a problem occurs with the printing.
The problem usually involves the print job ending prematurely, graphic images 
not printing properly, or garbage appearing in the printout. In these cases, you 
must use the Copy command with the /b switch in place of the Print command. 
See your DOS manual for details on using the Copy command with the lb 
switch.

Resetting the Port
The filename you entered for the port in step 4 above remains the destination 
port unless you changed it back in step 7. If you do not change that setting, the 
next document you print will be printed to disk, replacing the file indicated by 
the filename. Be sure to reset the port to where your printer is plugged into your 
computer when you want to resume printing to your printer (see Printer, Edit in 
Reference).

Soft Fonts
If you are printing to disk, soft fonts must be marked with a plus sign (+) in 
Cartridges/Fonts/Print Wheels (Shift-F7,s,3,4). If soft fonts are not marked with 
a plus sign (+) and you print a print-to-disk file to a printer that does not have 
the soft fonts selected in your document, you will not get the correct results (e.g., 
letter spacing will be off because that printer does not have the font). When soft 
fonts are marked with a plus sign (+), the print-to-disk file supplies all the 
information necessary to print the font even if the printer does not have that font 
in its memory.

See Also: Print, Document on Disk; Print, Document on Screen; Printer, Edit; 
Printing—General Information

Pull-D ow n M enus

WordPerfect has a function key interface, which means that you can select 
WordPerfect features with the FI through F10 (and in some cases FI 1 and F12) 
keys on your keyboard.

WordPerfect also has a pull-down menu interface. This means that you can 
select the same WordPerfect features with a series of menus that "pull-down” 
from the top row of the screen.

An example of one of the WordPerfect pull-down menus is shown below.
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Printing from DOS 
When you use the Print to Disk feature to create a DOS file, and then print that 
tile from DOS using the DOS Print or Copy command (see your DOS manual 
for instructions on printing). occasionally a problem occurs with the printing. 
The problem usually involves the print job ending prematurely, graphic images 
not printing properly, or garbage appearing in the printout. In these cases, you 
must use the Copy command with the /b switch in place of the Print command. 
See your DOS manual for details on using the Copy command with the /b 
switch. 

Resetting the Port 
The filename you entered for the port in step 4 above remains the destination 
port unless you changed it back in step 7. If you do not change that setting, the 
next document you print will be printed to disk. replacing the file indicated by 
the filename. Be sure to reset the port to where your printer is plugged into your 
computer when you want to resume printing to your printer (see Printe1: Edit in 
Reference ). 

Soft Fonts 
If you are printing to disk, soft fonts must be marked with a plus sign ( +) in 
Cartridges/Fonts/Print Wheels (Shift-F7,s.3.4). If soft fonts are not marked with 
a plus sign ( +) and you print a print-to-disk file to a printer that does not have 
tht: son ronts selected in your document, you will not get the correct results (e.g., 
letter spacing will be off because that printer does not have the font). When soft 
fonts are marked with a plus sign (+), the print-to-disk file supplies all the 
information necessary to print the font even if the printer does not have that font 
in its memory. 

See Also: Print. Document on Disk: Print. Document on Screen: Printer, Edit; 
Printing-General Information 

WordPerfect has a jimction key interface. which means that you can select 
WordPerfect features with the Fl through FI0 (and in some cases Fl I and Fl2) 
keys on your keyboard. 

WordPerfect also has a pull-down menu interface. This means that you can 
select the same WordPerfect features with a series of menus that "pull-down" 
from the top row of the screen. 

An example of one of the WordPerfect pull-down menus is shown below. 



The keystroke commands listed next to the menu items are the keystrokes you can press to 
select the same item.

A  PULL-DOWN MENU BAR 
A  PULL-DOWN MENUS

Document Shft-F8 
Other Shft-F0

Columns Alt~F7 ►
Tables Alt-F7 -
Math Alt-F7 »

Footnote Ctrl-F?.
Endnote Ctrl-F7»

Justify * 
Align *

Styles Alt-F0

(Press F3 for Help)

Doc 1 Pg 1 Ln 1" Pos 1"

The pull-down menus can be accessed with both the mouse and the keyboard. A 
list of the items on the pull-down menus can be found in Appendix M: Pull­
Down Menus.

To display the pull-down menus,

1 Press Alt-= to display the pull-down menu bar.

CB Click the right mouse button.

2 Select a menu of your choice (see Selecting Menus below).

To back out of the pull-down menus one menu at a time without making a 
selection, press Cancel (FI), Escape (Esc), or the Space Bar. To exit all the 
way out of pull-down menus in one operation, press Exit (F7).

Selecting Menus
The procedure for selecting a pull-down menu from the pull-down menu bar 
differs depending on whether you are using the keyboard or a mouse. (You can 
use both the keyboard and the mouse in the same set of steps).

If you are using the keyboard, move the cursor to the menu of your choice with 
the Right or Left Arrow keys (<-/->), and press Enter. Or, type the mnemonic 
letter associated with the menu.

From that point you can select an option on the displayed menu by moving the 
cursor to it with the Up and Down Arrow keys {Mi), then pressing Enter. Or, 
you can select the mnemonic letter for that option (see Menu Options in 
Reference for information on ways of displaying mnemonic letters).

Home.Left Arrow and Home,Right Arrow move you to the ends of the menu 
bar, while Home,Up Arrow and Home,Down Arrow move you to the top or
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The kevstmke commands listed nPxt to the menu items are the keystrokes you can press to 
select the same irem. 

Font Gri,phi CII Help ~ (Presa FJ foi- Help ) 

Document Shf t - F8 
Other Shft-FB 

Column s Al t-'f7 .. 

::~~es :~! =~; : ~ 
Footnote Ctrl-F7~ 
Endnote Ct rl -F7~ 

Just:tly 
Ali gn 

Style$ Alt-FS 

Doc 1 Pg l Ln 1" Pna l. 

The pull-down menus can be accessed with both the mouse and the keyboard. A 
list of the items on the pull-down menus can be found in Appendix M: Pull­
Down Menus . 

To display the pull-down menus, 

1 Press Alt-= to display the pull-down menu bar. 

ra Click the ri[?hl mouse button. 

2 Select a menu of your choice (see Selecting Menus below). 

To back out of the pull-down menus one menu at a time without making a 
selection. press Cancel (Fl). Escape (Esc), or the Space Bar. To exit all the 
way out of pull-down menus in one operation, press Exit (F7 J. 

Selecting Menus 
The procedure for selecting a pull-down menu from the pull-down menu bar 
differs depending on whether you are using the keyboard or a mouse. (You can 
use both the keyboard and the mouse in the same set of steps). 

If you are using the keyboard, move the cursor to the menu of your choice with 
the Right or Left Arrow keys (i-/-➔), and press Enter. Or. type the mnemonic 
letter associated with the menu. 

From that point you can select an option on the displayed menu by moving the 
cursor to it with the Up and Down Arrow keys (ill), then pressing Enter. Or, 
you can select the mnemonic letter for that option (see Menu Options in 
Reference for information on ways of displaying mnemonic letters). 

Horne.Left Arrow and Horne.R ight Arrow move you to the ends of the menu 
bar. while Home.Up Arrow and Home.Down Arrow move you to the top or 
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bottom of the pull-down menus. Page Up/Down and Screen Up/Down also 
move you to the ends of the menu bar and pull-down menus.

If you are using a mouse, move the mouse pointer to the menu name, then click 
the left mouse button to display the pull-down menu. From that point you can 
move the pointer to a menu item, then click the left mouse button to select it, or 
you can press and hold the left mouse button, drag the mouse pointer to an item, 
then release the left mouse button to select it.

If the mouse pointer is not on a pull-down menu item and you release the mouse 
button (either after a click or a drag), you are exited all the way out of the pull­
down menus.

Information on using the mouse can be found in Mouse Support in Reference.

Notes Alt Key
An option on the Menu Options feature (Shift-Fl,2,4,4) determines whether the 
Alt key will display the pull-down menu bar. For more information, see Menu 
Options in Reference.

Brackets
If an item on the pull-down menu is displayed in brackets (e.g., [List Files]), it 
cannot be selected at that time. This happens when a feature that cannot be used 
with the bracketed feature is active.

A good example of this is Block. When Block is active, several features cannot 
be used, and they are displayed on pull-down menus with brackets. The cursor 
will skip over bracketed menu items.

Function Keys
If you press a function key while in the pull-down menus, you are exited from 
the menus, and the feature associated with the function key is accessed. For 
example, if you press Center (Shift-F6), the Center feature is turned on.

The function keys are listed next to each menu item.

Macros
When you define macros, you may select items from the pull-down menus. 
Regardless of the way you select the items, the selections are stored as 
keystrokes. This is helpful when you edit the macro in the Macro Editor (see 
Macros. Define in Reference).

Menu Bar Remains Visible
If you want the pull-down menu bar always displayed in the screens where it can 
be used, you may display it by setting the Menu Bar Remains Visible option on 
the Setup: Menu Options menu (Shift-Fl,2,4) to Yes. If you do so, the only way 
you can “hide” the menu bar is by re-setting the same option to No.

For more information, see Menu Options in Reference.
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bottom of the pull-down menus. Page Up/Down and Screen Up/Down also 
move you to the ends of the menu bar and pull-down menus. 

If you are using a mouse. move the mouse pointer to the menu name, then click 
the left mouse button to display the pull-down menu. From that point you can 
move the pointer to a menu item. then click the left mouse button to select it, or 
you can press and hold the left mouse button. drag the mouse pointer to an item, 
then release the left mouse hutton to select it. 

If the mouse pointer is not on a pull-down menu item and you release the mouse 
button (either after a click or a drag). you are exited all the way out of the pull­
down menus. 

Information on using the mouse can be found in Mouse Support in Reference. 

Alt Key 
An option on the Menu Options feature (Shift-Fl.2,4,4) determines whether the 
Alt key will display the pull-down menu bar. For more information. see Menu 
Options in Reference. 

Brackets 
If an item on the pull-down menu is displayed in brackets (e.g .. [List Files!). it 
cannot he selected at that time. This happens when a feature that cannot he used 
with the bracketed feature is active. 

A good example of this is Block . When Block rs active. several features cannot 
be used. and they are displayed on pull-down menus with brackets. The cursor 
will skip over bracketed menu items. 

Function Keys 
If you press a function key while in the pull-down menus, you are exited from 
the menus. and the feature associated with the function key is accessed. For 
example. if you press Center (Shift-F6), the Center feature is turned on. 

The function keys are listed next to each menu item. 

Macros 
When you define macros. you may select items from the pull-down menus. 
Regardless of the way you select the items, the selections are stored as 
keystrokes. This is helpful when you edit the macro in the Macro Editor (see 
Macros, Define in Reference). 

Menu Bar Remains Visible 
If you want the pull-down menu bar always displayed in the screens where it can 
be used, you may display it by setting the Menu Bar Remains Visible option on 
the Setup: Menu Options menu (Shift-F 1,2,4) to Yes. If you do so, the only way 
you can "hide" the menu bar is by re-setting the same option to No. 

For more information. see Menu Options in Reference. 



Menu Options
An option on the Setup: Display menu called Menu Options lets you tailor the 
appearance of the pull-down menus. For example, it lets you display the menu 
bar and the menu text in the on-screen attribute of your choice. It also lets you 
select an on-screen attribute for mnemonic letters.

This can be most useful in helping you use and select items from WordPerfect 
menus. For more information, see Menu Options in Reference.

Pull-Down Menu Icon
In previous versions of WordPerfect, the feature key selection has been the main 
emphasis. In this manual and the WordPerfect Workbook, we have continued 
this tradition.

If you are using pull-down menus, however, we have tried to accommodate you 
in the instructional steps by including a pull-down menu note. This note, 
represented by the CS icon, lets you know where the pull-down menu instructions 
differ from feature key instructions.

Submenus
Some items on pull-down menus display submenus. The items that do so are 
marked with a ► to the right of the item in the menu. When you highlight the 
item on the main menu, the submenu is displayed.

If you are using a mouse, the submenu delay time determines how long the 
cursor must be resting on a main menu item that has a submenu before the 
submenu is displayed. It also determines how long you have to move the mouse 
pointer to an item on the displayed submenu if you are dragging the mouse and 
are “short cutting” to the submenu through a main menu item. More information 
on the submenu delay time is found under Mouse Setup in Reference.

Once a submenu is displayed, selecting an item from a submenu is the same as 
selecting an item from the main menu (see Selecting Menus above). To cancel 
out of a submenu and return to the main menu without making a selection, press 
Cancel (FI), Escape (Esc), or the Space Bar.

If you want to exit all the way out of the pull-down menus, press Exit (F7).

See Also: Menu Options; Mouse Support
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Menu Options 
An option on the Setup: Display menu called Menu Options lets you tailor the 
appearance of the pull-down menus. For example. it lets you display the menu 
bar and the menu text in the on-screen attribute of your choice. It also lets you 
select an on-screen attribute for mnemonic letters. 

This can be most useful in helping you use and select items from WordPerfect 
menus. For more information. see Menu Options in Reference. 

Pull-Down Menu Icon 
In previous versions of WordPerfect. the feature key selection has been the main 
emphasis. In this manual and the WordPerfect Workbook, we have continued 
this tradition. 

If you are using pull-down menus, however. we have tried to accommodate you 
in the instructional steps by including a pull-down menu note. This note, 
represented by the [8 icon, lets you know where the pull-down menu instructions 
differ from feature key instructions. 

Submenus 
Some items on pull-down menus display submenus. The items that do so are 
marked with a ► to the right of the item in the menu. When you highlight the 
item on the main menu, the submenu is displayed. 

If you are using a mouse. the submenu delay time determines how long the 
cursor must be resting on a main menu item that has a submenu before the 
submenu is displayed. It also determines how long you have to move the mouse 
pointer to an item on the displayed submenu if you are dragging the mouse and 
are "short cutting" to the submenu through a main menu item. More information 
on the submenu delay time is found under Mouse Setup in Reference. 

Once a submenu is displayed, selecting an item from a submenu is the same as 
selecting an item from the main menu (see Selecting Menus above). To cancel 
out of a submenu and return to the main menu without making a selection, press 
Cancel (FI), Escape (Esc), or the Space Bar. 

If you want to exit all the way out of the pull-down menus, press Exit (F7). 

See Also: Menu Options: Mouse Suppon 
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R Redline/Strikeout

Notes

Usually, Redline and Strikeout are used to mark text that might be added to 
(redline) or deleted from (strikeout) the original draft.

Since Redline and Strikeout are appearance attributes, they are both found on the 
Appearance Attributes menu. For the steps involved in adding these attributes to 
text, see Attributes in Reference.

Before printing the final draft of a document, you can have WordPerfect remove 
the redline markings and the strikeout text.

1 Press Mark Text (AU-F5), then select Generate (6).

□3 Select Generate from the Mark menu.

2 Select Remove Redline Markings and Strikeout Text from Document (1), 
then type y to confirm the deletion.

This deletes each pair of Redline On and Off codes [REDLN][redlnl in the 
document. It also deletes each pair of Strikeout On and Off codes 
[STKOUT][stkout] and any text found between them.
Once the process has been completed, the cursor is placed at the end of the 
document.

Document Compare
You can have WordPerfect use Redline and Strikeout in Document Compare to 
mark the phrases that have been added to or deleted from a document (see 
Document Compare in Reference).

On-Screen Appearance
The way redline and strikeout text is displayed in the normal editing screen 
depends upon your monitor and display card capabilities (see 
Colors/Fonts/Attributes in Reference).

Redline Appearance in Print
On the printed page, redline text is marked according to the redline string in the 
Printer Definition file and the capabilities of your printer. On most laser 
printers, it is printed on a shaded background. You can also have redline text 
marked by a vertical bar ( I ) in the left margin, or vertical bars which alternate 
between the left and right margins (see Redline Method under Document Format 
in Reference).

Strikeout Appearance
Normally, the strikeout character is a dash (-) which is printed across the middle 
of text.

See Also: Attributes; Colors/Fonts/Attributes; Font
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Notes 

Usuall y, Redli ne and Strikeout are used to mark text that might be added to 
(redli ne) or deleted from (strikeout) the original draft. 

Since Redli ne and Strikeout are appearance attributes, they are both found on the 

Appearance Attributes menu. For the steps involved in adding these attributes to 
text, see Attributes in Reference. 

Before printing the final draft of a document. you can have WordPerfect remove 
the redline markings and the strikeout text. 

1 Press Mark Text (Alt-F5), then select Generate (6). 

~ Select Generate from the Mark menu. 

2 Select Remove Redline Markings and Strikeout Text from Document ( I), 
then type y to confirm the deletion. 

This deletes each pair of Redline On and Off codes [REDLN][redln] in the 

document. It also deletes each pair of Strikeout On and Off codes 
[STKOUT][stkout] and any text found between them. 

Once the process has been completed, the cursor is placed at the end of the 
document. 

Document Compare 
You can have WordPerfect use Redline and Strikeout in Document Compare to 
mark the phrases that have been added to or deleted from a document (see 
Document Compare in Reference ). 

On-Screen Appearance 
The way redline and strikeout text is displayed in the normal editing screen 
depends upon your monitor and display card capabilities (see 
Co/ors/Fonts/Attributes in Reference). 

Redline Appearance in Print 
On the printed page, redline text is marked according to the redline string in the 

Printer Definition file and the capabilities of your printer. On most laser 
printers, it is printed on a shaded background. You can also have redline text 
marked by a vertical bar ( I ) in the left margin. or vertical bars which alternate 
between the left and right margins (see Redline Method under Document Format 
in Reference). 

Strikeout Appearance 
Normally, the strikeout character is a dash (-) which is printed across the middle 
of text. 

See Also: Attributes ; Colors/Fonts/ Attributes; Font 
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Repeat Value

You can use Repeat Value to repeat characters or certain WordPerfect features a 
specific number of times.

To repeat a feature or character.

1 Press Escape (Esc) to display the current repetition number. You can also 
change the repetition number at this point (see Repetition Number below).

2 Press a key (see Features below).

Notes Alternate Keystroke
You can also press Escape (Esc) to back out of menus and prompts in the same 
way you would use Cancel (FI) (see Cancel in Reference).

Features
You can use Repeat Value with the following keys, where # represents the 
repetition number:

Feature Result

Characters Repeats a non-numeric character # times
Delete (Del) Deletes # characters to the right of the cursor 

(including spaces)

Delete EOL 
(Ctrl-End)

Deletes # lines from the cursor down

Delete EOP 
(Ctrl-PgDn)

Deletes # pages from the cursor down

Delete Word 
(Ctrl-Backspace)

Deletes #  words to the right of cursor

Down Arrow (i) Moves cursor down # lines

Left Arrow (<-) Moves cursor to the left # characters

Macro Repeats the macro # times

Page Up Moves cursor back # pages

Page Down Moves cursor forward #  pages

Right Arrow (-N) Moves cursor to the right #  characters

Space Bar Inserts # spaces

Up Arrow (t) Moves cursor up # lines

Word Left (Ctrl-4-) Moves # words to the left of the cursor

Word Right (Ctrl—») Moves # words to the right of the cursor
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You can use Repeat Value to repeat characters or certain WordPerfect features a 
specific number of times. 

To repeat a feature or character. 

1 Press Escape (Esc) to display the current repetition number. You can also 
change the repetition number at this point (see Repetition Number below). 

2 Press a key (see Features below). 

Alternate Keystroke 
You can also press Escape (Esc) to back out of menus and prompts in the same 
way you would use Cancel (Fl) (see Cancel in Reference ). 

Features 
You can use Repeat Value with the following keys, where # represents the 
repetition number: 

Feature 

Characters 

Delete (Del J 

Delete E0L 
(Ctrl-EndJ 

Delete E0P 
(Ctrl-PgDn) 

Delete Word 
(Ori-Backspace) 

Down Arrow ( l ) 

Left Arrow ( •-) 

Macro 

Page Up 

Page Down 

Right Arrow (--4) 

Space Bar 

Up Arrow (i ) 

Word Left (Ctrl-,-) 

Word Right (Ctrl---4) 

Result 

Repeats a non-numeric character # times 

Deletes # characters to the right of the cursor 
(including spaces) 

Deletes # lines from the cursor down 

Deletes # pages from the cursor down 

Deletes # words to the right of cursor 

Moves cursor down # lines 

Moves cursor to the left # characters 

Repeats the macro # times 

Moves cursor back # pages 

Moves cursor forward # pages 

Moves cursor to the right # characters 

Inserts # spaces 

Moves cursor up # lines 

Moves # words to the left of the cursor 

Moves # words to the right of the cursor 



On keyboards with an enhanced BIOS, yon can also use Repeat Value with the 
following keys:

Feature Result

Alt-Left Arrow 
Alt-Right Arrow 
Ctrl-Down Arrow 
Ctrl-Up Arrow

Moves # columns to the left 
Moves # columns to the right 
Moves # paragraphs down 
Moves # paragraphs up

Repetition Number
Normally, the repetition number which appears when you press Escape (Esc) is 
8. To change that number for one repetition, press Escape, then type a new 
number before typing a character or pressing a feature. To change the repetition 
number for one editing session, press Escape, type a new number, then press 
Enter. The number you entered will stay in effect until you exit WordPerfect.

To change the preset number permanently, use the Initial Settings in Setup 
(Shift-Fl ,4,6) (see Initial Settings in Reference).

See Also: Cancel; Initial Settings; Macros

Replace

You may want to change a certain word or phrase which appears several times in 
a document. Suppose, for example, you have typed a letter to John Simpson, 
and you now want to send the same letter to Alice Jones. Or, perhaps you have 
typed a letter to Alice Jones only to discover that she spells her first name Alyce.

You can use Replace to search for and replace every occurrence of a word, 
phrase, or code.

However, keep in mind that using Replace can often make multiple changes to 
your document. Consequently, you may want to make a backup copy of the 
document before using Replace. Then, if you run into problems, you can exit 
the altered document without saving it and retrieve the backup copy.

To use Replace,

1 Press Replace (Alt-F2).

CB Select Replace from the Search menu.

You are asked if you want to confirm each replacement.

2 Type y to replace with confirmation, or type n to replace without it (see 
Confirming Replacements below).
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Replace 

On keyhoards with an enhanced FHOS. you can also use Repeat Value with the 
following keys: 

Feature 

Alt-Left Arrow 
Alt-Right Arrow 
Ctrl-Down Arrow 
Ctrl-Up Arrow 

Repetition Number 

Result 

Moves # columns to the left 
Moves # columns to the right 
Moves # paragraphs down 
Moves # paragraphs up 

Normally. the repetition number which appears when you press Escape (Esc) is 
8. To change that numher for one repetition. press Escape. then type a new 
number before typing a character or pressing a feature . To change the repetition 
number for one editing session. press Escape. type a new number, then press 
Enter. The number you entered will stay in effect until you exit WordPerfect. 

To change the preset numher permanently. use the Initial Settings in Setup 
(Shift-Fl .4.6) (see lnirial Seffings in Reference ). 

See Also: Cancel: Initial Settings; Macros 

You may want to change a certain word or phrase which appears several times in 
a document. Suppose. for example. you have typed a letter to John Simpson. 
and you now want to send the same letter to Alice Jones. Or, perhaps you have 
typed a letter to Alice Jones only to discover that she spells her first name Alyce. 

You can use Replace to search for and replace every occurrence of a word, 

phrase, or code. 

However. keep in mind that using Replace can often make multiple changes to 
your document. Consequently. you may want to make a backup copy of the 
document before using Replace. Then. if you run into problems. you can exit 
the altered document without saving it and retrieve the backup copy. 

To use Replace. 

1 Press Replace (Alt-F2). 

~ Sell'ct Replace from rhe Seurch mrnu. 

You are asked if you want to confirm each replacement. 

2 Type y to replace with contirmation. or type n to replace without it (see 
Confirming Replacements below). 
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Notes

At this point you have the option of changing the direction of the search.

3 Press Down Arrow (I) to search forward from the cursor. (This is the 
default direction.)

or

Press Up Arrow (?) to search backward from the cursor.

4 Type what you want to replace (commonly referred to as the search string), 
then press *Search (F2).

5 Type the replacement, then press ♦Search. 

or

Press ♦Search without entering a replacement to delete every occurrence of 
the search string (see Codes below).

Capitalization
In a search string, lowercase characters match both lowercase and uppercase. 
Uppercase match only uppercase. For example, jim  will find Jim, but Jim will 
not find jim.

If you search for a lowercase word (e.g., dog) and replace it with a lowercase 
w o r d  (e .g . ,  c a t ) .  W o r d P e r fe c t  p re s e rv e s  th e  c a s e  o f  th e  word found. However, if 
“dog” were capitalized because it was at the beginning of a sentence, it would be 
replaced by "Cat.”

Codes
When typing a search string (in step 4 above), you can include codes by pressing 
the function keys and also selecting options to actually select the feature you 
want. For example, to insert an underline code into a search string, press 
Underline (F8).

Remember, you must actually select the feature. For example, you could not 
search for an Underline code [UND] by typing an open bracket ([), then typing 
UND and typing a closed bracket (]) as the search string.

To search for a pair of codes, press the function key twice. For example, to 
search for [UND][und], press Underline (F8) twice.

The Replace feature is particularly valuable in helping you to find and delete 
troublesome codes. If you do not enter a replacement (in step 5 above), the c o d e  
you search for is deleted (see also Delete Codes in Reference).

For example, to delete any unnecessary paired Bold codes (e.g., [BOLD][bold]) 
in a document, you could move the cursor to the beginning of the document, 
press Replace (Alt-F2), type n to not confirm, press Bold (F6) twice 
[BOLD][bold] as the search string, then press ♦Search (F2) twice.
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At this point you have the option of changing the direction of the search. 

3 Press Down Arrow (.J,) to search forward from the cursor. (This is the 
default direction.) 

or 

Press Up Arrow Cf) to search backward from the cursor. 

4 Type what you want to replace (commonly referred to as the search strintt), 
then press • Search (F2). 

5 Type the replacement. then press •Search. 

or 

Press •Search without entering a replacement to delete every occurrence of 
the search string (see Codes below). 

Capitalization 
In a search string. lowercase characters match both lowercase and uppercase. 
Uppercase match only uppercase. For example. ji111 will find Jim. but Jim will 
not find jim. 

If you search for a lowercase word (e.g .. dog) and replace it with a lowercase 
word (e.g .• cat). WordPerfect preserves the case of rhe word found. However, if 
"dog" were capitalized because it was at the heginning of a sentence, it would be 
replaced by "Cat." 

Codes 
When typing a search string (in step 4 above). you can include codes by pressing 
the function keys and also selecting options to actually select the feature you 
want. For example. to insert an underline code into a search string, press 
Underline (F8). 

Remember, you must actually select the feature. For example, you could not 
search for an Underline code [UNO] hy typing an open bracket ([), then typing 
UND and typing a closed bracket (]) as the search string. 

To search for a pair of codes, press the function key twice. For example, to 
search for IUND]lund]. press Underline (F8) twice. 

The Replace feature is particularly valuahle in helping you to find and delete 
troublesome codes. If you do not enter a replacement ( in step 5 ahove) , the code 
you search tor is deleted (see also Delete Codes in Reference). 

For example. to delete any unnecessary paired Bold codes (e.g .. [BOLDJlboldl) 
in a document, you could move the cursor to the beginning of the document, 
press Replace (Alt~F2), type n to not confirm. press Bold (F6) twice 
IBOLD]lbold] as the search string. then press •Search (F2) twice. 



When typing a replacement (in step 5 above), you can only use certain codes. A 
list of the features you can use follows:

^Replacing these features only works correctly if you use the Alt-R macro 
located on the MACROS keyboard.

Confirming Replacements
The Replace feature can be impressively fast and efficient. However, if you are 
not exactly certain of what you are replacing, you might wreak havoc in a 
document. As an example, you might want to replace the word indent by using 
Replace, but not indention, indentation, indentured, indentor, indenturing, etc., or 
any occurrences of indent followed by punctuation. If you do not enter spaces in 
a search string, the Replace will affect any occurrence of that word even when it 
is found in other words (see Words below).

When you want to be absolutely certain of each replacement, you can use 
Replace with Confirm by typing y in step 2 above. WordPerfect then stops at 
each occurrence of the search string and pauses, letting you indicate whether or 
not to replace it. It then moves on to the next replacement.

Editing Search Strings
When you type in a search string (in step 4 above), you can use the arrow and 
delete keys to move through and edit it just as you would edit text in the normal 
editing screen.

Search Keys
Once you are at a Search prompt, you can press ♦Search (F2), ♦Search 
(Shift-F2), or Escape (Esc) to continue the search (in steps 4 and 5 above). 
However, these keys have no effect on the direction of the search.

• Align
• Center
• Center Page
• Columns On/Off
• End Def
• Flush Right
• Font

Hyphenation Cancel 
♦ Indent 
♦Indent*
Invisible Soft Return 
Margin Release 
Math On/Off 
Math Operators 
Merge Codes 
Note Number 
Outline Off 
Soft Hyphen 
Tab Types 
Tab Align
Widow/Orphan On/Off

Appearance*
Size*

• Graphics Box Number
• Hard Page
• Hard Space
• Hard Hyphen
• Hyphen
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When typing a replacement (in step 5 above), you can only use certain codes. A 
list of the features you can use follows: 

• Align 
• Center 
• Center Page 
• Columns On/Off 
• End Def 
• Flush Right 
• Font 

Appearance* 
Size* 

• Graphics Box Number 
• Hard Page 
• Hard Space 
• Hard Hyphen 
• Hyphen 

• Hyphenation Cancel 
• •Indent 
• •Indent• 
• Invisible Soft Return 
• Margin Release 
• Math On/Off 
• Math Operators 
• Merge Codes 
• Note Number 
• Outline Off 
• Soft Hyphen 
• Tab Types 
• Tab Align 
• Widow/Orphan On/Off 

*Replacing these features only works correctly if you use the Alt-R macro 
located on the MACROS keyboard. 

Confirming Replacements 
The Replace feature can be impressively fast and efficient. However, if you are 
not exactly certain of what you are replacing, you might wreak havoc in a 
document. As an example, you might want to replace the word indent by using 
Replace. but not inde11tio11, indentation, inde11t11red, indentor, indenturing, etc., or 
any occurrences of indent followed by punctuation. If you do not enter spaces in 
a search string. the Replace will affect any occurrence of that word even when it 
is found in other words (see Words below). 

When you want to be absolutely certain of each replacement, you can use 
Replace with Confirm by typing y in step 2 above. WordPerfect then stops at 
each occurrence of the search string and pauses, letting you indicate whether or 
not to replace it. It then moves on to the next replacement. 

Editing Search Strings 
When you type in a search ~Iring (in step 4 above), you can use the arrow and 
delete keys to move through and edit it just as you would edit text in the normal 
editing screen. 

Search Keys 
Once you are at a Search prompt, you can press •Search ( F2), •Search 
(Shift-F2), or Escape (Esc) to continue the search (in steps 4 and 5 above). 
However. these keys have no effect on the direction of the search. 
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Variations
You can do a Replace on a block of text by blocking the text, then following the 
steps given at the beginning of this section (see Block in Reference).

Normally, Replace searches only the main text of a document. If you want 
Replace to include any text in headers, footers, footnotes, endnotes, graphics box 
captions, and text boxes, press Home before pressing Replace (Alt-F2). This is 
called an Extended Replace.

You can include a Ctrl-X in a Search string by pressing Ctrl-v, Ctrl-x.
However, the Ctrl-X cannot be the first letter in the search string. Ctrl-X 
matches any character except a function code.

You can include a Soft Page code [SPgJ in a Search string by pressing Ctrl-v, 
Ctrl-k. You can include a Soft Return code |SRt| in a search string by pressing 
Ctrl-m.

You can only search for Soft Page codes [SPgJ which were originally Soft 
Return codes [SRtJ. You cannot search for Soft Page codes which were 
originally Hard Return codes [HRt-SPg].

Words
When you are replacing a particular word, press the Space Bar to include spaces 
before and after the word. Otherwise, the Replace will affect any occurrences of 
that word ev en  when it is found in other words. For example, insert spaces 
before and after the word the to replace the only when it appears alone, and not 
in such words as these, therefore, and other.

See Also: Block; Delete Codes; Search

Retrieve

The documents you create in WordPerfect are commonly called files. These files 
are stored on disks (e.g., a hard drive or floppy disks). When you want to edit a 
document, you need to retrieve a copy of the file from a disk, or in other words 
bring it to the screen.

If you know the name of a document and where it is located, you can use 
Retrieve (Shift-FlO) to quickly retrieve it.

1 Press Retrieve (Shift-FlO).

C3 Select Retrieve from the File menu.

You are asked for the name of the document.

2 Enter the filename of the document (see Entering Filenames below).

The document appears on the screen at the cursor.
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Variations 
You can do a Replace on a block of text by blocking the text, then following the 
steps given at the beginning of this section (see Block in Reference) . 

Normally, Replace searches only the main text of a document. If you want 
Replace to include any text in headers, footers. footnotes, endnotes, graphics box 
captions. and text boxe:.. , pres:.. Hume before pressing Replace (Alt -F2). This is 
called an Extended Replace . 

You can include a Ctrl-X in a Search string by pressing Ctrl-v, Ctrl-x. 
However. the Ctrl-X cannot be the tirst let1er in the search string . Ctrl -X 
matches any charw.:ter except a function code. 

You can include a Soft Page rnde [SPgJ in a Search string by pressing Ctrl-v, 
Ctrl-k. You can include a Soft Return code ISRtJ in a search string by pressing 
Ctrl-m. 

You can only search for Soft Page codes JSPg] which were originally Soft 
Return codes [SRtj You cannot search for Soft Page codes which were 
originally Hard Return codes [HRt-SPg] . 

Words 
When you are replacing a particular word. press the Space Bar tu include spaces 
hefore and after the word . Otherwise. the Replace will affect any occurrences of 
that word even when it j,, fuu11d i11 u1her wonh. ror example, insert spaces 
before and after the word the to replace rhe only when it appears alone. and not 
in such words as these. therefore, and other. 

See Also: Block; Delete Codes; Search 

The documents you create in WordPerfect are commonly called files . These tiles 
are stored on disks (e.g .. a hard drive or floppy di:..ks). When you want tu edit a 
document, you need to retrieve a copy of the tile from a disk. or in other words 
bring it to the screen. 

If you know the name of a document and where it is located. you can use 
Retrieve (Shift-FI 0) to quickly retrieve it. 

1 Press Retrieve (Shift-FI0). 

~.El Select Retrieve from the File menu. 

You are asked for the name of the document. 

2 Enter the filename of the document (see Entering Filenwnes below). 

The document appears on the screen at the cursor. 



Notes

The cursor is placed immediately after any of the codes which are found at the 
beginning of the new document. The document is now active in your 
computer's memory, and you can edit it. However, the changes you make will 
affect only the document on the screen. They will not be recorded on disk until 
you save them to a disk using Save (F10) or Exit (F7) (see Save and Exit in 
Reference).

Entering Filenames
If WordPerfect cannot find the filename you enter, it displays an "ERROR: File 
Not Found” message, then redisplays the filename. If you have typed the 
filename incorrectly, this gives you the chance to examine the name, edit it, and 
then enter it again. If you are unsure of the exact filename, you can use List 
(F5) to search your directory for the appropriate file.

When you use Retrieve (Shift-FlO) to retrieve files, you can retrieve a document 
that is found in any directory. If you are already in the directory where the 
document is found, all you need to enter is the document name. However, if the 
document is found in some other directory, you also need to include the full 
pathname for the document.

For ex a m p le , if you  are in the WORK directory and you want to retrieve a 
document called STUDY.DOC found in that directory, then you need only enter 
study.doc. However, if you are in some other directory, you need to also 
include the full pathname, including the WORK directory (e.g., 
c:\work\study.doc).

You can determine what directory you are in by pressing List Files (F5). The 
name of your default directory then appears in the status line at the bottom left 
corner of the screen (e.g., Dir C:\WORK\*.*). You can then press Cancel (FI) 
to return to the normal editing screen.

You can enter a default directory for your documents in Location of Files in 
Setup (Shift-F 1,6,7) (see Location o f Files in Reference). If a directory name 
exists in this entry, your files will always be saved and retrieved from that 
directory unless you enter the full pathname of a different directory.

If you want to retrieve a file from a diskette in an external drive, you must type the drive 
letter and a colon before entering the filename. For example, if you want to retrieve a 
file from a diskette in drive A, press Retrieve (Shift-FlO) and enter «:filename.

For more information on drives, directories, and pathnames, see DOS and 
WordPerfect and Directories in Reference.

Initial Codes
You can use Initial Codes in Setup (Shift-Fl,4,5) to have certain formatting 
codes preset at the beginning of each document you create (see Initial Settings in 
Reference). Any document you retrieve to a clear screen retains the Initial 
Codes settings that were given to it at the time it was created. Any document 
you retrieve into an existing document takes on the Initial Code settings of the 
on-screen document.
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Notes 

The cursor is placed immediately after any of the codes which are found at the 
beginning of the new document. The document is now active in your 
computer's memory. and you can edit it. However. the changes you make will 
affect only the document on the screen . They will not be recorded on disk until 
you save them to a disk using Save (Fl0) or Exit (F7) (see Save and Exit in 
Reference). 

Entering Filenames 
If WordPerfect cannot find the filename you enter, it displays an "ERROR: File 
Not Found" message, then redisplays the filename. If you have typed the 
filename incorrectly, this gives you the chance to examine the name, edit it, and 
then enter it again. If you are unsure of the exact filename, you can use List 
( F5) to search your directory for the appropriate file. 

When you use Retrieve (Shift-FI0) to retrieve files, you can retrieve a document 
that is found in any directory. If you are already in the directory where the 
document is found. all you need to enter is the document name. However, if the 
document is found in some other directory. you also need to include the full 
pathname for the document. 

For example, if you :ire in the WORK directory and you want to retrieve a 
document called STUDY.DOC found in that directory, then you need only enter 
study.doc. However, if you are in some other directory, you need to also 
include the full pathname. including the WORK directory (e.g., 
c:\work\study.doc ). 

You can determine what directory you are in by pressing List Files (F5 ). The 
name of your default directory then appears in the status line at the bottom left 
corner of the screen (e.g., Dir C:\WORK\*.*). You can then press Cancel (Fl) 
to return to the normal editing screen. 

You can enter a default directory for your documents in Location of Files in 
Setup (Shift-Fl.6,7) (see Location of Files in Reference ). If a directory name 
exists in this entry, your files will always be saved and retrieved from that 
directory unless you enter the full pathname of a different directory. 

If you want to retriei•e a file from a diskelte in an external drii•e, you must t\pe the drive 
letter and a colon before entering the filename. For example, if vou want to retrieve a 
file from a diskeue in drive A. press Retrieve ( Shifr-F 10) and enter a:filename. 

For more information on drives. directories, and pathnames, see DOS and 
WordPerfect and Directories in Reference. 

Initial Codes 
You can use Initial Codes in Setup (Shift-Fl.4.5) to have certain formatting 
codes preset at the beginning of each document you create (see Initial Settings in 
Reference). Any document you retrieve to a clear screen retains the Initial 
Codes settings that were given to it at the time it was created. Any document 
you retrieve into an existing document takes on the Initial Code settings of the 
on-screen document. 
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List Files
You can also retrieve documents by using List Files (F5). This is especially 
helpful when you are not sure of the document name, but you do know the name 
of the directory where the document is found. Use List Files to alphabetically 
display on-screen the names of all the files in that directory (see List Files in 
Reference), then move the cursor to the filename and select Retrieve (1). The 
file is retrieved at the cursor.

You can also use List Files (F5) to locate a filename when you are using 
Retrieve (Shift-FlO) (see step 1 above).

Flowever, when you use List Files (F5), there is one caution. It's possible to 
forget you already have a document on-screen and accidentally retrieve another 
document into it. In order to help you avoid this problem, when you attempt to 
retrieve one document into another using List Files, WordPerfect always asks 
you if you are sure you want to do this. You can then type y to retrieve the 
document.

Locked Files
When you attempt to retrieve a locked document, you are asked for the 
password. Once you enter the correct password, the file is retrieved at the cursor
(see Locked Documents in Reference).

O ther W o rd P e rfe c t Form ats and Non-WordPerfect Files
WordPerfect 4.2 and 5.0 files are converted into 5.1 format as they are retrieved.

If you try to retrieve a file that is not in WordPerfect format, you may get an 
error message. WordPerfect will retrieve DOS text files and convert them for 
you; however, you may want to use Text In/Out (Ctrl-F5) to retrieve certain non- 
WordPerfect files (e.g., ASCII) (see Text In/Out in Reference). Use the 
WordPerfect Convert Program to convert files of other formats into WordPerfect 
files (see Convert Program in Reference).

When you use Retrieve (Shift-FlO) to retrieve and convert a DOS text file, keep 
in mind that if you save that file using Save (F10) or Exit (F7) it will be saved 
in WordPerfect format. Consequently, you might want to save it under a 
different filename to avoid replacing the DOS text version of the file.

Retrieving a Second Document into the Current Document
You can combine documents by retrieving one document into another. Retrieve 
the first document using List Files (F5) or Retrieve (Shift-FlO), position the 
cursor where you want to insert the second document, then retrieve the second 
document. If you retrieve the second document using List Files, type y in 
response to the “Retrieve into current document?” prompt. If you retrieve the 
second document using Retrieve, you are not prompted and the file is simply 
inserted at the current cursor position.

List Files 
You can also retrieve documents by using List Files (F5 J. This is especially 
helpful when you are not sure of the document name, but you do know the name 
of the directory where the document is found. Use List Files to alphabetically 
display on-screen the names of all the files in that directory (see List Files in 
Reference), then move the cursor to the filename and select Retrieve (I). The 
file is retrieved at the cursor. 

You can also use List Files (F5) to locate a filename when you are using 
Retrieve (Shift-FlO) (see step I above) . 

However. when you use List Files (F5), there is one caution. It's possible to 
forget you already have a document on-screen and accidentally retrieve another 
document into it. In order to help you avoid this problem. when you attempt to 
retrieve one document into another using List Files. WordPerfect always asks 
you if you are sure you want to do this . You can then type y to retrieve the 
document. 

Locked Files 
When you attempt to retrieve a locked document. you are asked for the 
password. Once you enter the correct password. the tile is retrieved at the cursor 
(see Locked Documents in Reference). 

Other wurdf'ertect formats and Non-WordPerfect Files 
WordPerfect 4.2 and 5.0 files are converted into 5.1 format as they are retrieved. 

If you try to retrieve a file that is not in WordPerfect format, you may get an 
error message. WordPerfect will retrieve DOS text files and convert them for 
you; however, you may want to use Text In/Out (Ctrl-F5) to retrieve certain non­
WordPerfect files (e.g .. ASCII) (see Text In/Out in Reference ). Use the 
WordPerfect Convert Program to convert files of other formats into WordPerfect 
tiles (see Convert Program in Reference) . 

When you use Retrieve (Shift-FIO) to retrieve and convert a DOS text file, keep 
in mind that if you save that file using Save (FIO) or Exit (F7) it will be saved 
in WordPerfect format. Consequently, you might want to save it under a 
different filename to avoid replacing the DOS text version of the file. 

Retrieving a Second Document into the Current Document 
You can combine documents by retrieving one document into another. Retrieve 
the first document using List Files (F5) or Rdrit've (Shift-FI0), position the 
cursor where you want to insert the second document, then retrieve the second 
document. If you retrieve the second document using List Files. type y in 
response to the "Retrieve into current document?" prompt. If you retrieve the 
second document using Retrieve, you are not prompted and the file is simply 
inserted at the current cursor position. 



Retrieving Blocks
When you are blocking and moving text, you can place text in a temporary 
buffer. If text is in that temporary buffer when you press Retrieve (Shift-FlO), 
you can press Enter to retrieve it at the cursor (see Block in Reference).

See Also: Exit; List Files; Locked Documents; Save; Text In/Out

Return, Soft and Hard

In WordPerfect, you do not need to divide the text you type into lines. 
WordPerfect does that for you. Each time you come to the end of a line, 
WordPerfect wraps the text to the next line and inserts a line divider.

The line dividers which WordPerfect inserts for you are called soft returns 
because their location is likely to change as you add and delete text. This lets 
you add a word, a phrase, or a sentence without having to reformat an entire 
paragraph.
However, sometimes you do need to insert your own line dividers. For example, 
you will want to put a line break at the end of each paragraph you create so that 
all the paragraphs in your text will not run together. You can do this by 
inserting a hard return. A hard return always causes a line to end.

To insert a hard return at the cursor,

1 Press Enter.

A hard return ends the line on which the cursor is resting and moves the cursor 
to the next line. If there is no text in a line, a hard return is represented on­
screen and in print by a blank line.

A  HARD RETURNS

>
>
>

Alert: Retirement may be hazardous to your health. A recent study 
conducted by the Institute of Health and Wellness shows that older 
adults who engage in an exert^se program during their 60's and 70's 
fair better in their 90's. ^
This IS Significant because more and •> I <*e - •«.!•%
to see their 85th and 86th birthdays. '•’* **• »i-
Americans will be octogenarians

Also by that date, expenses for hospital care are expected to 
double. This is an important consideration since many insurance 
companies are limited in the amount of medical coverage they can 
extend to older adults.
According to Dr. Dan Maryon, the best way to prepare for the age 
of 80 ia to exercise now. "It doesn't really matter what kind of 
exercise program older adults choose," he states, "Just as long as 
they are active.'1
Bicycling
The key to sticking with an exercise program is finding one that
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Retrieving Blocks 
When you are blocking and moving text, you can place text in a temporary 
buffer. If text is in that temporary buffer when you press Retrieve (Shift-FI OJ, 
you can press Enter to retrieve it at the cursor (see Block in Reference). 

See Also: Exit; List Files; Locked Documents; Save; Text In/Out 

Return, Soft and Hard 

A HARO RETURNS 

In WordPerfect. you do not need to divide the text you type into lines. 
WordPerfect does that for you. Each time you come to the end of a line, 
WordPerfect wraps the text to the next line and inserts a line divider. 

The line dividers which WordPerfect inserts for you are called soft rerums 
because their location is likely to change as you add and delete text. This lets 
you add a word, a phrase. or a sentence without having to reformat an entire 
paragraph . 

However, sometimes you do need tu in~ert your own line dividers. For example, 
you will want to put a line break at the end of each paragraph you create so that 
all the paragraphs in your text will not run together. You can do this by 
inserting a hard return. A hard return always causes a line to end. 

To insert a hard return at the cursor. 

1 Press Enter. 

A hard return ends the line on which the cursor is resting and moves the cursor 
to the next line. If there is no text in a line. a hard return is represented on­
screen and in print by a blank line. 
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t), Also by that date, e Mpenses tor hospital c;dce are eApec:ted to 
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companies are limited 1n the amoun t of medi cal cove rage they c:en 
e>ttend to older adults 
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Notes

A  HARD RETURN 
A  HARD RETURN CODE 
A  SOFT RETURN 
A  SOFT RETURN CODE

Codes
In the Reveal Codes (Alt-F3) part of the screen, a hard return is represented by a 
Hard Return code [HRt] and a soft return is represented by a Soft Return code 
[SRt | .

Fitness for the 90's

Alert: Retirement may be hazardous to your health. A recent 
study conducted by the institute of Health and Wellness shows that 
older adults who engage in an exercispg program during their 60's 
and 70's fair better in their 80's.

This is significant because more and more older adults are - 
living to see their 05th and 86th birthdays. By 1995, 10% of 
Americans will be octogenarians. ^

Also by that date, expenses for hospital care are expected to 
double. This is an important consideration since many insurance

tness For ttie
[HRt]
[Tab]Alert: Retirement may be hazardous to your health. A recent[SRt] 
study conducted by the Institute Of Health and Wellness shows that[SRt] 
older adults who engage in an exercise program during their 60's[SRt] 
and 70 's fair better in their 80 's. [HRt]^t]
[Tab]This is significant because more and more older adults are[SRt] 
living to see their B5th and 86th birthdays- By 1995, 10% of all[SRt] 
Americans will be octogenarians. [HRt]
[Tab]Also by that date, expenses for hospital care are expected to[SRt]

Press Reveal Codes store screen

Deletable Soft Return
A Deletable Soft Return [DSRt] code is inserted by WordPerfect when 
WordPerfect needs to break a line of text that extends from left margin to right 
margin without any breaks (such as a space). This often occurs when you have 
narrow margins, such as with tables or columns.

You cannot delete a [DSRt] code. It can only be deleted by WordPerfect if you 
edit the line of text so that WordPerfect has a place to break it (e.g., by inserting 
a space).

Deleting Hard and Soft Returns
You can delete a hard return in either the normal editing screen or in Reveal 
Codes (Alt-F3). Since the resulting change is evident, you are not asked to 
confirm the deletion.

It is not necessary to add or delete Soft Return codes. WordPerfect does this for 
you as you make changes to your text. Since a Soft Return code was originally 
a space, deleting a Soft Return code deletes the space and combines the words 
on either side of that space into one word. This usually causes WordPerfect to 
insert a new Soft Return code in a different place.

Dormant Hard Return
Just as the line dividers which WordPerfect inserts for you are called soft 
returns, the page dividers which WordPerfect inserts for you are called soft page 
breaks because their location is likely to change as you add and delete text in 
your document. In the Reveal Codes screen (Alt-F3), a soft page break is 
represented by a Soft Page code [SPg] (see Page, Soft and Hard in Reference).

5 5 8  RETURN, SOFT AND HARD

Notes 

A HARD RETURN 

A HARD RETURN CODE 

A SOFT RETURN 
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Codes 
In the Reveal Codes ( Alt-F3) part of the screen, a hard return is represented by a 
Hard Return code [HRt] and a soft return is represented by a Soft Return code 
[SRtl. 

F1tnll'!ss for the BO' s 

Alert: Retirement may he ha:tardous to your health A rec::ent 
study conducted by the 1nst1tute of Health and Wellness shows that 
older adult!! who l'!ngage in an e"ercis"'• program during their f,Q's 
and 70's fair better 1n their 80's. 

This is s1gn1ficant because more and n,are older adults -,re 
living to see their 05th .!Ind 86th birthdays. By Jggs. 101 of 
Al'lericans will be octogenarians . 

Also by that date, expenses for hospital care are e .. pected to 
double. Thi!i is an important cons1derat1on since many insurance 
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(Tab]Alert: Retirement may be ha,z.!!lrdous to your health A reeent:[ SRt] 
stud y conducted by t:l'\e Inst:it:ut:e of Mealt:h and Wellness shows that[SRtl 

~~~e;0 ~~u~::/:~t~:~a?~ ~~e1~ :~~:~is7H~~f ~ m during tl'\e1r 60's[SRt ] 

(Tab]This 1s s1gn1fic.11nt becaui:11'! n.ore and mor e older adult s are[SRt) 
llving to SaQ UH>ir 85th .11nd 86th birthdays Ely 199!, 101 cf all [SRt] 
Americans will bl!'! octogena rians. IHRtl 
ITab]A l !l o by that dat:11'!. eMpenses for hospital care are expected totSRt:J 

Pre!IS Reveal Codes •- store sc reen 

Deletable Soft Return 
A Deletable Soft Return [DSRt] code is inserted by WordPerfect when 
WordPerfect needs to break a line of 1ext that extends from left margin to right 
margin without any breaks (such as a space) . This often occurs when you have 
narrow margins, such as with tables or columns. 

You cannot delete a [DSRt] code. It can only be deleted by WordPerfect if you 
edit the line of text so that WordPerfect has a place to break it (e.g., by inserting 
a space). 

Deleting Hard and Soft Returns 
You can delete a hard return in either the normal editing screen or in Reveal 
Codes ( Alt-F3 ). Since the resulting change is evident, you are not ask.:d to 
confirm the deletion. 

It is not necessary to add or delete Soft Return codes. WordPerfect does this for 
you as you make changes to your text. Since a Soft Return code was originally 
a space, deleting a Soft Return code deletes the space and combines the words 
on either side of that space into one word. This usually causes WordPerfect to 
insert a new Soft Return code in a different place. 

Dormant Hard Return 
Just as the line dividers which WordPerfect inserts for you are called soft 
returns, the page dividers which WordPerfect inserts for you are called soft page 
breaks because their location is likely to change as you add and delete text in 
your document. In the Reveal Codes screen (Alt-F3), a soft page break is 
represented by a Soft Page code [SPg] (see Page, Soji and Hard in Reference). 



Whenever a Hard Return code [HRt] appears alone on a line at the top of a page 
that is started by a soft page break, WordPerfect changes the Hard Return code 
into a Dormant Hard Return code [Dorm HRt) to ensure that an unwanted blank 
line is not inserted into your text at the top of a page. Should a Dormant Hard 
Return code be moved from the top of the page, WordPerfect then changes it 
back to a normal Hard Return code.

Hyphenation
You can also have WordPerfect divide the words that fall at the end of a line 
into syllables and insert the necessary hyphens for you (see Hyphenation  in 
Reference).

Leading tor Hard Returns
When you use single spacing, you can insert an extra hard return between each 
paragraph to separate the paragraphs in your document with a blank line.

At times you may want WordPerfect to single-space your paragraphs and yet 
insert two blank lines between each paragraph. If you do not want to insert 
extra hard returns, you can have WordPerfect insert the extra space by changing 
the leading values assigned to the Hard Return codes in your document.
L e a d i n g  i s  t h e  a m o u n t  o f  w h i l e  s p a c e  w h i c h  i s  a d d e d  t o  t h e  h e i g h t  o f  t h e
characters in a line of text (see Leading  under Line Height in Reference).

Normally, WordPerfect calculates leading for you. For Soft Return codes [SRt] 
and Hard Return codes [HRt], WordPerfect first calculates the height of the font. 
No extra leading is then added to the Hard and Soft Return codes in mono­
spaced fonts. Two extra points of leading are added to the Hard and Soft Return 
codes in proportionally-spaced fonts.

See the Glossary for a definition o f monospaced fonts and proportionally spaced fonts.

You can change the amount of space allotted to the Soft Return codes [SRt] or 
Hard Return codes [HRt] in your document by changing the amount of leading 
which WordPerfect adds to them. This is determined by the leading adjustment 
entries for Soft and Hard Return codes on the Format: Printer Functions menu 
(Shift-F8,4,6,6) (see Printer Functions in Reference).

To get double spacing between single-spaced paragraphs, select Leading 
Adjustment (6) from the Format: Printer Functions menu. The cursor moves to 
the P r i m a r y  [SRt] entry. Press Enter to accept the default setting and move the 
cursor to the Secondary [HRt] entry. Enter l u  as the value for Hard Return 
codes [HRt].

Entering l u  tells WordPerfect to add one line of space in the current unit of 
measurement. WordPerfect then calculates the exact measurement for that line 
of space and displays it on-screen in the Secondary [HRt] entry.

You can then press Exit (F7) to return to your document. A Leading code 
[Leading A d j i s  inserted into your document where #  is the leading being
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Whenever a Hard Return code [HRt] appears alone on a line at the top of a page 

that is started by a soft page break. WordPerfect changes the Hard Return code 

into a Dormant Hard Return code [Dorm HRtJ to ensure that an unwanted blank 
line is not inserted into your text at the top of a page. Should a Dormant Hard 
Return code be moved from the top of the page, WordPerfect then changes it 

back to a normal Hard Return rnde 

Hyphenation 
You can also have WordPerfect divide the words that fall at the end of a line 

into syllables and insert the necessary hyphens for you (see Hyphe11ut1on in 
Reference). 

Leading tor Hard Returns 
When you use single spacing. you can insert an extra hard return between each 

paragraph to separate the paragraphs in your document with a blank line. 

At times you may want WordPerfect to single-space your paragraphs and yet 

insert two blank lines between each paragraph. If you do not want to insert 

extra hard returns, you can have WordPerfect insert the extra space by changing 

the leading values assigned to the Hard Return codes in your document. 

Leacltllg b Lilt: umvum of whito,; ~pw.:o.: whi<.:h is added to the height of the 

characters in a line of text (see Leading under Line Height in Reference). 

Normally. WordPerfe1:t calculates leading for you. For Soft Return codes [SRI) 
and Hard Return codes [HRt]. WordPerfect tirst calculates the height of the font. 
No extra leading is then added to the Hard and Soft Return codes in mono­
spaced fonts. Two extra points of leading are added to the Hard and Soft Return 
codes in proportionally-spaced fonts. 

See rhe Glossary .fiir u defi11i1io11 <!l mono-spaced fnms und proporrionu/1_,·-spaced fonts. 

You can change the amount of space allotted to the Soft Return codes [SRt] or 
Hard Return codes [HRt] in your document by changing the amount of leading 
which WordPerfect adds to them. This is determined by the leading adjustment 

entries for Soft and Hard Return codes on the Format: Printer Functions menu 
(Shift-F8,4,6,6J (see Printer Functions in Reference). 

To get double spacing between single-spaced paragraphs, select Leading 
Adjustment (6) from the Format: Printer Functions menu. The cursor moves to 
the Primary [SRt I entry. Press Enter to accept the default setting and move the 
cursor to the Secondary [HRt[ entry. Enter Iu as the value for Hard Return 

codes [HRt[. 

Entering lu tells WordPerfect to add one line of space in the current unit of 

measurement. WordPerfect then calculates the exact measurement for that line 

of space and displays it on-screen in the Secondary [HRt) entry. 

You can then press Exit (F7J to return to your document. A Leading code 
[Leading Adj :#,##[ is inserted into your document where # is the leading being 
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added to Soft Return codes and ## is the leading being added to Hard Return 
codes.

From that point forward in single-spaced text, WordPerfect inserts the equivalent 
of two blank lines between all paragraphs that are separated by a Hard Return 
code. This extra blank space does not appear in the normal editing screen. You 
can see it by using View Document to preview the printed text (Shift-F7,6) or by 
printing the document.

Be aware that these settings will not change when you change fonts. Each time 
you use Base Font (Ctrl-F8,4) to change point sizes in your document, you will 
need to repeat the above process so that the measurement in the Secondary [HRt] 
entry will coincide with the new font.

To get one and one-half line spacing between paragraphs, enter 1 /2  u or .5 u. 
This tells WordPerfect to add one-half the current line height measurement to 
each line created by a Hard Return code [HRt]. This creates one and a half line 
spacing.

Also, if you want triple spacing between paragraphs that have double-spaced  
text, enter 1/2 u in the Secondary ]HRt] entry. This tells WordPerfect to add 
one-half the current line height to each line created by a Hard Return code 
[HRt]. Since each Hard Return code creates two blank lines, this creates triple 
spacing.

Line Spacing
WordPerfect lets you change the line spacing of text before or after you type it.

Normally, WordPerfect single spaces your documents. However, you can change 
to double or triple spacing. You can also space by any number of lines or any 
fraction of a line.

You change line spacing by changing the number of lines inserted into your text 
for each Soft Return code [SRt] and Hard Return code [HRt] in your document 
(see Line Spacing  in Reference).

You can also change the spacing by changing the leading value used for Hard 
Return codes [HRt] in your document (see Leading fo r  Hard Returns above).

See Also: Line Spacing

Reveal Codes

WordPerfect is a clean screen program. As closely as possible, it displays your 
text just as it will appear on the printed page.

Consequently, the codes which WordPerfect uses to determine the appearance of 
your text are not visible in the normal editing screen.
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added to Soft Return codes and ## is the leading being added to Hard Return 
codes. 

From that point forward in single-spaced text. WordPerfect inserts the equivalent 
of two blank lines between all paragraphs that are separated by a Hard Return 
code. This extra hlank space does not appear in the normal editing screen. You 
can see it hy using View Document to preview the printed text (Shift-F7,6) or by 
printing the document. 

Be aware that these settings will not change when you change fonts . Each time 
you use Base Font (Ctrl-F8,4) to change point sizes in your document, you will 
need to repeat the above process so that the measurement in the Secondary [HRt] 
entry will coincide with the new font. 

To get one and one-half line spacing between paragraphs, enter 1/2 u or .5 u. 
This tells WordPerfect to add one-half the current line height measurement to 
each line created by a Hard Return code [HRt]. This creates one and a half line 
spacing. 

Also, if you want rriple spacing between paragraphs that have double-spaced 
text. enter 1/2 u in the Secondary ]HRtl entry. This tells WordPerfect to add 
one-half the current line height to each line created by a Hard Return code 
[HRt]. Since each Hard Return code creates two blank lines, this creates triple 
spacing. 

Line Spacing 
WordPerfect lets you change the line spacing of text before or after you type it. 

Normally. WordPerfect single spaces your documents. However, you can change 
to double or triple spacing. You can also space by any number of lines or any 
fraction of a line. 

You change line spacing by changing the number of lines inserted into your text 
for each Soft Return code [SRt] and Hard Return code [HRt] in your document 
(see Line Spacing in Refere11ce). 

You can also change the spacing by changing the leading value used for Hard 
Return codes IHRt] in your document (see Leading for Hard Rerurns above). 

See Also: Line Spacing 

WordPerfect is a clean screen program. As closely as possible, it displays your 
text just as it will appear on the printed page. 

Consequently. the codes which WordPerfect uses to determine the appearance of 
your text are not visible in the normal editing screen. 



Notes

A NORMAL TEXT 
A  CURSOR IN NORMAL TEXT 
A TAB RULER 
A  TEXT WITH CODES
A  CURSOR IN TEXT WITH 

CODES

Yet the codes you insert are very important to your document. You insert a 
code almost every time you use a WordPerfect feature. For example, when you 
bold text, change margins, or change page numbering, a code is inserted into 
your text. These codes determine how your document will look when it is 
printed.

Since the placement of these codes is essential, you sometimes need to observe 
the exact location of certain codes.

1 Press Reveal Codes (Alt-F3) to display the codes in your text (see Codes 
below).

I~B Select Reveal Codes from the Edit menu.

2 Press Reveal Codes again to return to the normal editing screen.

You do not need to exit Reveal Codes to use WordPerfect features or edit text in your 
document.

Codes
Pressing Reveal Codes (Alt-F3) divides the screen into two parts. The top part 
is the normal editing screen. The lower part displays the same text, accompanied 
b y  t h e  e o d e s  i t  c o n t a i n s .  A  t a b  r u l e r  d i v i d e s  t h e  t w o  p a r t s  o f  t h e  s c r e e n .

Fitness in Your 8 0 1s
Alert: Retirement may be hazardous to your health. A recent 

study conducted by the Institute of Health and Wellness shows that 
► w  older adults who engage in an exercise program during their 60 s 
V and 70's fair b e tte r in their 80 ‘s.

This is signitleant because more m0r« o i d m  adults ar» 
living to see their 65th and 86th birthdays. By 1995. 10% of all 
Americans will be octogenarians.

Also by that date, expenses for hospital care are expected to 
double. This is an important consideration since many insurance 
companies are limited in the amount of medical coverage they can

study conducted by the institute of Health and Wellness shows that[SRt] 
Older adults who engage in an e»eretse program during their 60's[SRt]

► and 70 's fair better in their 8 0 's. B Q b W S
[Tab]This is significant because more and mi3fe older adults are[SRt] 
living to see their 85th and 86th birthdays. By 1995, 10% of alllSRt] 
Americans will be octogenarians. [HRt]
[Tah]Also by that date, expenses for hospital care are expected tofSPt] 
double. This is an important consideration since many insurance[SRt] 
companies are limited in the amount of medical coverage they can[SRt]

Press Reveal Codes to restore screen

In the ruler line which splits the screen, a triangle (A) represents each tab. A left 
bracket ([) represents the left margin: a right bracket (]) represents the right 
margin. If a margin falls on a tab stop setting, it is displayed as a left brace ({) 
or a right brace (}).

If you are editing a table in the normal editing screen, the ruler line indicates 
where the table columns are found. The table columns are shown in braces (e.g., 
{ }) unless they match a tab stop setting, in which case they are shown in 
brackets (e.g., [ ]).
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Yet the codes you insert are very important to your document. You insert a 
code almost every time you use a WordPerfect feature. For example, when you 
bold text. change margins, or change page numbering, a code is inserted into 
your text. These codes determine how your document will look when it is 
printed. 

Since the placement of these codes is essential, you sometimes need to observe 
the exact location of certain codes. 

1 Press Reveal Codes (Alt-F3) to display the codes in your text (see Codes 
below). 

1-81 Select Re 1•eal Codes from the Edit 111e1111 . 

2 Press Reveal Codes again to return to the normal editing screen. 

You do 1101 need to exit Re1·ea/ Codes to use WordPerfect features or edit text in your 

document. 

Codes 
Pressing Reveal Codes ( Alt-fl) divides the screen into two parts. The top part 
is the normal editing screen . The lower part displays the same text. accompanied 
by the 1.:ode:, it 1.:untains. A tab ruler divides the two parts of the screen . 
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living to see their 8Sth <lnd 86th birthdays . By 1995, 101 of allfSRt l 
Al!IE!ricans will be octogenarians . (H ll.t ) 
(Tab )Also by ttiat date. e11pehses for tio!i!pital care are expec ted to[S At ) 
doubl<i! This 1s an important congideratton since many 1nsurance (Sllt] 
companies are limit•d in the amount of mediceil coverage they ca n(SRt] 
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In the ruler hne which splits the screen. a triangle (") represents each tab. A left 
bracket ([) represents the left margin: a right bracket (]) represents the right 
margin. If a margin falls on a tah stop selling. it is displayed as a left brnce ( l) 
or a right brace () ). 

If you are editing a table in the normal editing screen. the ruler line indicates 
where the table columns are found . The table columns are shown in braces (e.g., 
{ } ) unless they match a tab stop setting, in which case they are shown in 
brackets (e.g., f ]). 
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Normally, 11 lines appear above the ruler line, and 12 lines below. You can 
adjust this while in Reveal Codes by using Screen (Ctrl-F3,1,) (see Window in 
Reference).

You can also change the Reveal Codes window size permanently in Setup 
(Shift-Fl,2,6,6) (see Edit-Screen Options in Reference). If you use a 1 line 
Reveal Codes screen, you will be prompted for confirmation when you delete 
codes.

The cursor appears at the same location in both parts of the screen. In the normal 
editing screen it is usually displayed as a dash. In the Reveal Codes part of the 
screen, the cursor is displayed in the same way you have chosen to display 
blocked text. This selection is made on the Attributes menu in Colors/Fonts/ 
Attributes in Setup (Shift-F 1,2,1,1) (see Colors/Fonts/Attributes in Reference). 
Normally, the cursor is displayed in the Reveal Codes part of the screen as a 
horizontal rectangle which highlights in reverse video any character on which it is 
resting.

You can use the cursor keys or the mouse to move through text in the normal 
editing screen. Moving the cursor changes its position in both parts of the 
screen.

As you move through text, WordPerfect attempts to keep about live lines of text 
below the cursor in the Reveal Codes part of the screen at all times. 
Consequently, the l a r g e r  t h e  R e v e a l  C o d e s  part o f  the screen is, the more lines 
that can remain above the cursor.

Although WordPerfect attempts to display the same text in both parts of the 
screen, the text in the Reveal Codes window has to include codes and 
consequently it takes up more space. Therefore, it does not always exactly 
match the text displayed in the normal editing screen.

Editing in Reveal Codes
When in Reveal Codes, you can use all WordPerfect features and edit text just as 
you normally do in the normal editing screen. However, when you delete codes, 
you are not asked to confirm the deletion.

If you are having trouble highlighting a particular code with the Up and Down 
Arrow keys, you may need to use the Left or Right Arrow key.

Status line messages and prompts continue to appear on the bottom line of the 
normal editing part of the screen. The screen remains split even when you 
switch screens or use full-screen menus. The only way to return to the normal 
editing screen is by pressing Reveal Codes (Alt-F3). Reveal Codes is also 
turned off when you exit WordPerfect.

For a list of all the codes used in WordPerfect and the function of each code, see 
Appendix C: Codes.

See Also: Delete Codes
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Normally, 11 Jines appear above the ruler line, and 12 lines below. You can 
adjust this while in Reveal Codes by using Screen (Ctrl-F3, I,) (see Window in 
Reference). 

You can also change the Reveal Codes window size permanently in Setup 
(Shift-Fl.2.6,6) (see Edit-Screen Options in Reference). If you use a I line 
Reveal Codes screen, you will be prompted for confirmation when you delete 
codes. 

The cursor appears at the same location in both parts of the screen. In the normal 
editing screen it is usually displayed as a dash. In the Reveal Codes part of the 
screen, the cursor is displayed in the same way you have chosen to display 
blocked text. This selection is made on the Attributes menu in Colors/Fonts/ 
Attributes in Setup (Shift-F 1,2, I, I) (see Colors/Fonts/Attributes in Reference). 
Normally, the cursor is displayed in the Reveal Codes part of the screen as a 
horizontal rectangle which highlights in reverse video any character on which it is 
resting. 

You can use the cursor keys or the mouse to move through text in the normal 
editing screen. Moving the cursor changes its position in both parts of the 
screen. 

As you move through text, WordPerfect attempts to keep about five lines of text 
below the cursor in the Reveal Codes part of the screen at all times. 
Consequently, the larger the Reveal Codes p,ut of tht: scret:n is, !he more lines 
that can remain above the cursor. 

Although WordPerfect attempts to display the same text in both parts of the 
screen, the text in the Reveal Codes window has to include codes and 
consequently it takes up more space. Therefore. it does not always exactly 
match the text displayed in the normal editing screen. 

Editing in Reveal Codes 
When in Reveal Codes, you can use all WordPerfect features and edit text just as 
you normally do in the normal editing screen. However. when you delete codes, 
you are not asked to confirm the deletion. 

If you are having trouble highlighting a particular code with the Up and Down 
Arrow keys. you may need to use the Left or Right Arrow key. 

Status line messages and prompts continue to appear on the bottom line of the 
normal editing part of the screen. The screen remains split even when you 
switch screens or use full-screen menus. The only way to return to the normal 
editing screen is by pressing Reveal Codes (Alt-F3). Reveal Codes is also 
turned off when you exit WordPerfect. 

For a list of all the codes used in WordPerfect and the function of each code, see 
Appendix C: Codes. 

See Also: Delete Codes 



Rewrite

Notes

As you move the cursor through text in your document, WordPerfect rewrites the 
text from the cursor to the end of the document.

When you need to be certain that the text in a document is correctly formatted, 
use Rewrite to completely reformat the text on your screen at any time, without 
moving the cursor. Should the text on your screen become jumbled for any 
reason, you can quickly use Rewrite to correct the problem.

Rewrite is particularly useful when you are editing graphics images. Each time 
you edit an existing graphics image (e.g., change the horizontal or vertical 
position of a graphics box), you will want to rewrite your screen when you 
return to the normal editing screen (see Graphics, Define a Box in Reference).

To rewrite the screen,

1 Press Screen (Ctrl-F3), then select Rewrite (3) or press Enter.

Automatic Formatting
At times you may not want to wait for the text in a document to be continually 
r e f o r m a t t e d .  T o  t u r n  off t h i s  feature, press Setup (Shift-Fl). select Display (2), 
select Edit-Screen Options (6), select Automatically Format and Rewrite (1), type 
n. then press Exit (F7) to return to your document.

When Automatic Formatting is off, text is not rewritten until you use a cursor 
key to scroll through it. Also, the screen is only rewritten one line at a time 
when you rewrite the screen.

See Also: Graphics, Define a Box; Screen
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Notes 

As you move the cursor through text in your document. WordPerfect rewrites the 
text from the cursor to the end of the document. 

When you need to be certain that the text in a document is correctly formatted. 
use Rewrite to completely reformat the text on your screen at any time, without 
moving the cursor. Should the text on your screen become jumbled for any 
reason, you can quickly use Rewrite to correct the problem. 

Rewrite is particularly useful when you are editing graphics images. Each time 
you edit an existing graphics image (e.g., change the horizontal or vertical 
position of a graphics box), you will want to rewrite your screen when you 
return to the normal editing screen (see Graphics, Define a Box in Reference) . 

To rewrite the screen, 

1 Press Screen (Ctrl-F3), then select Rewrite (3) or press Enter. 

Automatic Formatting 
At times you may not want to wait for the text in a document to be continually 
reformatted . To turn off this feature. press Setup (Shift-Fl). select Display (2), 
select Edit-Screen Options (6), select Automatically Format and Rewrite (I) , type 
n. then press Exit (F7) to return to your document. 

When Automatic Formatting is off, text is not rewritten until you use a cursor 
key to scroll through it. Also, the screen is only rewritten one line at a time 
when you rewrite the screen. 

See Also: Graphics, Define a Box; Screen 
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S Save

While creating or editing a document, any changes you make are only stored 
temporarily in your computer’s active memory. Should a power failure occur, or 
should your computer crash, the work you have done would be lost.

A document is not stored permanently until you save it to a disk. Consequently, 
it is a good idea to save the document you are working on from time to time.

You can save a document without losing your place on the screen and then 
continue creating or editing it.

To save a document you are creating,

1 Press Save (FIO). You are then asked to name the document.

CB Select Save from the File menu.

2 Enter a filename (see E n te r in g  F ile n a m e s  below).

Notes Backup Files
You can also protect your work against loss by using the Backup features.
O r i g i n a l  B a c k u p  p r o t e c t s  y o u  f r o m  a c c i d e n t a l l y  r e p l a c i n g  a n  e x i s t i n g  f i l e  w i t h  a
newer version. Timed Backup saves your document at timed intervals. For 
more information, see B a c k u p , O r ig in a l  and B a c k u p , T im e d  in R e fe r e n c e .

DOS Text Files and Password Locking
To save your document in DOS text format and to password lock files, use Text 
In/Out (Ctrl-F5) (see T ex t In /O u t and L o c k e d  D o c u m e n ts  in R e fe r e n c e ) .

Entering Filenames
A filename can include up to 8 characters followed by an optional period and up 
to 3 more characters (see E x te n s io n s  below).

Unless you enter a full pathname, a file is saved in your default directory. You 
can determine what your default directory is by pressing List (F5). Its name 
then appears on the status line at the bottom left corner of the screen (e.g„ Dir 
C:\WORK\*.*). You can then press Cancel (FI) to return to the normal editing 
screen (see D e fa u l t  D ir e c to r y  under D ir e c to r ie s  in R e fe r e n c e ) .

I f you want to save a file to a diskette in an external drive, you must type the drive letter 
and a colon before entering the filename. For example, if you want to save a file to a 
diskette in drive A, press Save (FIO) and enter ^/filename.

You can also use longer filenames. If you are using the Long Document Name 
feature, you must enter a long document name and a document type before 
entering the DOS filename (see E n v ir o n m e n t  S e tu p  in R e fe r e n c e ) .

Once you have saved a document, the current document name appears at the 
save prompt whenever you save it again (see S a v in g  a n  E x is t in g  F i le  below).
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Notes 

While creating or editing a document, any changes you make are only stored 
temporarily in your computer's active memory. Should a power failure occur, or 
should your computer crash, the work you have done would be lost. 

A document is not stored permanently until you save it to a disk. Consequently, 
it is a good idea to save the document you are working on from time to time. 

You can save a document without losing your place on the screen and then 
continue creating or editing it. 

To save a document you are creating, 

1 Press Save (F 10). You are then asked to name the document. 

[8] Select Save from the File menu. 

2 Enter a filename (see Entering Filenames below). 

Backup Files 
You can also protect your work against loss by using the Backup features. 
Oribinal Buckup protects you from nccidentally replacing an exi~ting file with a 
newer version. Timed Backup saves your document at timed intervals. For 
more information. see Backup, Original and Backup, Timed in Reference. 

DOS Text Flies and Password Locking 
To save your document in DOS text format and to password lock files, use Text 
In/Out (Ctrl-FS) (see Text In/Out and Locked Documents in Reference). 

Entering Filenames 
A filename can include up to 8 characters followed by an optional period and up 
to 3 more characters (see Extensions below) . 

Unless you enter a full pathname, a file is saved in your default directory. You 
can determine what your default directory is by pressing List (FS ). Its name 
then appears on the status line at the bottom left corner of the screen (e.g., Dir 
C:\WORK\*.*). You can then press Cancel (Fl) to return to the normal editing 
screen (see Default Directory under Directories in Reference). 

If you want to save a file to a diskette in an external drive. you must type the drive letter 
and a colon before entering the filename. For example, if you want to save a file 10 a 
diskette in drive A, press Save ( F /0) and enter a:filename. 

You can also use longer filenames. If you are using the Long Document Name 
feature, you must enter a long document name and a document type before 
entering the DOS filename (see Environmellf Setup in Reference). 

Once you have saved a document, the current document name appears at the 
save prompt whenever you save it again (see Saving an Existing File below). 
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Extensions
When adding extensions to filenames, you should not use the extensions that 
have a special meaning to WordPerfect or to DOS, which include .ALL, .AUX, 
.BAT, .CHM, .COM, .CON, .CRS, .DRS, .EXE, .FIL, .FRS, .IRS, PRS, .SET, 
.TUT, .WPK WPM, .VRS.

Fast Save
In WordPerfect you can save unformatted files or have files formatted before 
they are saved (see Fast Save in Reference).

Initial Settings
Any initial codes you have placed in Initial Settings in Setup (Shift-F 1,4,5) or 
Document Format (Shift-F8,3,2) are saved with your document (see Initial Codes 
in Reference).

Saving an Existing File
WordPerfect is designed with safeguards to protect you from replacing an 
existing file accidentally.

When you press Save (F10) to save a newer version of a file that already exists, 
WordPerfect displays the existing filename. You can press Enter if you want to 
replace the existing file, or you can enter a new filename. If you press Enter, 
WordPerfect asks you to confirm the replacement.
Type y to replace the existing file on disk with the document on your screen. If 
you press n (or any other key), you are prompted for a new filename. You can 
enter a different filename in order to keep both copies of your document.

When an existing filename is displayed, typing a character key erases the 
existing filename, and you have to start over. However, before you press a 
character key, you can use Left Arrow (<—) and Right Arrow (->) to move 
through the existing filename and edit it. Use Backspace, Delete (Del), or Delete 
to End of Line (Ctrl-End) to delete existing characters.

Saving With Exit
When you are ready to exit a file, you can save your file as you leave by using 
Exit (F7) (see Exit in Reference).

See Also: Exit; Fast Save; Text In/Out
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Extensions 
When adding extensions to filenames, you should not use the extensions that 
have a special meaning to WordPerfect or to DOS, which include .ALL, .AUX, 
.BAT, .CHM, .COM, .CON, .CRS, .DRS, .EXE .. FIL .. FRS, .IRS. PRS, .SET, 
.TUT, .WPK WPM, .YRS. 

Fast Save 
In WordPerfect you can save unformatted files or have files formatted before 
they are saved (see Fast Save in Reference). 

Initial Settings 
Any initial codes you have placed in Initial Settings in Setup (Shift-Fl,4,5) or 
Document Format (Shift-F8,3,2) are saved with your document (see Initial Codes 
in Reference). 

Saving an Existing File 
WordPerfecr is designed wilh safeguards 10 protect you from replacing an 
existing file accidentally. 

When you press Save (FIO) to save a newer version of a file that already exists, 
WordPerfect displays the existing filename. You can press Enter if you want to 
replace the existing file, or you can enter a new filename. If you press Enter. 
WordPerfect asks you to confirm the replacement. 

Type y to replace the existing file on disk with the document on your screen. If 
you press n (or any other key), you are prompted for a new filename. You can 
enter a different filename in order to keep both copies of your document. 

When an existing filename is displayed, typing a character key erases the 
existing filename. and you have to start over. However, before you press a 
character key, you can use Left Arrow ( +-) and Right Arrow ( ~) to move 
through the existing filename and edit it. Use Backspace, Delete (Del), or Delete 
to End of Line (Ctrl-End) to delete existing characters. 

Saving With Exit 
When you are ready to exit a file, you can save your file as you leave by using 
Exit (F7) (see Exit in Reference) . 

See Also: Exit; Fast Save; Text In/Out 



Screen

Screen (Ctrl-F3) lets you rewrite the screen, create windows, and use Line Draw.

Notes Line Draw
Selecting Line Draw (2) from the Screen menu accesses the Line Draw feature. 
You can use it to create lines, boxes, and borders (see Line Draw in Reference).

Rewrite
Selecting Rewrite (3) rewrites the screen (see Rewrite in Reference).

Window
Selecting Window (1) lets you divide your screen into two parts so you can see 
and edit two documents at once. You can also use Window to adjust the number 
of lines contained in the normal editing screen in Reveal Codes (Alt-F3) (see 
Window in Reference).

S e e  A ls o :  Line Draw; Rewrite; Window

Screen Capture Program

The Screen Capture Program is used to copy an image displayed on the screen. 
The image is saved in a file which can then be used with the Graphics feature of 
WordPerfect.

The Screen Capture Program only works in graphics programs and the graphics screens 
o f WordPerfect, such as the Graphics Editor, the Equation Editor, and the View 
Document screen. It does not work in text mode.

Important: The Screen Capture Program file (GRAB.COM) needs to he installed 
properly, and then loaded into memory before it can be used. I f  you chose not to install 
the utility programs when you installed WordPerfect, or have not subsequently installed 
them, you must do so now to use the Screen Capture Program (see the Installation 
Instructions card).

To load the Screen Capture Program into memory,

1 Exit any programs that are currently running (including WordPerfect, and the 
optional WordPerfect Shell) and go to DOS.

2 From the DOS prompt, change to the directory where GRAB.COM is located 
by entering cd\directory name.

The Installation Program copies this file to the directory where WordPerfect (WP.EXE) is 
located (usually C:\WP5l) i f  you are using a hard disk, or to the diskette you labeled 
"Utilities” if you are using a two disk drive system.

3 Enter grab to load the Screen Capture Program into resident memory.
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Notes 

Screen (Ctrl-F3) lets you rewrite the screen, create windows, and use Line Draw. 

Line Draw 
Selecting Line Draw (2) from the Screen menu accesses the Line Draw feature. 
You can use it to create lines, boxes, and borders (see Line Draw in Reference). 

Rewrite 
Selecting Rewrite (3) rewrites the screen (see Rewrite in Reference). 

Window 

Selecting Window (I) lets you divide your screen into two parts so you can see 
and edit two documents at once. You can also use Window to adjust the number 
of lines contained in the normal editing screen in Reveal Codes (Alt-F3) (see 
Window in Reference). 

See Also: Line Draw; Rewrite; Window 

Screen Capture Program 

The Screen Capture Program is used to copy an image displayed on the screen. 
The image is saved in a file which can then be used with the Graphics feature of 
WordPerfect. 

The Screen Capture Program only works in graphics programs and the graphics screens 
of WordPerfect. such as the Graphics Editor. the Equation Editor. and the View 
Document screen. It does nor work in text mode. 

Important: The Screen Capture Program file (GRAB.COM) needs to be installed 
properly, and then loaded into memory before it can be used. If you chose not to install 
the utility programs when you installed WordPerfect, or have not subsequently installed 
them, you must do so now to use the Screen Capture Program ( see the Installation 
Instructions card). 

To load the Screen Capture Program into memory. 

1 Exit any programs that are currently running (including WordPerfect, and the 
optional WordPerfect Shell) and go to DOS. 

2 From the DOS prompt. change to the directory where GRAB.COM is located 
by entering cd\directory name. 

The Installation Program copies this file to the directory where WordPerfect (WP.EXE) is 
located (usually C:\WP5 I) if you are using a hard disk, or to the diskette you labeled 
"Utilities" if you are using a two disk drive system. 

3 Enter grab to load the Screen Capture Program into resident memory. 
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To capture an image,

1 Using a graphics program, display the image you want to capture on the 
screen.

2 Press Alt-Shift-F9

A two-toned chime indicates that the Screen Capture Program is ready to capture 
the image. After the chime, a box is displayed on the screen.

3 Use the arrow keys to reposition the box, use Shift-arrow keys to resize the 
box.

Use the Insert key (Ins) to switch between fine and coarse increments when you are 
moving and sizing the box.

4 Press Enter to capture the contents in the box.

The Screen Capture Program copies the contents in display memory to a file. 
When copying is complete, the two-tone chime sounds again.

Notes Batch File
If you frequently use the Screen Capture Program to capture images, you may 
wish to put the p a t h n a m e \g r a b  command (e.g., c:\wp51\grabj in your 
AUTOEXEC.BAT file so that GRAB.COM is always in memory (see DOS and 
WordPerfect in Reference). You can also use any of the Startup options in the 
command (see Startup Options below).

Canceling Screen Capture
If you decide not to capture the screen after the box is displayed, press Escape 
(Esc). You can press Cancel (FI) at any time to cancel the capture.

Clipboard
If you own WordPerfect Shell, you can use the Screen Capture Program to save 
images to the Shell Clipboard. To save an image to the clipboard, press 
Alt-Shift- -  (Alt-Shift-Minus) instead of Alt-Shift-F9 in step 2 above. You can 
retrieve the image from the Clipboard into a graphics box in WordPerfect (see 
Graphics, Define a Box in Reference).

Graphics Modes Supported by GRAB.COM
GRAB.COM supports all graphics modes in the STANDARD.VRS file, as well 
as the IBM 8514/A, as shown below:

Graphics Cards/Monitors

AT&T 6300 

Compaq Portable 

VGA

Graphics Modes

640x400 Monochrome

640x400 Monochrome

320x200 256 Color 
640x480 16 Color 
640x480 Monochrome
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To capture an image. 

1 Using a graphics program, display the image you want to capture on the 
screen. 

2 Press Alt-Shift-F9 

A two-toned chime indicates that the Screen Capture Program is ready to capture 
the image. After the chime, a box is displayed on the screen. 

3 Use the arrow keys to reposition the box, use Shift-arrow keys to resize the 
box. 

Use the Insert key (Im) to s11 ·itch be1ween fin e and coarse increments when you c1re 
moving and sizing rhe /Jox. 

4 Press Enter to capture the contents in the box . 

The Screen Capture Program copies the contents in display memory to a file . 
When copying is complete, the two-tone chime sounds again. 

Batch File 
If you frequentl y use the Screen Capture Program to capture images, you may 
wish to put the patl111ame\grab command (e .g ., c:\wp51\grabJ in your 
AUTOEXEC.BAT file so that GRAB.COM is always in memory (see DOS and 
WordPl'>fl'c f in R eferen ce) . You can aho u~c ,my ur the: startup options in the 
command (see Startup Options below). 

Canceling Screen Capture 
If you decide not to capture the screen after the box is displayed. press Escape 
(Esc) . You can press Caned (Fl) at any time to cancel the capture. 

Clipboard 
If you own WordPerfect Shell. you can use the Screen Capture Program to save 
images to the Shell Clipboard. To save an image to the clipboard. press 
Alt-Shift- - (Alt-Shift-Minus) instead of Alt-Shift-F9 in step 2 above. You can 
retrieve the image from the Clipboard into a graphics box in WordPerfect (see 
Graphics. Define a Box in Reference ). 

Graphics Modes Supported by GRAB.COM 
GRAB.COM supports all graphics modes in the STANDARD.YRS file. as well 
as the IBM 8514/ A. as shown below: 

Graphics Cards/Monitors 

AT&T 6300 

Compaq Portable 

VGA 

Graphics Modes 

640x400 Monochrome 

640x400 Monochrome 

320x200 256 Color 
640x480 16 Color 
640x480 Monochrome 



Graphics Cards/Monitors

EGA 640x200 16 Color
640x350 4 Color (64K)

Graphics Modes

640x350 16 Color 
640x480 16 Color
640x350 Monochrome

CGA

Hercules

IBM 8514/A

720x348 Monochrome

1024x768 256 Color (with /8 startup switch)

640x200 Monochrome

MCGA 320x200 256 Color

Help
You can enter grab/h at the DOS prompt (you may need to specify the path, 
e.g., c:\wp51\grab/h) for information regarding the Screen Capture Program. 
When you are done reading the information, press any key to exit. Running 
grab/h does not load the program. If you want to use the Screen Capture 
Program to capture images, you must load it into memory (see instructions 
above).

If You Hear a Buzz
A low-pitched buzz after pressing Alt-Shift-F9 indicates that you are not in 
graphics mode or you have a video adapter that is not supported by the Screen 
Capture Program. It could also mean that your graphics program or some other 
TSR (Terminate and Stay Resident) program in memory is incompatible with the 
Screen Capture Program.

Try removing from memory all programs except the Screen Capture Program 
and the program generating the image you are capturing. If you still get the 
buzz, it may be a software incompatibility.

To check whether a hardware incompatibility is causing the problem, try to 
capture the View Document screen in WordPerfect with only GRAB.COM and 
WordPerfect in memory. If you get the buzz, it is probably a hardware problem.

Image Filenames
The first file that is captured is named GRAB.WPG. If GRAB.WPG exists, the 
file is named GRAB 1.WPG. If GRAB 1.WPG exits, the file is named 
GRAB2.WPG, and so on. The Screen Capture Program can name files up to 
GRAB9999.WPG. You can use the lf=jileroot startup option to save the files 
under a different name (see Startup Options below).

The files are stored in the default directory. You can use the /d startup option 
(see Startup Options below) to redirect the files to another directory.

Only the directory where the files are to be saved is checked to see whether a 
file by the same name already exists.
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Help 

Graphics Cards/Monitors 

EGA 

Hercules 

IBM 8514/A 

CGA 

MCGA 

Graphics Modes 

640x200 16 Color 
640x350 4 Color (64K) 

640x350 16 Color 
640x480 16 Color 
640x350 Monochrome 

720x348 Monochrome 

I024x768 256 Color (with /8 startup switch) 

640x200 Monochrome 

320x200 256 Color 

You can enter grab/h at the DOS prompt (you may need to specify the path, 
e.g., c:\wpSl\grab/h) for information regarding the Screen Capture Program. 
When you are done reading the information. press any key to exit. Running 
grab/h does not load the program. If you want to use the Screen Capture 
Program to capture images, you must load it into memory (see instructions 
above) . 

If You Hear a Buzz 
A low-pitched buzz after pressing Alt-Shift-F9 indicates that you are not in 
graphics mode or you have a video adapter that is not supported by the Screen 
Capture Program. It could also mean that your graphics program or some other 
TSR (Terminate and Stay Resident) program in memory is incompatible with the 
Screen Capture Program. 

Try removing from memory all programs except the Screen Capture Program 
and the program generating the image you are capturing . If you still get the 
buzz, it may be a software incompatibility. 

To check whether a hardware incompatibility is causing the problem, try to 
capture the View Document screen in WordPerfect with only GRAB.COM and 
WordPerfect in memory. If you get the buzz, it is probably a hardware problem. 

Image Filenames 
The first file that is captured is named GRAB.WPG. If GRAB.WPG exists, the 
file is named GRAB I.WPG. If GRAB 1.WPG exits, the file is named 
GRAB2.WPG, and so on. The Screen Capture Program can name files up to 
GRAB9999.WPG. You can use the lf=Jileroot startup option to save the files 
under a different name (see Starrup Options below). 

The files are stored in the default directory. You can use the /d startup option 
(see Startup Options below) to redirect the files to another directory. 

Only the directory \\-here the files are to be saved is checked to see whether a 
file by the same name already exists. 
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Loading GRAB.COM
You must load the Screen Capture Program before you start WordPerfect or any 
other program. You cannot use the Go to DOS feature to load the Screen 
Capture Program.

GRAB.COM  needs to be loaded each time you start your machine. If you try to 
load GRAB.COM after it has already been loaded, a message telling you that the 
Screen Capture Program has already been loaded will be displayed.

The Screen Capture Program may conflict with some TSR (Terminate and Stay Resident) 
programs.

Microsoft Windows
The Screen Capture Program cannot be loaded while Microsoft Windows is 
running resident. You can capture images with the Screen Capture Program 
from Windows, as long as GRAB.COM is loaded first.

Startup Options
The following startup options may be used when installing the GRAB.COM file: 

ten
Use this option when loading the Screen Capture Program with Sidekick and 
some other TSR (Terminate and Stay Resident) programs. This option
prevents the com puter from  locking up by controlling the number of attempts 
the Screen Capture Program makes to get the keyboard interrupt back from 
the other program, n is the number (from 0 to 5) of tries the Screen Capture 
Program will make.

To load the Screen Capture Program with Sidekick, enter grab/cO, then load 
Sidekick. This option also allows the non-numeric arrow keys on an 
enhanced keyboard to scale the image box.

/d=pathstring
Pathstring is a pathname (up to 80 characters) used to indicate where you 
want to store the captured files. For example, you would enter 
grab/d=c:\wp51\grab to store the files in the C:\WP51\GRAB directory.

/f-fileroot
Fileroot is the root of the filename (up to 4 characters) for captured files.
This name is used in place of "GRAB” in the filenames of the image files.

/i
This option causes the Screen Capture Program to ignore the DOS-busy flag, 
allowing it to run under some applications.

/k
This option retains the image box from the previous grab. Use this 
command when you want to capture the same area on several different 
screens.
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Loading GRAB.COM 
You must load the Screen Capture Program before you start WordPerfect or any 
other program. You cannot use the Go to DOS feature to load the Screen 
Capture Program. 

GRAB.COM needs to be loaded each time you start your machine. If you try to 
load GRAB .COM after it has already been loaded, a message telling you that the 
Screen Capture Program has already been loaded will be displayed. 

The Screen Capture Program may conflict with some TSR (Terminate and Stay Resident) 
programs. 

Microsoft Windows 
The Screen Capture Program cannot be loaded while Microsoft Windows is 
running resident. You can capture images with the Screen Capture Program 
from Windows, as long as GRAB.COM is loaded first. 

Startup Options 
The following startup options may be used when installing the GRAB.COM file: 

/en 
Use this option when loading the Screen Capture Program with Sidekick and 
some other TSR (Terminate and Stay Resident) programs. This option 
prevents the computer from locking up by controlling the number of attempts 
the Screen Capture Program makes to get the keyboard interrupt back from 
the other program. n is the number (from O to 5) of tries the Screen Capture 
Program will make. 

To load the Screen Capture Program with Sidekick, enter grab/cO, then load 
Sidekick. This option also allows the non-numeric arrow keys on an 
enhanced keyboard to scale the image box. 

ld=pathstring 
Pathstri11g is a pathname (up to 80 characters) used to indicate where you 
want to store the captured files. For example, you would enter 
grab/d=c:\wp51 \grab to store the files in the C:\ WPS I \GRAB directory. 

/f..;fi/eroot 
Fileroot is the root of the filename (up to 4 characters) for captured files. 
This name is used in place of "GRAB" in the filenames of the image files . 

/j 

This option causes the Screen Capture Program to ignore the DOS-busy flag, 
allowing it to run under some applications. 

/k 
This option retains the image box from the previous grab. Use this 
command when you want to capture the same area on several different 
screens. 



/m
This option is used to generate monochrome bitmap files. It is useful when 
capturing color bitmapped images that will be used on monochrome systems.

p=2
This option allows the Screen Capture Program to capture page 2 when using 
a Hercules Graphics Adapter.

/s
This option makes the Space Bar toggle between moving and sizing the box 
when arrow keys are pressed. This option is useful for some programs when 
the Shift-arrow keys do not work.

/8
This option should be used if you have an 8514A graphics card.

Two Disk Drives
To run GRAB.COM on a two disk drive system, exit all programs, insert the 
diskette you labeled “Utilities” and enter grab at the A> DOS prompt.

See Also: Graphics, Conversion Program; Graphics, Define a Box; Graphics, 
Formats and Programs

Search

When editing a document you may sometimes need to move to a certain passage, 
yet you might not remember exactly where it is found.

You can use Search to quickly move to a word, phrase, or code in your text.

1 Press a Search keystroke (see Search Directions below).

r e  Select Forward or Backward from the Search menu.

2 Type the characters and/or codes you want to find (commonly referred to as 
the search string).

3 Press the Search keystroke to begin the search (see Codes and Editing Search 
Strings below).

~0I Click the right mouse button to continue the search

4 After the cursor stops at the first match, press the Search keystroke twice to 
continue the search.

ral Select Next or Previous from the Search menu.

For example, with the cursor at the beginning of a document in which you 
mention Mr. Claussen, you can press *Search (F2). type claussen, then press 
♦Search again to move the cursor to the first occurrence of Mr. Claussen’s name.
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capturing color bitmapped images that will be used on monochrome systems. 

p=2 
This option allows the Screen Capture Program to capture page 2 when using 
a Hercules Graphics Adapter. 

/s 
This option makes the Space Bar toggle between moving and sizing the box 
when arrow keys are pressed. This option is useful for some programs when 
the Shift-arrow keys do not work. 
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diskette you labeled "Utilities" and enter grab at the A> DOS prompt. 
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When editing a document you may sometimes need to move to a certain passage, 
yet you might not remember exactly where it is found. 

You can use Search to quickly move to a word, phrase. or code in your text. 

1 Press a Search keystroke ( see Search Directions below). 

18 Select Forward or Backward from the Search menu. 

2 Type the characters and/or codes you want 10 find (commonly referred to as 
the search string) . 

3 Press the Search keystroke to begin the search (see Codes and Editing Search 
Strings below). 

al Click the right mouse button to continue the search 

4 After the cursor stops at the first match. press the Search keystroke twice to 
continue the search. 

181 Select Next or Previous from the Search menu. 

For example, with the cursor at the beginning of a document in which you 
mention Mr. Claussen, you can press •Search (F2). type claussen. then press 
tSearch again to move the cursor to the first occurrence of Mr. Claussen' s name. 
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Notes

You can then continue pressing ♦Search twice to move forward through the 
document to every occurrence of Mr. Claussen’s name until you find the exact 
reference you want.

Capitalization
In a search string, lowercase characters match both lowercase and uppercase. 
Uppercase characters match only uppercase. For example, jim  will find Jim, but 
Jim will not find jim.

Codes
When typing a search string (in step 2 above), include codes by pressing the 
function keys and also selecting options to actually select the feature you want. 
For example, to insert an Underline code into a search string, press Underline 
(F8).

Remember, you must actually select the feature. For example, you could not 
search for an Underline code [UND] by typing an open bracket ([), then typing 
UND and typing a closed bracket (]) as the search string.

To search for a pair of codes, press the function key twice. For example, to 
search for [UND][und], press Underline (F8) twice.

To search for the second code in a set of paired codes, you need to first insert 
both codes in the pair into the search string and then delete the first code. For 
example, to search for the Bold Off code [bold], press ♦Search (F2), press Bold 
(F6) twice to insert a pair of bold codes (i.e., [BOLD][bold]) into the search 
string, press Left Arrow (<—) to move to the immediate right of the Bold On 
code [BOLD], press Backspace to delete it, then press ♦Search to begin the 
search.

For a complete list of WordPerfect codes, see Appendix C: Codes.

Editing Search Strings
When you type a search string (in step 2 above), you can use the arrow and 
delete keys to move through and edit it just as you would edit text in the normal 
editing screen.

Search Directions
To search from the cursor forward, press ♦Search (F2). To search from the 
cursor backward, press ♦Search (Shift-F2). While a Search prompt is displayed 
on the status line, you can change the search direction by pressing Up Arrow (T) 
or Down Arrow (i).

Once you have typed a search string, you can press ♦Search (F2), ♦Search 
(Shift-F2), or Escape (Esc) to perform the search. You can also begin the 
search by double clicking the left mouse button.

5 7 2  SEARCH

Notes 

572 SEARCH 

You can then continue pressing •Search twice to move forward through the 
document to every occurrence of Mr. Claussen's name until you find the exact 
reference you want. 

Capitalization 
In a search string. lowercase characters match both lowercase and uppercase. 
Uppercase characters match only uppercase. For example, Jim will find Jim, but 
Jim will not find Jim. 

Codes 
When typing a search string (in step 2 above), include codes by pressing the 
function keys and also selecting options to actually select the feature you want. 
For example, to insert an Underline code into a search string, press Underline 
(F8) . 

Remember, you must actually select the feature . For example, you could not 
search for an Underline code [UNO] by typing an open bracket ([), then typing 
UNO and typing a closed bracket (]) as the search string. 

To search for a pair of codes, press the function key twice. For example, to 
search for [UND](und], press Underline (F8) twice. 

To search for the second code in a set of paired codes. you need to first insert 
both codes in the pair into the search string and then delete the first code. For 
example, to search for the Bold Off code [bold], press •Search (F2), press Bold 
(F6) twice to insert a pair of bold codes (i.e., [BOLD][bold]) into the search 
string, press Left Arrow ( - ) to move to the immediate right of the Bold On 
code [BOLD). press Backspace to delete it, then press •Search to begin the 
search. 

For a complete list of WordPerfect codes, see Appendix C: Codes. 

Editing Search Strings 
When you type a search string (in step 2 above), you can use the arrow and 
delete keys to move through and edit it just as you would edit text in the normal 
editing screen. 

Search Directions 
To search from the cursor forward, press •Search (F2). To search from the 
cursor backward, press •Search (Shift-F2). While a Search prompt is displayed 
on the status line. you can change the search direction by pressing Up Arrow (i) 
or Down Arrow ( l ). 

Once you have typed a search string, you can press •Search (F2), •Search 
(Shift-F2), or Escape (Esc) to perform the search. You can also begin the 
search by double clicking the left mouse button. 



Variations
When block is on (see Block in Reference), you can use Search to expand or 
contract the block to include the next occurrence of the search string. For 
example, with block on in a document in which you mention Mr. Claussen, you 
can press ^Search (F2), type claussen, then press ^Search again to extend the 
block to include the next occurrence of Mr. Claussen’s name. In the same way, 
you can also use ♦Search (Shift-F2) to contract the block back to the last 
occurrence of Mr. Claussen’s name.

Normally, Search searches only the main text of a document. A Search that 
includes any text in headers, footers, footnotes, endnotes, graphics box captions, 
and text boxes is called an Extended Search. To perform an extended search, 
press Home before beginning the Search. The word extended is then displayed 
within the search prompt, (e.g., “-> Extended Search:”).

When you type in a search string, you can use a Ctrl-X to represent any single 
character. To include a Ctrl-X (AX) in a Search string, press Ctrl-v, Ctrl-x. If 
you use Ctrl-X be aware that Ctrl-X does not represent function codes and it 
cannot be the first letter in the search string. For example, the search string 
sAXe finds any words which contain “s” and “e” separated by any other single 
letter (e g., cluster, speller, stellar, s te p ,  s y s te m s ) .

To include a Soft Return code [SRt] in a search string, press Ctrl-m.

You can include a Soft Page code [SPg] in a search string by pressing Ctrl-v, 
Ctrl-k. However, WordPerfect finds only those Soft Page codes which were 
originally Soft Return codes [SRt]. You cannot search for Soft Page codes 
which were originally Hard Return codes [HRt-SPg]. Instead, search for the 
Hard Return code and it will find the Hard Return code [HRt-SPg] that caused 
that soft page.

Words
When you are searching for a particular word that is surrounded by two spaces, 
press the Space Bar to include spaces before and after the word. Otherwise, the 
Search will include any occurrences of that word even when it is found in other 
words. For example, insert spaces before and after the word the to find the only 
when it appears alone, and not in such words as these, therefore, and other.

See Also: Block, Define; Replace
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Variations 
When block is on (see Block in Reference), you can use Search to expand or 
contract the block to include the next occurrence of the search string. For 
example. with block on in a document in which you mention Mr. Claussen, you 
can press •Search (F2), type claussen, then press •Search again to extend the 
block to include the next occurrence of Mr. Claussen's name. In the same way, 
you can also use •Search (Shift-F2) to contract the block back to the last 
occurrence of Mr. Claussen's name. 

Normally. Search searches only the main text of a document. A Search that 
includes any text in headers. footers, footnotes, endnotes, graphics box captions, 
and text boxes is called an Extended Search. To perform an extended search, 
press Home before beginning the Search. The word extended is then displayed 
within the search prompt. (e.g., "-> Extended Search:"). 

When you type in a search string, you can use a Ctrl-X to represent any single 
character. To include a Ctrl-X ("X) in a Search string, press Ctrl-v, Ctrl-x. If 
you use Ctrl-X be aware that Ctrl-X does not represent function codes and it 
cannot be the first letter in the search string. For example, the search string 
s" Xe finds any words which contain "s" and "e" separated by any other single 
letter (e g .. c/11.fter. speller. stellar. step, systems). 

To include a Soft Return code [SRt] in a search string. press Ctrl-m. 

You can include a Soft Page code [SPg] in a search string by pressing Ctrl-v, 
Ctrl-k. However. WordPerfect finds only those Soft Page codes which were 
originally Soft Return codes [SRt]. You cannot search for Soft Page codes 
which were originally Hard Return codes [HRt-SPg]. Instead, search for the 
Hard Return code and it will find the Hard Return code [HRt-SPg] that caused 
that soft page. 

Words 
When you are searching for a particular word that is surrounded by two spaces, 
press the Space Bar to include spaces before and after the word. Otherwise, the 
Search will include any occurrences of that word even when it is found in other 
words. For example, insert spaces before and after the word the to find the only 
when it appears alone, and not in such words as these, therefore, and other. 

See Also: Block, Define: Replace 
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Setup

Notes

WordPerfect comes with settings for most of its features preset. After you install 
WordPerfect, you can start typing and creating documents.

The default (or initial) settings are set so that they will accommodate a variety of 
users in a variety of situations. You can tailor these settings to your own needs.

The Setup key is the gateway to creating your own default settings. While this 
section does not go into specifics about the features associated with the Setup 
key, it does give you some idea of what you will find there.

Settings made with features on the Setup key are stored in a file called 
WP(WP}.SET and are in effect each time you start WordPerfect. Some of these 
settings can be temporarily overridden with other features in WordPerfect.

To change settings,

1 Press Setup (Shift-Fl).

CB Select Setup from the File menu.

2 Select the option of your choice. The option headings are listed under Notes 
below. More specific information about those options and the items on their 
menus is found in specific locations in Reference. * •

Display Menu
This menu lets you make default settings for the way menus, screens, and text 
are displayed on the monitor in WordPerfect. Its options include:

• Colors/Fonts/Attributes • Menu Options
• Edit-Screen Options • Text Screen Type
• Graphics Screen Type • View Document Options

More information about the Display menu itself can be found in Display Setup in 
Reference. Check the Index for more information about the options.

Environment Menu
This menu lets you make default settings for several WordPerfect features. Its 
options include:

• Alternate Keyboard
• Backup Options
• Beep Options
• Cursor Speed
• Document Management/

Summary

More information on the Environment menu itself can be found in Environment 
Setup in Reference. Check the Index for more information about the options.

Fast Save
Hyphenation (Dictionary) 
Prompt for Hyphenation 
Units of Measure
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WordPerfect comes with settings for most of its features preset. After you install 
WordPerfect, you can start typing and creating documents. 

The default (or initial) settings are set so that they will accommodate a variety of 
users in a variety of situations. You can tailor these settings to your own needs. 

The Setup key is the gateway to creating your own default settings. While this 
section does not go into specifics about the features associated with the Setup 
key, it does give you some idea of what you will find there. 

Settings made with features on the Setup key are stored in a file called 
WP [WP} .SET and are in effect each time you start WordPerfect. Some of these 
settings can be temporarily overridden with other features in WordPerfect. 

To change settings, 

1 Press Setup (Shift-FI). 

[8 Select Setup from the File menu. 

2 Select the option of your choice. The option headings are listed under Notes 
below. More specific information about those options and the items on their 
menus is found in specific locations in ReferencP. 

Display Menu 
This menu lets you make default settings for the way menus, screens, and text 
are displayed on the monitor in WordPerfect. Its options include: 

• Colors/Fonts/ Attributes • Menu Options 
• Edit-Screen Options • Text Screen Type 
• Graphics Screen Type • View Document Options 

More information about the Display menu itself can be found in Display Setup in 
Reference. Check the Index for more information about the options. 

Environment Menu 
This menu lets you make default settings for several WordPerfect features. Its 
options include: 

• Alternate Keyboard 
• Backup Options 
• Beep Options 
• Cursor Speed 
• Document Management/ 

Summary 

• Fast Save 
• Hyphenation (Dictionary) 
• Prompt for Hyphenation 
• Units of Measure 

More information on the Environment menu itself can be found in Environment 
Setup in Reference. Check the Index for more information about the options. 



Initial Settings Menu
This menu lets you make default settings for several WordPerfect features as 
well as for documents you create. Its options include:

• Date Format
• Equation (Options)
• Format Retrieved 

Documents for 
Default Printer

• Initial Codes
• Merge (Options)
• Print Options
• Repeat Value
• Table of Authorities (Options)

More information on the Initial Settings menu itself can be found in Initial 
Settings in Reference. Check the Index for more information about the options.

Keyboard Layout Menu
This menu lets you map your keyboard. This means you can assign WordPerfect 
features, WordPerfect characters, and WordPerfect macros to almost any key on 
the keyboard. For more information about this menu, see Keyboard Layout in 
Reference.

Location of Files Menu
This menu helps you organize your files. With it, you can specify directories for 
the following files:

• Backup Files • Spreadsheet Files
• Document Files • Style Files (and Style Library Filename)
• Graphic Files • Thesaurus/Spell/FIyphenation
• Keyboard/Macro Files Files (Main and Supplementary)
• Printer Files

More information about the Location of Files menu itself can be found in 
Location o f Files in Reference. Check the Index for information about the files 
represented on this menu.

Mouse Menu
This menu lets you set default settings for the way your mouse will work in 
WordPerfect. Its options include:

• Acceleration Factor • Port
• Double-Click Interval • Type
• Left-Handed Mouse • Submenu Delay Time

More information about the Mouse menu itself can be found in Mouse Setup in 
Reference. Check the Index for information about the options.

See Also: Display Setup; Environment Setup; Initial Settings; Keyboard Layout; 
Location of Files; Mouse Setup
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Initial Settings Menu 
This menu lets you make default settings for several WordPerfect features as 
well as for documents you create. Its options include: 

• Date Format 
• Equation (Options) 
• Format Retrieved 

Documents for 
Default Printer 

• Initial Codes 
• Merge (Options) 
• Print Options 
• Repeat Value 
• Table of Authorities (Options) 

More information on the Initial Settings menu itself can be found in Initial 
Settings in Reference. Check the Index for more information about the options. 

Keyboard Layout Menu 
This menu lets you map your keyboard. This means you can assign WordPerfect 
features, WordPerfect characters. and WordPerfect macros to almost any key on 
the keyboard. For more information about this menu, see Keyboard Layout in 
Reference. 

Location of Files Menu 
This menu helps you organize your files. With it, you can specify directories for 
the following files: 

• Backup Files 
• Document Files 
• Graphic Files 
• Keyboard/Macro Files 
• Printer Files 

• Spreadsheet Files 
• Style Files (and Style Library Filename) 
• Thesaurus/Spell/Hyphenation 

Files (Main and Supplementary) 

More information about the Location of Files menu itself can be found in 
Location of Files in Reference. Check the Index for information about the files 
represented on this menu. 

Mouse Menu 
This menu lets you set default settings for the way your mouse will work in 
WordPerfect. Its options include: 

• Acceleration Factor • Port 
• Double-Click Interval • Type 
• Left-Handed Mouse • Submenu Delay Time 

More information about the Mouse menu itself can be found in Mouse Setup in 
Reference. Check the Index for information about the options. 

See Also: Display Setup; Environment Setup; Initial Settings; Keyboard Layout; 
Location of Files; Mouse Setup 
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Sheet Feeder

A sheet feeder contains one or more paper bins and feeds paper from those bins 
to the printer one sheet at a time.

I f you have a laser printer with a single paper bin, this bin is not considered a sheet 
feeder.

If you use a sheet feeder with your printer, you must select the feeder on the 
Select Printer: Edit menu.

1 Press Print (Shift-F7) to display the Print menu.

FB Select Print from the File menu.

2 Choose Select Printer (s), move the cursor to the printer whose sheet feeder 
you want to select, then select Edit (3).

3 Select Sheet Feeder (3), move the cursor to the name of the sheet feeder you 
are using, then choose Select (1).

I f you receive a “Printer files not found’’ message, WordPerfect cannot find the .ALL file 
that was used to define your printer. You need to specify the directory where the .ALL 
file was copied during Installation (see the Installation Instructions card).

A Helps and Hints screen appears after the sheet feeder is selected. Press Exit 
(F7) after reading the information to exit the screen.

4 Press Exit (F7) until you return to the normal editing screen.

Notes Bin Number
Once you select a sheet feeder, you need to indicate which bin number you will 
be using. (This information is found on the Sheet Feeder Helps and Hints screen 
displayed after you selected a sheet feeder in step 3 above.) You specify the bin 
number when you create a paper definition (see Editing a Definition under Paper 
Size/Type in Reference).

Deselecting a Sheet Feeder
If you decide you do not want to have a sheet feeder selected, select None (2) 
from the Select Printer: Sheet Feeder menu.

Helps and Hints
You can display the Helps and Hints screen for any sheet feeder without 
selecting that sheet feeder. Move the cursor to the sheet feeder and select Help 
(3) from the Select Printer: Sheet Feeder menu.

.PRS File
The sheet feeder definition is copied from the .ALH file to the Printer Resource 
(.PRS) file. (See .ALL and .PRS Files under Printing—General Information in 
Reference for an explanation of the .PRS file.)
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A sheet feeder contains one or more paper bins and feeds paper from those bins 
to the printer one sheet at a time. 

If you have a laser printer with a single paper bin. this bin is not considered a sheet 
feeder. 

If you use a sheet feeder with your printer, you must select the feeder on the 
Select Printer: Edit menu. 

1 Press Print (Shift-F7J to display the Print menu. 

[81 Select Print frum the File menu. 

2 Choose Select Printer ( s). move the cursor to the printer whose sheet feeder 
you want to select. then select Edit (3 J. 

3 Select Sheet Feeder (3), move the cursor to the name of the sheet feeder you 
are using, then choose Select (I). 

If you receive a "Printer files not found" message, WordPerfect cannot find the .ALL file 
that was used to define your printer. You need to specify the directory where the .ALL 
file was copied during lnsta//ation (see the Installation Instructions card). 

A Helps and Hints screen appears after the sheet feeder is selected. Press Exit 
(F7) after reading the information to exit the screen. 

4 Press Exit (F7 l until you return to the normal editing screen. 

Bin Number 
Once you select a sheet feeder, you need to indicate which bin number you will 
be using. (This information is found on the Sheet Feeder Helps and Hints screen 
displayed after you selected a sheet feeder in step 3 above.) You specify the bin 
number when you create a paper definition (see Editing a Definition under Paper 
Size/Type in Reference). 

Deselecting a Sheet Feeder 
If you decide you do not want to have a sheet feeder selected, select None (2) 
from the Select Printer: Sheet Feeder menu. 

Helps and Hints 
You can display the Helps and Hints screen for any sheet feeder without 
selecting that sheet feeder. Move the cursor to the sheet feeder and select Help 
(3) from the Select Printer: Sheet Feeder menu . 

. PRS File 
The sheet feeder definition is copied from the .ALL file to the Printer Resource 
(.PRS) file. (See .ALL and .PRS Files under Printing-General Information in 
Reference for an explanation of the .PRS file.) 



Selecting a Printer
In addition to using the above steps to select a sheet feeder, you can also select 
one when you select a printer (see Printer, Select in Reference).

See Also: Paper Size/Type; Printer, Select

Sort

Sort lets you select and sort (alphabetize) lines, paragraphs, secondary merge 
records, or rows in a table (Table feature) from within WordPerfect documents 
or files. You can sort the contents of entire documents or use the Block feature 
to sort portions of a document.

The document or block you want to sort is referred to as the input file. It can be 
on your screen or in a file on disk. After the document (or block) is sorted, it is 
referred to as the output file. The output file can either replace the document (or 
block) on-screen, or it can be sent to a file on disk.

The input file (unsorted) and output file (sorted) can be different files (if you use 
different names for each). This lets you sort a file without replacing the original, 
unsorted file. If you use the same name for the input and output file, you will 
be asked if you want to replace the existing input file. If you answer Yes, the 
output file will replace the input file.

The following steps explain how to sort an entire document. If you want to sort 
a block of information or rows in a table, see Block Sort or Table Sort below. 
You should always save your document before sorting.

1 Press M erge/Sort (Ctrl-F9), then select Sort (2).

CIS Select Sort from the Tools menu.

2 Press Enter to sort the document on your screen. 

or

Enter the name of the file on disk that you want to sort.

3 Press Enter to replace the document on your screen (input) with the sorted 
document (output).

or

Enter the name of the output file (the file where you want the sorted 
information saved).

If you use the same name in both steps 2 and 3, you will be asked if you want 
to replace the existing input file with the sorted output file. Type y to replace 
the file or n to enter a new output filename.
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Selecting a Printer 
In addition to using the above steps to select a sheet feeder. you can also select 
one when you select a printer (see Printer. Select in Reference) . 

See Also: Paper Sizeffype; Printer, Select 

Sort lets you select and sort (alphabetize) lines, paragraphs, secondary merge 
records, or rows in a table (Table feature) from within WordPerfect documents 
or files. You can sort the contents of entire documents or use the Block feature 
to sort portions of a document. 

The document or block you want to sort is referred to as the input file. It can be 
on your screen or in a file on disk. After the document (or block) is sorted, it is 
referred to as the output file. The output file can either replace the document (or 
block) on-screen, or it can be sent to a file on disk. 

The input file (unsorted) and output file (sorted) can he different files (if you use 
different names for each). This lets you sort a file without replacing the original, 
unsorted file. If you use the same name for the input and output file, you will 
be asked if you want to replace the existing input file. If you answer Yes, the 
output file will replace the input file. 

The following steps explain how to sort an entire document. If you want to sort 
a block of information or rows in a table, see Block Sort or Table Sort below. 
You should always save your document before sorting. 

1 Press Merge/Sort (Ctrl-F9J. then select Sort (2). 

rn Select Sort from the Tools menu. 

2 Press Enter to sort the document on your screen. 

or 

Enter the name of the file on disk that you want to sort. 

3 Press Enter to replace the document on your screen (input) with the sorted 
document (output). 

or 

Enter the name of the output file (the file where you want the sorted 
information saved). 

If you use the same name in both steps 2 and 3, you will be asked if you want 
to replace the existing input file with the sorted output file. Type y to replace 
the file or n to enter a new output filename. 

SORT 577 



Notes

4 When the Sort menu appears at the bottom of the screen, enter the keys and 
other criteria you want to use for sorting the document (see Sort Menu and 
Records and Fields below).

5 Select Perform Action (1) to begin sorting.

It is possible to use a file on disk as the input file and the screen as the output 
file. If you do so, the input file will be sorted and then inserted into the 
document on screen at the cursor position.

The default setting for the Sort menu is to sort lines, alphabetically sorting each 
line by the first word in the line. Using the Sort menu options (see Sort Menu 
below), you can change sorting criteria such as the type of sort (merge file, 
paragraph) the sort order (ascending, descending) and others. Any changes you 
make to the sort criteria are saved for the next sort until you exit WordPerfect 
then start it again.

Codes on a line will sort with the line. Therefore it is a good idea to place codes at the 
top o f the document or in Document: Initial Codes.

Block Sort
To sort a section of a document, block the text you want to sort (Alt-F4), then 
press Merge/Sort (Ctrl-F9). When sorting a block of text, you are not asked for 
input or output files but are taken directly to the Sort menu. When you select 
Perform Action (1), the block is sorted on the screen and the sorted block 
replaces the original block.

If you have a Language code in your document, and you want it to affect the 
sorting of a block of text, the Language code should be before the block in the 
document (see Language in Reference).

Languages
Some languages include characters not available in the English alphabet. 
WordPerfect can identify these characters for sorting purposes only if you use 
the Language feature to specify the language you are sorting (see Language in 
Reference). To specify a language, you usually insert a Language code into your 
document (Shift-F8,4,4). For the Language code to affect sorting, it must be 
inserted into the Initial Codes screen (Shift-Fl,4,5). See Initial Codes in 
Reference for details.

The only exception to this rule is if you are sorting a block. Then the Language 
code can be inserted anywhere in the document before the selected block of text.

Records and Fields
Records are the units that are sorted in a file. In a line sort, each line is a record 
and can end with a hard or soft return. In a paragraph sort, each paragraph is a 
record and must end with two or more hard returns [HRt], In a merge file sort, 
records are separated by {END RECORD} (see Merge in Reference). And in a 
table sort, each row is a record.
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4 When the Sort menu appears at the bottom of the screen, enter the keys and 
other criteria you want to use for sorting the document (see Sort Menu and 
Records and Fields below). 

5 Select Perform Action ( 1) to begin sorting. 

lt is possible to use a file on disk as the input file and the screen as the output 
file. If you do so, the input file will be sorted and then inserted into the 
document on screen at the cursor position. 

The default setting for the Sort menu is to sort lines, alphabetically sorting each 
line by the first word in the line. Using the Sort menu options (see Sort Menu 
below), you can change sorting criteria such as the type of sort (merge file, 
paragraph) the sort order (ascending, descending) and others. Any changes you 
make to the sort criteria are saved for the next sort until you exit WordPerfect 
then start it again. 

Codes on a line will sort with the line. Therefore it is a good idea to place codes at the 
top of the document or in Document: Initial Codes. 

Block Sort 
To sort a section of a document. block the text you want to sort (Alt-F4), then 
press Merge/Sort (Ctrl-F9). When sorting a block of text, you are not asked for 
input or output files but are taken directly to the Sort menu. When you ~elect 
Perform Action ( l ), the block is sorted on the screen and the sorted block 
replaces the original block . 

If you have a Language code in your document, and you want it to affect the 
sorting of a block of text, the Language code should be before the block in the 
document (see Language in Reference) . 

Languages 
Some languages include characters not available in the English alphabet. 
WordPerfect can identify these characters for sorting purposes only if you use 
the Language feature to specify the language you are sorting (see Language in 
Reference). To specify a language, you usually insert a Language code into your 
document (Shift-F8.4,4). For the Language code to affect sorting, it must be 
inserted into the Initial Codes screen (Shift-Fl.4.5). See Initial Codes in 
Reference for details. 

The only exception to this rule is if you are sorting a block. Then the Language 
code can be inserted anywhere in the document before the selected block of text. 

Records and Fields 
Records are the units that are sorted in a file . In a line sort, each line is a record 
and can end with a hard or soft return. In a paragraph sort, each paragraph is a 
record and must end with two or more hard returns [HRt]. In a merge file sort. 
records are separated by { END RECORD} (see Merge in Reference). And in a 
table sort, each row is a record. 



Each record is divided into parts that you can use to specify key words by which 
the record may be sorted. These parts include fields, lines, and words.

Fields
Secondary merge records (merge sort), lines (line and paragraph sort), and 
rows in a table can be divided into fields. For example, you could have a 
group of addresses. Each address is a record which can be divided into 
fields of information. The city may be a field and the ZIP Code may be 
another.

Corresponding fields from each record should contain the same type of 
information. For example, if field 1 of the first record contains a ZIP Code, 
then field 1 of every record in that file should contain a ZIP Code.

You can have as many fields as you like within a record. Each field is 
numbered consecutively: field 1, field 2, field 3, etc. Using our address 
example, field 1 might be the street address, field 2 the city, field 3 the state, 
and field 4 the ZIP Code.

Fields are separated by tabs or indents in lines or paragraphs and by 
(END FIELD} in secondary merge files. In a table, each cell is a field. 
When you specify keys, you will need to enter a cell number. Cells are 
numbered from left to right, starting with cell 1.

Text at the left margin is considered field one. A single Tab or Indent code before 
any text will cause the field number for that text to be increased by one.

If you are sorting lines or paragraphs, be sure to insert only one tab or indent 
between each field. Two tabs or indents next to each other (with nothing 
between them) will be interpreted as a blank field. Inconsistent use of tabs 
and indents between fields will lead to inconsistent results.

Be aware that Flush Right, Center, Margin Release, and Dec Tab also act as 
field delimiters within a sort.

Lines
Lines are used in merge, paragraph, and table sorting and can end with hard 
or soft returns. In line sorting, each line is considered a record.

Lines are usually counted from the top of the record to the bottom but, when 
sorting merge records or rows in a table, can be counted from bottom to top 
by using negative numbers. However, when you are sorting paragraphs, you 
cannot use negative numbers to indicate line numbers (see Sort, Keys in 
Reference).

Words
Words are separated by spaces, forward slashes (/), and Hard Hyphens 
(Home,-) within a line or field. Words are usually counted from left to right 
but can be counted from right to left by using negative numbers to specify a 
key (see Sort, Keys in Reference).
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Each record is divided into parts that you can use to specify key words by which 
the record may be sorted. These parts include fields, lines, and words. 

Fields 
Secondary merge records (merge sort), lines (line and paragraph sort), and 
rows in a table can be divided into fields. For example, you could have a 
group of addresses. Each address is a record which can be divided into 
fields of information. The city may be a field and the ZIP Code may be 
another. 

Corresponding fields from each record should contain the same type of 
information. For example. if field I of the first record contains a ZIP Code, 
then field I of every record in that file should contain a ZIP Code. 

You can have as many fields as you like within a record. Each field is 
numbered consecutively: field I, field 2, field 3. etc. Using our address 
example, field I might be the street address, field 2 the city, field 3 the state, 
and field 4 the ZIP Code. 

Fields are separated by tabs or indents in lines or paragraphs and by 
{END FIELD} in secondary merge files. In a table, each cell is a field. 
When you specify keys . you will need to enter a cell number. Cells are 
numbered from left to right, starting with cell I. 

Text at the left margin is considered fie ld one. A single Tab or Indent code before 
any text will cause the field number for that text to be increased by one. 

If you are sorting lines or paragraphs, be sure to insert only one tab or indent 
between each field. Two tabs or indents next to each other (with nothing 
between them) will be interpreted as a blank field. Inconsistent use of tabs 
and indents between fields will lead to inconsistent results. 

Be aware that Flush Right, Center, Margin Release, and Dec Tab also act as 
field delimiters within a sort. 

Lines 
Lines are used in merge, paragraph. and table sorting and can end with hard 
or soft returns. In line sorting, each line is considered a record. 

Lines are usually counted from the top of the record to the bottom but, when 
sorting merge records or rows in a table. can be counted from bottom to top 
by using negative numbers. However, when you are sorting paragraphs. you 
cannot use negative numbers to indicate line numbers (see Sort, Keys in 
Reference). 

Words 
Words are separated by spaces, forward slashes (/), and Hard Hyphens 
(Home,-) within a line or field. Words are usually counted from left to right 
but can be counted from right to left by using negative numbers to specify a 
key (see Son, Keys in Reference). 
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Sort Delimiters
The following table lists the delimeters and record definitions for each sort type:

Sort Type W ord Delimiter Line Delimiter Field Delimiter Record Definition

Line Space, Forward 
Slash (/), Hard 
Hyphen [-]

Tab, Indent, Flush 
Right, Center, 
Margin Release, 
Tab Align

Each line ends 
with a hard or soft 
return.

Paragraph Space, Forward 
Slash (/), Hard 
Hyphen [-]

Hard or Soft 
Return

Tab, Indent, Flush 
Right, Center, 
Margin Release, 
Tab Align

Each paragraph 
ends with two or 
more hard returns.

Secondary Merge 
Record

Space, Forward 
Slash (/), Hard 
Hyphen [-]

Hard or Soft 
Return

(END FIELD) code Each merge record 
ends with an 
{END RECORD) 
code.

Table Row* 
(cursor must be 
inside an existing 
table)

Space, Forward 
Slash (/), Hard 
Hyphen [-]

Hard or Soft 
Return

Each row is a line 
of cells beginning 
with a [Row] 
code.

*The cell delimiter for a table row is a [Cell] code.

Sort Menu
Once you have specified the input and output files for the sort, the Sort menu 
appears in the lower half of the screen.

A  CURRENT SORT TYPE 

A  CURRENT SORT ORDER 

A  CURRENT SORT ACTION

Cahoon, Henry J. Belgium 555-3456 TWA let C
Thompson, Robert R. Holland 555-3356 United c o a c h
Jensen, Gerald Orlando 555-4391 Western 1 s t  C
Pace, Patricia Redding 555-2119 United coach
Fielding, Tom P h o en ix 555-5233 TWA c o a c h
Gentry, Steven M. Columbus 555-0970 R e p u b lic c o a c h
Gerrard, Doug New York 555-8571 KLM 1 s t  c
Clegg, Ted Vegas 5 5 5-1730 Delta c o a c h
Anderson, Sherry Boston 555-3161 Eastern
Bassett, Don England 555-7338 TWA 1 s t  C

i c  2 Pq 1 Ln 1" Pos 1”
M n n D B B a B B H D H H K a B  l l l l l  ■ ■  ■ ■  IBn . --------------

Kev Tv d  Field Word Kev
l a  1 1 2

5
3
6

7 0 9

Action
Sort < Type

L in e  sort <
l Perform Action; 2 View 3 Keys: 4 select * * & ordei,- 7 Type; 0
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Sort Delimiters 
The following table lists the delimeters and record definitions for each sort type: 

Sort Type Word Delimiter Line Delimiter Field Delimiter Record Definition 

Line Space. Forward Tab. Indent, Flush Each line ends 
Slash (/) , Hard Right. Center. with a hard or soft 
Hyphen[-] Margin Release. return. 

Tab Align 

Paragraph Space, Forward Hard or Soft Tab, Indent. Flush Each paragraph 
Slash (/). Hard Return Right, Center, ends with two or 
Hyphen [-] Margin Release, more hard returns. 

Tab Align 

Secondary Merge Space, Forward Hard or Soft {END FIELD} code Each merge record 
Record Slash <I), Hard Return ends with an 

Hyphen [-] {END RECORD) 
code. 

Table Row * Space, Forward Hard or Soft Each row is a line 
(cursor must be Slash (/), Hard Return of cells beginning 
inside an existing Hyphen l-1 with a [Row] 
table) code. 

*The cdl uelimiter for a table row is a l Cell] code. 

A CURRENT SORT TYPE 

A CURRENT SORT ORDER 

A CU RRE NT SORT ACTION 
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Sort Menu 
Once you have specified the input and output files for the sort, the Sort menu 
appears in the lower half of the screen. 

Cahoon. Henry J. Belgi u m SSS-3 4S li TWA l et C 
Thn"'p"'nn. Robert R. Hn)l..ind 555-3356 Un itgd coac h 
Jensen, G11uald Orl ando 555 - 4391 Wes tern l st C 
P11r;p_ P;itrir111 Fh•rlrling 555-2'1Q 
l'ield:lnq 'Inm Phoeni,i 555-5233 TWA c::O l!lch 
Gent ry , Steven M. Col 1J111bus sss -eq,o Re public conch 
r.o: rTarrl. r.cug '-e" York 555-8571 Wl t.1 l e t C 
Clegg, T Pd Veg""' 55~ 1730 Del te coech 
Ar, d e r ,or,r !':h9r-.- y S55-316 1 Eastern 
Pll!'.Sett, Don Engl ,mrl 555 '33 8 1st C 

Kev Tvo Field Word 
I I I 

• 1 

l Perform Action: 2 I.Ile " J t<eys· d St>le c• • • ,, . .,, 6 Orde ~ ; 7 Type ; o 



All of the current sort criteria are displayed. At the bottom of the screen is a 
menu of options which you can use to change the sort (and select) criteria.

The following is a brief description of each option on the Sort menu.

Perforin Action
Select Perform Action (1) to begin sorting or selecting. When sorting is 
complete, the sorted document is either displayed on your screen or saved in 
a file on disk, depending on the output file you indicated.

View
Select View (2) to scroll through the input file displayed in the upper-half of 
the screen.

You can use any of the cursor keys or the search keys to scroll through the 
text. When you finish, press Exit (F7) to return to the Sort menu.

Keys
“Keys” are words, fields, or phrases within a record used to sort and/or 
select specific items in a document. Select this option to define the keys you 
want to use for sorting the document.
F o r  e x a m p le ,  i f  y o u  h a d  a  l i s t  o f  n a m e s  ( f i r s t  a n d  la s t ) ,  k c y l  m ig h t  b e  the

last names in the list, and key2 might be the first names in the list. When 
sorting, WordPerfect would first sort the list using the last names (keyl). 
WordPerfect would use the first name (key2) only to sort people in the list 
who had the same last name.

Keys can be alphanumeric or numeric. See Sort, Keys in Reference for more 
details.

Select
When you use this option, you are asked to enter a statement that specifies 
records to be extracted from the file before sorting. For example, you might 
use Select if you have a list of addresses, but you only want to sort the 
addresses with the same ZIP Code. See Sort, Select Records in Reference.

Action
If you are only sorting text, you will not need to use this option. Action (5) 
lets you specify whether you want to Select and Sort (1) or Select Only (2). 
If you choose Select and Sort, WordPerfect always performs the selection 
before sorting the selected records. You cannot select this feature unless you 
have entered a select statement (option 2 on the Sort menu). See Sort, Select 
Records in Reference.

Order
Select Order (6), then select Ascending (1) or Descending (2). In ascending 
order, letters are sorted from A to Z and numbers from 0 to 9. In 
descending order, letters and numbers are sorted in reverse order.
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All of the current sort criteria are displayed. At the bottom of the screen is a 
menu of options which you can use to change the sort (and select) criteria. 

The following is a brief description of each option on the Sort menu. 

Perform Action 
Select Perform Action (I) to begin sorting or selecting. When sorting is 
complete, the sorted document is either displayed on your screen or saved in 
a file on disk, depending on the output file you indicated. 

View 
Select View (2) to scroll through the input file displayed in the upper-half of 
the screen. 

You can use any of the cursor keys or the search keys to scroll through the 
text. When you finish, press Exit (F7) to return to the Sort menu. 

Keys 
"Keys" are words, fields, or phrases within a record used to sort and/or 
select specific items in a document. Select this option to define the keys you 
want to use for sorting the document. 

For example, if you had a list of names (first and last). key l might be the 

last names in the list. and key2 might be the first names in the list. When 
sorting. WordPerfect would first sort the list using the last names (key I). 
WordPerfect would use the first name (key2) only to sort people in the list 
who had the same last name. 

Keys can be alphanumeric or numeric. See Sort, Keys in Reference for more 
details. 

Select 
When you use this option, you are asked to enter a statement that specifies 
records to be extracted from the file before sorting. For example, you might 
use Select if you have a list of addresses, but you only want to sort the 
addresses with the same ZIP Code. See Sort, Select Records in Reference. 

Action 
If you are only sorting text, you will not need to use this option. Action (5) 
lets you specify whether you want to Select and Sort ( 1) or Select Only (2). 
If you choose Select and Sort, WordPerfect always performs the selection 
before sorting the selected records. You cannot select this feature unless you 
have entered a select statement (option 2 on the Sort menu). See Sort, Select 
Records in Reference. 

Order 
Select Order (6), then select Ascending (1) or Descending (2). In ascending 
order, letters are sorted from A to Z and numbers from O to 9. In 
descending order. letters and numbers are sorted in reverse order. 
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Type
If you want to change the displayed type of sort, select Type (7), then select 
Merge (1) for secondary merge records, Line (2) for line records, or 
Paragraph (3) for paragraph records.

Table Sort
If you want to sort rows of information in a table (Table feature), you must first 
move your cursor into a cell within the table. Once the cursor is inside the table, 
press Merge/Sort (Ctrl-F9). When sorting table information, you are not asked 
for input or output files but are taken directly to the Sort menu. When you 
select Perform Action (1), the table rows are sorted on the screen replacing the 
original table information on the screen.

Each row in a table is a record, and each cell in a row is a field within the 
record. Rows are numbered from top to bottom starting with 1, and cells are 
numbered from left to right starting with 1.

You should only sort rows with the same number of cells. You should also 
avoid sorting rows with cells that span multiple rows.

If you use a select string that deletes an entire table in a table sort, you can 
restore the table by pressing Cancel (FI), then selecting Restore (1). For more 
information about selecting records, see Sort, Select Records in Reference.

See Also: Lesson 32; Sort, Keys; Sort, Select Records

Type 
If you want to change the displayed type of sort, select Type (7 ), then select 
Merge ( 1) for secondary merge records. Line (2) for line records, or 
Paragraph (3) for paragraph records. 

Table Sort 
If you want to sort rows of information in a table (Table feature), you must first 
move your cursor into a cell within the table. Once the cursor is inside the table, 
press Merge/Sort (Ctrl-F9J. When sorting table information. you are not asked 
for input or output files but are taken directly to the Sort menu. When you 
select Perform Action (I). the table rows are sorted on the screen replacing the 
original table information on the screen. 

Each row in a table is a record. and each cell in a row is a field within the 
record. Rows are numbered from top to bottom starting with L and cells are 
numbered from left to right starting with 1. 

You should only sort rows with the same number of cells. You should also 
avoid sorting rows with cells that span multiple rows. 

If you use a select string that deletes an entire table in a table sort, you can 
restore the table by pressing Cancel (F 1 ), then selecting Restore (I). For more 
information about selecting records, see Sort, Select Records in Reference. 

See Also: Lesson 32; Sort. Keys; Sort. Select Records 
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Sort, Keys

A  FIELD 1 
A  FIELD 2 
A  FIELD 3 
A  FIELD 4 
A  FIELD 5

In a WordPerfect sort, “keys” define words by which lines, paragraphs, merge 
records, and rows (Table feature) are selected and sorted.

You can sort the records in a file by using up to nine keys. Key I has first 
priority, key2 has second priority, etc. If the information in keyl is the same for 
more than one record, then key2 (if it exists) may be used to sub-sort all records 
having the same keyl value.

For example, you may have a phone list with the following information in each 
record (in this case the record is a line).

Cahoon, Henry J. 
Thompson, Robert R. 
Jensen, Gerald 
Pace, Patricia 
Fielding, Tom 
Gentry, Steven M. 
Gerrard, Doug 
Clegg. Ted 
Anderson, Sherry 
Bassett, Don

V
Belgium
Holland
Orlando
Redding
Phoenix
Columbus
New York
Vegas
Boston
England

V
555-3456
555-3356
555-4391
555-2119
555-5233
555-0970
555-0571
555-1730
555-3161
555-7330

V
TWA 
United 
Western 
United 
TWA
Republic
KLM
Delta
Eastern
TWA

Doc 2

1st C 
coach 
1st C

coach 
coach 
1st C 
coach 
coach 
1st C 

1 L n  1 *

Kev TYD Field Word

------- Sort by

Kev Tv d  Field
Line ---
Ward Kev Tv d  Field Word

1 a 1 1 2 a 1 2 3
4 5 6
7 B 9

Select

Action Order
Sort Ascending Line sort

Type: a ■ Alphanumeric; n - Humeric ; Usei arrows; Press 1Exit when done

The first field in each record contains at least two words—last name and first 
name. If you want to sort the records by last name then first name, the last 
name becomes keyl and the first name becomes key2.

KEY 1 

KEY 2 Cahoon, Henry J. Belgium 555-3456 TWA 1st C
Thompson, Robert R. Holland 555-3356 United coach
Jensen, Gerald Orlando 555-4391 Western 1st C
Pace, Patricia Redding 555-2119 United coach
Fielding, Tom Phoenix 555-5233 TWA coach
Gentry, Steven M. Columbus 555-0970 Republic: coach
Gerrard, Doug New York 555-0571 KLM 1st c
Clegg, Ted Vegas 555-1730 Delta coach
Anderson, Sherry Boston 555-3161 Eastern coach
Bassett, Don England 555-7338 TWA 1st C

Sort by Line

Kev T v d Field Word Kev Typ Field Word Tvn F.ald I*-c I

Typer a Alphanumeric;

Type ^

Use arrows; Press Exit when doi
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Sort, Keys 

A. FIELD 1 

& FIELD 2 

A FIELD 3 

A FIELD 4 

A FIELD 5 

A KEY 1 

bl. KEY 2 

In a WordPerfect sort, "keys" define words by which lines, paragraphs, merge 
records, and rows (Table feature ) are selected and sorted. 

You can sort the records in a file by using up to nine keys. Key I has first 
priority, key2 has second priority, etc. If the information in key I is the same for 
more than one record, then key2 (if it exists) may be used to sub-sort all records 
having the same key I value . 

For example, you may have a phone li st with the following information in each 
record (in this case the record is a line) . 

Cahoon , Hl!lnry J. 
Thomp son , Rober t R. 
Je n9e n, Ge r ald 
Pace, Patricia 
Fteldlng, Tom 
Gentry, Steven M. 
Gerrard, Ooug 
Clegg. Ted 
Anderaon, Sherry 
8 11 ,;a 11lflt t, Oo n 

key T yo Fie.ld Wo cd 
J l l . 

Action 
Sort 

V 'W 
Bel9 1um 555- 34515 
Holl ana 555-3356 
Orlando SSS- 43Ql 
Redding SSS- 2l!Cl 
Pho•nlll 555- 5233 
Columbu s 555- BQ70 
New York 555-8571 
Vega& 555-1730 
Boston 555-3161 
E:ngland 555-7338 

-"'t:ri ~"= -· 
Ke"' TVD Ft..,ld wnrtt 

2 . ' 2 
s 

'W V 
T WA 1st C 
United coach 
Weste rn 1st C 
United c• 
T WA coach 
Rep1Jt:Jllc COlllCh 
w, 1st C 
Oelre. coach 
Eastern coach 
TWA lat C ~-1 ... ,. -·· 

Ke v Tvo F.leld Word 

' 

. .... 
I.in"' sort 

'typ,P.: a • A.lph11 nu 111lflr lc; n - N\J .., ..,,,.J c; Use erro..,s; Press e.it when done 

The first field in each record contains at least two words- last name and first 
name. If you want to sort the records by last name then first name, the last 
name becomes key I and the first name becomes key2 . 

V V 
Cahoon, Henr y J Belgium 555-3456 TWA 1st C 
Thomp!.on, Robert R Holland 555-3356 Uni ted coech 
Jensen , Gerald Orlando 555-4391 Western 1st C 
Pace, Petriciil Reddlng 555-2119 unit ed coach 
Yielding, Ta"' Phaen.ut 555-52.3.3 TWA coach 
Gent:ry, Steven 11. Columbus 555-8970 Republ.1 c caech 
Cer r;H d, Doug New Yark. 555-8571 11.LM 1st: C 
Cl egg, Ted Vegas 555 17]0 Delta ca-1ch 
Anderson, Sher ry Baston 555-3161 Eastern coach 
Bassett, non England 555 7338 TWA 1st C ·-------------lii-i.°--
Kev Tvo field word ' ----
• 
' 

so,t by Lin• 

f<ev Tvo Field Word 
1- - ---, 

' • 

•• ,, .. . . ....... . 
Type· a Alphanumnric: ,. H, 111 • Use arrowg; Press E .. it: Yhen do"• 
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Notes

Keyl indicates that you want the records sorted by the first word (last name) in 
the first field (Name) of each record. Key2 indicates that you want the records 
sorted by the second word (first name) in the first field if  two or more last 
names are identical.

To enter key information, you must first display the Sort menu (Ctrl-F9, 2, enter 
the input file, then enter the output file). From the Sort menu,

1 Make sure you have selected the type of sort you want (merge, line, or 
paragraph) using the Type option (7). See Sort in Reference.

2 Select Keys (3) and type the key type (a for alphanumeric and n for 
numeric). See Key Type below.

3 Enter the field or cell (tables) number, the word number, and the line number 
(if you are using a paragraph, merge, or table sort). For example, type 1 for 
first, 2 for second, etc., if you are counting from left to right or top to 
bottom, or type -1 for first, -2  for second, etc., if you are counting from 
right to left or bottom to top (see Lesson 32: Sorting Records in the 
WordPerfect Workbook for details on using negative numbers in keys).

Negative numbers can only be used for words and fields.

The cursor automatically moves to the next set of key information after you enter 
the last number. You can follow steps 1 and 2 above to enter information for 
the second key, or you can press Exit (F7) to finish entering key information.

Once you have selected Keys (3), you can also use Insert and Delete to add and 
delete keys. Insert (Ins) adds keys at the cursor position, and Delete (Del) 
deletes the key at the cursor position.

Dates
If you want to sort dates, you can treat the month, day, and year as separate 
words if you divide them with forward slashes or Hard Hyphens (e.g., 11/08/59, 
11 -08-59). This means you can set up separate keys for each. For example, 
keyl could be the year (the third word in 11/08/59), and key2 could be the 
month (the first word in 11/08/59).

To insert a Hard Hyphen, press Home and then press the dash character key (-). 
If you just press the dash character key alone, you insert a hyphen which is 
ignored by Sort. This means your date will be treated as a single number (e.g., 
110859).

Key Type
The first item in each key identifies the sort as alphanumeric or numeric.

Alphanumeric keys are made up of letters or numbers and are indicated with an 
“a” in the key information. Numbers, such as ZIP Codes, telephone numbers, 
and social security numbers, must be of equal length if you want to designate 
them as alphanumeric keys.

5 8 4  SORT, KEYS
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Key I indicates that you want the records soned by the first word (last name) in 
the first field (Name) of each record. Key2 indicates that you want the records 
sorted by the second word (first name ) in the first field if two or more last 
names are identical. 

To enter key information, you must first display the Sort menu (Ctrl-F9, 2, enter 
the input file, then enter the output file). From the Sort menu. 

1 Make sure you have selected the type of sort you want (merge. line. or 
paragraph) using the Type option (7). See Sort in Reference. 

2 Select Keys (3) and type the key type (a for alphanumeric and n for 
numeric). See Key T_,pe below. 

3 Enter the field or cell (tables) number. the word number. and the line number 
(if you are using a paragraph. merge, or table sort). For example. type 1 for 
first, 2 for second. etc., if you are counting from left to right or top to 
bottom, or type -1 for first. -2 for second, etc ., if you are counting from 
right to left or bottom to top (see lesson 32: Sorting Records in the 
WordPerfect Workbook for details on using negative numbers in keys). 

Negative numbers can only be used.for words and fields. 

The cursor automatically moves to the next set of key information after you enter 
the last number. You can follow steps I and 2 above to enter information for 
the second key, or you can press Exit ( F7) to finish entering key information. 

Once you have selected Keys (3), you can also use Insert and Delete to add and 
delete keys . Insert (Ins) adds keys at the cursor position, and Delete (Del) 
deletes the key at the cursor position. 

Dates 
If you want to sort dates, you can treat the month. day, and year as separate 
words if you divide them with forward slashes or Hard Hyphens (e .g .. l I /08/59, 
11-08-59). This means you can set up separate keys for each. For example, 
key I could be the year (the third word in I I /08/59), and key2 could be the 
month (the first word in 11/08/59). 

To insert a Hard Hyphen, press Home and then press the dash character key (-). 
If you just press the dash character key alone. you insert a hyphen which is 
ignored by Sort. This means your date will be treated as a single number (e .g., 
110859). 

Key Type 
The first item in each key identifies the sort as alphanumeric or numeric . 

Alphanumeric keys are made up of letters or numbers and are indicated with an 
"a" in the key information. Numbers, such as ZIP Codes, telephone numbers, 
and social security numbers. must be of equal length if you want to designate 
them as alphanumeric keys. 



Numeric keys are numbers that can be of unequal length. Numeric keys can 
contain dollar signs, commas, and periods. For example: $25.00, 7,250, 26,000. 
Letters and non-numeric characters (e.g., commas, dollar signs) in numeric keys 
are ignored during selecting and sorting.

See Also: Lesson 32; Sort; Sort, Select Records

Sort, Select Records

At times you may want to select specific records from a file or document before 
sorting them. For example, you may want to create a sorted list of individuals 
that have the same ZIP Code.

You should always save your document before beginning a select, because your output 
file (even if you are outputing to the screen) will only include selected items.

Before you start the selection process, you should have already defined the keys 
you want to use when you sort and/or select text (see Sort, Keys in Reference). 
When you want to select as well as sort, display the Sort menu (Ctrl-F9,2, enter 
an input file, enter an output file), then type 4 for Select. The following menu 
appears:

Smith, Henry J. Orem Utah 84057
Davis, Robert R. Provo Utah 84601
Jensen, Gerald Seattle Washington 98112
Jones. Patricia Honolulu Hawaii 96706
Fielding, Tam Phoenix Arizona 05013
Davis, Steven M. Columbus Ohio 43230
Smith, Ted Las Vegas Nevada 89120
Anderson, Sherry Detroit Michigan 48236
Fields, Carl J. Oakland California 94612

Key Tvo Field Word l a  1 1
4 a 4 1
7

Select

Kev Tvo Field Word 
2 a l 1
5 a 1 2
8

Kev Tvo Field Word 
3 a 3 1
6 
9

Order
Ascending

TvDe
Line sort

*(OR), *lAND), « r <>. >,  <. >», <=: Press Exit when done

From this menu you can create a select statement. A select statement specifies 
the criteria you want to use to select records. The menu includes several logical 
symbols which you can combine with keys (e.g., keyl, key2, key3) to create a 
select statement.

SORT, SELECT RECORDS 5 8 5

Numeric keys are numbers that can be of unequal length. Numeric keys can 
contain dollar signs, commas, and periods. For example: $25.00, 7,250, 26,000. 
Letters and non-numeric characters (e.g., commas, dollar signs) in numeric keys 
are ignored during selecting and sorting. 

See Also: Lesson 32; Sort; Sort, Select Records 

Sort, Select Records 

At times you may want to select specific records from a file or document before 
sorting them. For example, you may want to create a sorted list of individuals 
that have the same ZIP Code. 

You should a/wars save your document before bef!inning a select, because your outpttt 
file ( even if you are outpurinR to the screen ) will only include selected items. 

Before you start the selection process, you should have already defined the keys 
you want to use when you sort and/or select text (see Sort, Keys in Reference). 
When you want to select as well as sort, display the Sort menu (Ctrl-F9,2, enter 
an input file, enter an output file), then type 4 for Select. The following menu 
appears : 

Smith, Henry J. 
Devi s, Robert R. 
Jensen. Ger11ld 
Jones. Patricia 
Fielding, Tom 
Davis. Steven ~­
Smith, Ted 
Anderson, Sherry 

Fields. Carl J. 

Ke v TVQ Fiel d War-d 
l II l l 

7 
Select 

' 1 

Orem Utah 84057 
Provo Utah 84601 
Seattle lofashington 98112 
Honolulu Haw;ul 96706 
PhoeniJ1 Arlzono 85013 
Columbus Ohio 43230 
Las Vege s Nevada 89120 
Detr o1 t Michigan 48?3f 

Oakland Celifornta ~d6l 2 

a.: 4- 1i.,,, 1 -__ "t;,.t't;flt!' _. __________________ _ 
Kev Tvo Field lifOl"d ' .~-,~-, 

5 & l 2 . 
Order 
Ascending 

Kev Tvo Field loiord 
3 a 3 1 
6 
9 

Tvoe 
L1ne soct 

From this menu you can create a select statement. A select statement specifies 
the criteria you want to use to select records. The menu includes several logical 
symbols which you can combine with keys (e.g., key I, key 2, key3) to create a 
select statement. 
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S) mbol

+ (OR)

* i AND)

<>

>

<

>=

Description

Select records that meet the conditions of either key.

Example: keyl=Smith + key3=Nevada would select records 
which include a “Smith” for keyl o r  a “Nevada” for key3.

Select records meeting the conditions of b o th  keys.

Example: keyl=Smith * key3=Nevada would select records 
for every “Smith” in "Nevada.”

Select records that have e x a c t ly  th e  s a m e  information in an 
indicated key.

Example: key4=84057 would select only those records with 
this ZIP Code.

Select records that d o  n o t  m a tc h  the information for an 
indicated key.

Example: key3<>Nevada would select all records that do not 
have “Nevada” for key3.

Select records that have information g r e a te r  th a n  the 
information for an indicated key.

Example: key3>Nevada would select records with states for 
key3 alphabetically greater than “Nevada” (e.g., “Ohio,” 
"Washington”).

S e le c t  r e c o r d s  th a t  h a v e  i n f o r m a t i o n  le s s  th a n  t h e  in f o r m a t i o n

for an indicated key.

Example: key4<84601 would select records with ZIP Codes 
for key4 numerically less than “84601” (e.g., “43230,” 
“48236”).

Select records that have information g r e a te r  th a n  o r  e q u a l  to  
the information for an indicated key.

Example: key4>=84601 would select records with ZIP Codes 
greater than or equal to “84601.”

Select records that have information le s s  th a n  o r  e q u a l  to  the 
information for an indicated key.

Example: key3<=Nevada would select records with states 
alphabetically less than or equal to “Nevada” (e.g., “Nevada,” 
“Michigan,” “California”).
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S)mbol 

+ (OR) 

* 1AND) 

= 

<> 

> 

< 

>= 

<= 

Description 

Select records that meet the conditions of either key. 

Example: keyl=Smith + key3=Nevada would select records 
which include a "Smith" for key I or a "Nevada" for key3. 

Select records meeting the conditions of both keys. 

Example: keyl=Smith * key3=Nevada would select records 
for every "Smith" in "Nevada." 

Select records that have exactly the same information in an 
indicated key. 

Example: key4=84057 would select only those records with 
this ZIP Code. 

Select records that do not match the information for an 
indicated key. 

Example: key3<>Nevada would select all records that do not 
have "Nevada" for key3. 

Select records that have information greater than the 
information for an indicated key. 

Example: key3>Nevada would select records with states for 
key3 alphabetically greater than "Nevada" (e.g .. "Ohio," 
"Washington"). 

Select records that have information less than the information 
for an indicated key. 

Example: key4<84601 would select records with ZIP Codes 
for key4 numerically less than "'84601" (e.g., "43230," 
"48236"). 

Select records that have information greater than or equal to 
the information for an indicated key. 

Example: key4>=84601 would select records with ZIP Codes 
greater than or equal to "8460 I." 

Select records that have information less than or equal to the 
information for an indicated key. 

Example: key3<=Nevada would select records with states 
alphabetically less than or equal to "Nevada" (e.g., "Nevada," 
"Michigan," "California"). 



Notes Global Select
You can also do a global select to request all records containing key words by 
typing a g or a 0 (zero) after the key. When doing a global select, you do not 
have to define keyg or keyO as a key word.

keyg=Hawaii
keyO=Utah

in the first example, all records that have the word “Hawaii" in any field will be 
selected. In the second example, all records that have the word “Utah” in any 
field will be selected.

Select Only
If you want to select records without sorting them, select Action (5) from the 
Sort menu, then choose Select Only (2).

You need to create a select statement before you can use the Action option.

There is no way to select words adjoined by a hard space. Hard spaces are 
considered functions by Sort, so they are ignored like any other function. To 
select on Dan[ ]Baker, use DanBaker in the select statement.

Select Statement Order
Selection is done from left to right unless parentheses are used to change the 
order. For example:

key 1-male * key2=Jones + key2=Davis

This statement first selects all males named Jones and then adds everyone named 
Davis. You could use parentheses to create the following statement:

keyl=male * (key2=Jones + key2=Davis)
The statement now looks for everyone named Jones or Davis, but then only 
selects the males with those two names.

See Also: Lesson 32; Sort; Sort, Keys

Speller, Check Spelling

The WordPerfect Speller checks the spelling in your document and looks for 
double words, words with numbers, and certain types of capitalization errors. 
You can check a word, page, document, or block of text without leaving your 
document. You can also look up words phonetically, do a word count, or 
display all the words in the dictionary that match a pattern.

Speller is not intended to be a comprehensive dictionary. Because the main 
purpose of Speller is to help you keep misspelled words out of your documents,
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Notes Global Select 
You can also do a global select to request all records containing key words by 
typing a g or a O (zero) after the key. When doing a global select, you do not 
have to define keyg or key0 as a key word. 

keyg=Hawaii 
key0=Utah 

In the fir,t example. all records that have the word "Hawaii" in any field will be 
selected. In the second example , all records that have the word "Utah" in any 
field will be selected. 

Select Only 
If you want to select records without sorting them. select Action (5) from the 
Sort menu. then choose Select Only (2). 

You need to create a select statement before you can use the Action option. 

There is no way to select words adjoined by a hard space. Hard spaces are 
considered functions by Sort, so they are ignored like any other function. To 
select on Dan[ ]Baker, use DanBaker in the select statement. 

Select Statement Order 
Selection is done from left to right unless parentheses are used to change the 
order. For example: 

key 1 =male * key2=Jones + key2=Davis 

This statement first selects all males named Jones and then adds everyone named 
Davis. You could use parentheses to create the following statement: 

key 1 =male * (key2=Jones + key2=Davis) 

The statement now looks for everyone named Jones or Davis. but then only 
selects the males with those two names. 

See Also: Lesson 32; Sort; Sort, Keys 

Speller, Check Spelling 

The WordPerfect Speller checks the spelling in your document and looks for 
double words. words with numbers. and certain types of capitalization errors. 
You can check a word. page. document, or block of text without leaving your 
document. You can also look up words phonetically, do a word count. or 
display all the words in the dictionary that match a pattern. 

Speller is not intended to be a comprehensive dictionary. Because the main 
purpose of Speller is to help you keep misspelled words out of your documents. 
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it lists only the most common correct spelling of a word. It does not list all 
possible spellings or words in the language.

Important: The Speller needs to be installed properly before it is used. I f  you chose not 
to ins'all the Speller files when you installed WordPerfect, or have not subsequently 
installed them, you must do so now to use the Speller, (see the Installation Instructions 
card).

Save your document before spell-checking.

1 Retrieve the document you want to spell-check.

2 Press Spell (Ctrl-F2) to display the Speller menu.

CB Select Spell on the Tools menu.

aerob.'cs since its inception in 1977.
Second in preference to water aerobics is swimming using the 

backsi.yle stroke. This allows the head to remain above water so 
that breathing is not restricted.

f,he primary drawback to swimming ia pool availability. Most 
spas offer swimming facilities, but spa memberships can sometimes 
run Into the hundreds of dollars.

Walking
The cheapest and the most popular form of recreation among 

older adults is walking.
Walking requires no equipment. It can be done almost anywhere 

at anj time. Done at a brisk pace, walking improves circulation 
and irvigorates the heart.

For those who live in cooler climates, many malls open their 
doors before the merchants arrive to offer a safe haven for 
walkeis .

Reminc er
/s always, it is a safe practice to get a physician’s approval 

before beginning any exercise program.

Check: 1 Word; 2 Page; 3 Document; 4 New Sup. Dictionary; 5 Look Up; 6 Count: 0

3 Select Word (1) or Page (2) to check the word or page on which the cursor 
is located or select Document (3) to check the entire document.

4 When the Speller stops and highlights a word, use the menu in the lower half 
of the screen to make any corrections and continue (see Double Word, 
Irregular Case, or Word Not Found below).

5 When checking is complete, press Exit (F7) to return to your document.

6 Replace the original document with the spell-checked version (use Save 
(F10) or Exit (F7)).

Notes Adding Words
When the Speller stops on a word that you know is spelled correctly, you can 
use the Add Word option to add it to the dictionary. The words you add are 
saved in the WP{WP)US.SUP (U.S. English version) file created by 
WordPerfect. This file is located in your WordPerfect directory or on your 
WordPerfect 2 diskette unless you specify another directory with the Location of 
Files feature (see Location o f Files in Reference).
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it lists only the most common correct spelling of a word. It does not list all 
possible spellings or words in the language . 

Important: The Speller needs to be installed properly before it is used. If you chose not 
to ins•a/1 rhe Speller files when you installed WordPerfect, or have not subsequently 
insral.'ed rhem. you must do so now to use the Speller. / see the Installation Instructions 
card). 

Save :1our documenr before spell-checking. 

1 Retrieve the document you want to spell-check. 

2 Press Spell (Ctrl-F2) to display the Speller menu. 

[Bl s ,,fect Spell on the Tools menu. 
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befon beginning any e:,,erci!'if' progr;,,111 

Check, l Word, 2 Pege; 3 Oocu,,.ent 4 New Sup oictionary: 5 Look Up; 6 Count: 0 

3 Sdect Word (I) or Page (2) to check the word or page on which the cursor 
is located or select Document (3) to check the entire document. 

4 When the Speller stops and highlights a word, use the menu in the lower half 
of the screen to make any corrections and continue (see Double Word, 
luegular Case, or Word Not Found below). 

5 When checking is complete, press Exit (F7) to return to your document. 

6 Rtplace the original document with the spell-checked version (use Save 
(FIO) or Exit (F7l). 

Notes Adding Words 
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When the Speller stops on a word that you know is spelled correctly. you can 
use th,! Add Word option to add it to the dictionary. The words you add are 
saved in the WP(WP}US.SUP (U.S. English version) file created by 
WordPerfect. This file is located in your WordPerfect directory or on your 
Wordf'erfect 2 diskette unless you specify another directory with the Location of 
Files feature (see Location of Files in Reference). 



If you chose New Supplementary Dictionary (4) before spell-checking, the words 
are added to your own supplementary dictionary instead of WP{WP}US.SUP. 
(See New Supplementary Dictionary below, and Speller, Dictionaries in 
Reference.)

Canceling Spell-Checking
Press Cancel (FI) at any time to stop the spell-checking, then press Exit (F7) to 
return to your document.

Checking a Block
You can spell-check a block of text by blocking the text (Alt-F4), then pressing 
Spell (Ctrl-F2). (The New Supplementary Dictionary, Look Up, and Word 
Count options are not available when checking a block.)

Dictionaries
The Speller helps you proof the document on your screen by comparing each 
word in your document with the list of words in a dictionary (WP(WPJUS.LEX) 
supplied by WordPerfect. It also checks a supplementary dictionary you create 
when you add words during spell-checking. In addition, you can create other 
dictionaries for use during spell-checking. For more information, see Speller, 
Dictionaries in Reference.

Dictionary Full
A temporary area in memory is used to save skipped words and to keep a copy 
of added words before they are written to the supplementary dictionary file. If 
this area becomes full, skipped words are removed to make room for added 
words. If the area is filled with added words, a “Dictionary Full” message 
appears. To correct this problem, you may want to exit the Speller to let 
WordPerfect add the words in memory to the supplementary dictionary, then 
spell-check the rest of the document using Block (Alt-F4).

Dictionary Not Found
If no path for the dictionary file is specified in the Location of Files feature (see 
Location o f Files in Reference), WordPerfect checks your default directory, then 
the directory where WP.EXE is located. If it is not found in any of these 
locations, you will receive an error message which allows you to enter the 
location of the file. To avoid getting the message each time you use the Speller, 
use the Location of Files feature to specify the directory.
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If you chose New Supplementary Dictionary ( 4) before spell-checking, the words 
are added to your own supplementary dictionary instead of WP\WP]US.SUP. 
(See New Supplementary Dictionary below. and Speller, Dictionaries in 
Reference. ) 

Canceling Spell-Checking 
Press Cancel (Fl) at any time to stop the spell-checking, then press Exit (F7) to 
return to your document. 

Checking a Block 
You can spell-check a block of text by blocking the text (Alt-F4 ), then pressing 
Spell (Ctrl-F2). (The New Supplementary Dictionary. Look Up. and Word 
Count options are not available when checking a block.) 

Dictionaries 
The Speller helps you proof the document on your screen by comparing each 
word in your document with the list of words in a dictionary (WP{WP)US.LEX) 
supplied by WordPerfect. It also checks a supplementary dictionary you create 
when you add words during spell-checking. In addition, you can create other 
dictionaries for use during spell-checking. For more information, see Speller, 
Dictionaries in Reference. 

Dictionary Full 
A temporary area in memory is used to save skipped words and to keep a copy 
of added words before they are written to the supplementary dictionary file . If 
this area becomes full, skipped words are removed to make room for added 
words. If the area is filled with added words, a "Dictionary Full" message 
appears. To correct this problem. you may want to exit the Speller to let 
WordPerfect add the words in memory to the sunnlementary dictionary. then 
spell-check the rest of the document using Block (Alt-F4 ). 

Dictionary Not Found 
If no path for the dictionary file is specified in the Location of Files feature (see 
location of Files in Reference), WordPerfect checks your default directory, then 
the directory where WP.EXE is located . If it is not found in any of these 
locations. you will receive an error message which allows you to enter the 
location of the file. To avoid getting the message each time you use the Speller. 
use the Location of Files feature to specify the directory. 

SPELLER, CHECK SPELLING 589 



Double Word
When the Speller finds a double word occurrence, the two words are highlighted 
and the following menu appears.

run into the hundreds of dollars, 

balking
The cheapest and the most popular form of recreation among

____Walking requires no equipment. It can be done almostt any tim e. Done a t a brisk pace, walking improves 
circulation and in v ig o ra te s  the h ea rt.

many malls open tneir 
a safe haven for
________ Doc 1 Pg 1 Ln 9.5" Pas 6.1

For those who live in cooler c n  
coors before the merchants arrive to

Double Word: 1 2 Skip; 3 Delete 2nd; 4 Edit; 5 Disable Double Word Checking

Skip
S Dell-checking continues; the double word is left as it was in the document. 
The Speller will stop on subsequent occurrences of the same double word.

Delete 2nd
The second occurrence of the word is deleted.

Edit
Change the text of the document using Left Arrow (<-), Right Arrow (->), 
Backspace, Delete, or text characters, then press Exit (F7) or Enter to 
continue spell-checking.

You can also press Left Arrow or Right Arrow to begin editing. 

Disable Double Word Checking
Ignore double-occurring words for the rest of the document.

Irregular Case
The Speller checks for five types of capitalization errors. It then lets you change 
the capitalization pattern to a predetermined format. The errors the Speller looks 
for, and the capitalization pattern they are changed to (upon your confirmation) 
are;

In the following list, U represents an uppercase letter, l represents a lowercase letter.

• UU1... is changed to Ull... (e.g., “THis” becomes “This”).
• 1U1... is changed to Ull... (e.g., “tHis” becomes “This”).
• 1UU... is changed to UUU... (e.g., "tHIS” becomes “THIS”).
• 11U... is changed to 111... (e.g., "this" becomes "this”).
• 1U is changed to U1 (in two-letter words only, e.g., “iS” becomes “Is”).
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Doublf Word 
When the Speller finds a double word occurrence. the two words are highlighted 
and the following menu appears. 
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Skip 
S Jell -checking continues; the double word is left as it was in the document. 
The Speller will stop on subsequent occurrences of the same double word. 

Delete 2nd 
The second occurrence of the word is deleted. 

Edit 
Change the text of the document using Left Arrow (~ ). Right Arrow ( ➔), 
Backspace. Delete, or text characters. then press Exit (F7) or Enter to 
c,)ntinue spell-checking. 

You can also press Left Arrow or Right Arrow to begin editing. 

Disable Double Word Checking 
Ignore double-occurring words for the rest of the document. 

Irregular Case 
The Speller checks for five types of capitalization errors. It then lets you change 
the c;1pitalization pattern to a predetermined format. The errors the Speller looks 
for, and the capitalization pattern they are changed to (upon your confirmation) 
are: 

In the fo llowing list, U represents an uppercase letter. 1 represents a lowercase letter. 

• UUI .. . is changed to Ull .. . (e .g., "THis" becomes "This"). 
• IUI... is changed to UII ... (e.g., "tHis" becomes "This"). 
• IUU ... is changed to UUU ... (e.g., "tHIS" becomes "THIS"). 
• IIU ... is changed to Ill ... (e.g., "thls·· becomes "this"). 
• JU is changed to UI (in two-letter words only, e.g., "iS" becomes "Is"). 



The capitalization o f the entire word is based on the first three characters only. 
For example, “ aPpLE,”  “ aPplE,”  "aPpLe,”  and “ aPple”  would all be replaced 
with “Apple” because in each case the first three letters fit the 1U1... pattern.

When the Speller finds a word with any o f the above types o f capitalization 
patterns, it highlights the word and displays the following menu.

Irregular Case: 1 2 Skip; 3 Replace; 4 Edit; 5 Disable Case Checking

S k ip
Spell-checking continues without changing the capitalization o f the word; the 
word with its capitalization pattern is only skipped once. I f  it occurs 
subsequently in the document, the Speller w ill stop at each occurrence.

R e p la c e
Rewrites the word with the new capitalization pattern as described in the list 
above. Subsequent occurrences o f the word with the same capitalization 
pattern are not replaced automatically. Rather, the Speller stops at each 
occurrence.

E d it
Change the text o f the document using Left Arrow (<-), Right Arrow (->), 
Backspace, Delete, or text characters, then press E x it  (F7) or E n t e r  to 
continue spell-checking.

You can also press L e f t  A r r o w  or R ig h t  A r r o w  to begin editing.

D is a b le  C a s e  C h e c k in g
Ignores case in words for the rest o f the document.

New Supplementary Dictionary
To change the supplementary dictionary to be used for spell-checking,

1 Press S p e l l  (Ctrl-F2).

rai Select Spell on the Tools menu.

SPELLER. CHECK SPELLING 591

The capitalization of the entire word is based on the first three characters only. 
For example, "aPpLE," "aPplE," "aPpLe," and "aPple" would all be replaced 
with "Apple" because in each case the first three letters fit the JUI... pattern. 

When the Speller finds a word with any of the above types of capitalization 
patterns, it highlights the word and displays the following menu. 

Irregular r.ase: l 2 Skip; J R:pl,3ce; 4 £d1 t.; 5 01~,)t)lC l'.,;Jse Checlnng 

Skip 
Spell-checking continues without changing the capitalization of the word; the 
word with its capitalization pattern is only skipped once. If it occurs 
subsequently in the document, the Speller will stop at each occurrence. 

Replace 
Rewrites the word with the new capitalization pattern as described in the list 
above. Subsequent occurrences of the word with the same capitalization 
pattern are not replaced automatically. Rather, the Speller stops at each 
occurrence. 

Edit 
Change the text of the document using Left Arrow ( ~ ), Right Arrow (--, ), 
Backspace, Delete, or text characters, then press Exit (F7 J or Enter to 
continue spell-checking. 

You can also press Left Arrow or Right Arrow to begin editing. 

Disable Case Checking 
Ignores case in words for the rest of the document. 

New Supplementary Dictionary 
To change the supplementary dictionary to be used for spell-checking, 

1 Press Spell (Ctrl-F2). 

~ Select Spell on the Tools menu. 
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2 Select New Supplementary Dictionary (4), then enter the name o f the 
supplementary dictionary you want to use.

I f  a directory for the supplementary files is specifed under Setup: Location o f 
Files (see L o c a t io n  o f  F i l e s  in R e f e r e n c e ), then WordPerfect w ill only access (or 
create) supplementary dictionaries in that directory. I f  no directory is specified, 
then WordPerfect checks your document directory. I f  no document directory is 
specified, then WordPerfect looks for the supplementary dictionary in your 
current default directory.

You cannot specify the path to the supplementary dictionaries when using the 
“ New Supplementary Dictionary”  option. The new supplementary dictionary 
must be found in one o f the directories indicated in the paragraph above.

For more information, see S p e l le r ,  D i c t i o n a r i e s  in R e f e r e n c e .

Password
I f  a “ Password:”  prompt appears when you start the Speller, the supplementary 
dictionary file you are using is locked. This prompt also appears when you enter 
the name o f a locked supplementary file after choosing New Supplementary 
Dictionary (4).

To use the locked supplementary dictionary, enter the password to the file. I f  
you press E n t e r  or C a n c e l  (F I) at the prompt, or i f  you enter an incorrect 
password, “1 Re-enter Password, 2 Continue Without Supplementary 
Dictionary”  appears. Select Re-enter Password (1) to try again, or Continue 
Without Supplementary Dictionary (2) to have no supplementary dictionary in 
effect.

Reveal Codes
I f  you are in Reveal Codes when you begin to spell-check a document, 
WordPerfect turns it o ff and uses the fu ll screen. When spell-checking is 
complete, WordPerfect redisplays the Reveal Codes screen.

Substructures
The Speller checks regular document text and text in substructures (like headers, 
footers, footnotes, endnotes, graphics boxes with text, etc.). Although the Speller 
counts the number o f words inside styles, it does not check the spelling o f text 
inside styles. Also, only the captions o f equation boxes are checked by the 
Speller, not the text o f the equation. To spell-check only the text in a 
substructure, you must invoke the speller while in that substructure.

Two Disk Drives
I f  you are running WordPerfect from two disk drives, insert the diskette you 
labeled “ Speller”  in drive B before pressing S p e l l  (Ctrl-F2). Do not remove the 
WordPerfect 2 or Speller diskette from the drive while using the Speller.
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2 Select New Supplementary Dictionary (4), then enter the name of the 
supplementary dictionary you want to use. 

If a directory for the supplementary files is specifed under Setup: Location of 
Files (see Location of Files in Reference), then WordPerfect will only access (or 
create) supplementary dictionaries in that directory. If no directory is specified, 
then WordPerfect checks your document directory. If no document directory is 
specified, then WordPerfect looks for the supplementary dictionary in your 
current default directory. 

You cannot specify the path to the supplementary dictionaries when using the 
"New Supplementary Dictionary" option. The new supplementary dictionary 
must be found in one of the directories indicated in the paragraph above. 

For more information, see Speller, Dictionaries in Reference. 

Password 
If a "Password:" prompt appears when you start the Speller. the supplementary 
dictionary file you are using is locked. This prompt also appears when you enter 
the name of a locked supplementary file after choosing New Supplementary 
Dictionary ( 4 ). 

To use the locked supplementary dictionary, enter the password to the file. If 
you press Enter or Cancel (Fl) at the prompt, or if you enter an incorrect 
password, "I Re-enter Password; 2 Continue WithoUI Supple1m:ntary 

Dictionary" appears. Select Re-enter Password (I) to try again, or Continue 
Without Supplementary Dictionary (2) to have no supplementary dictionary in 
effect. 

Reveal Codes 
If you are in Reveal Codes when you begin to spell-check a document, 
WordPerfect turns it off and uses the full screen. When spell-checking is 
complete, WordPerfect redisplays the Reveal Codes screen. 

Substructures 
The Speller checks regular document text and text in substructures (like headers, 
footers. footnotes, endnotes, graphics boxes with text, etc.). Although the Speller 
counts the number of words inside styles, it does not check the spelling of text 
inside styles. Also, only the captions of equation boxes are checked by the 
Speller. not the text of the equation. To spell-check only the text in a 
substructure, you must invoke the speller while in that substructure. 

Two Disk Drives 
If you are running WordPerfect from two disk drives. insert the diskette you 
labeled "Speller" in drive B before pressing Spell (Ctrl-F2). Do not remove the 
WordPerfect 2 or Speller diskette from the drive while using the Speller. 



Word Count
When the spell-check is complete, a count o f the number o f words in the block, 
page, or document is displayed at the bottom o f the screen. I f  you want to count 
words without spell-checking, use the Word Count option on the menu (see 
S p e l l e r ,  W o r d  C o u n t  in R e f e r e n c e ) .

Word Not Found
When a word is not found in any o f the dictionaries used by the Speller, it is 
highlighted and a list o f possible replacement words is displayed. The 
replacement list includes words that are different by a single letter or two letters 
typed out o f sequence. The list also includes words that sound similar to the 
word you are checking.

R e p la c e m e n t w o r d s  c o m e  o n ly  f r o m  th e  W o rd P e rfe c t d ic tio n a ry , n o t f r o m  th e  
su p p le m e n ta r y  d ic tio n a ry . F o r  in fo rm a tio n  on  h a v in g  w o r d s  f r o m  o th e r  d ic t io n a r ie s  
a p p e a r  a s  re p la c e m e n ts , s e e  Speller, Dictionaries in  Reference.

Should the list extend beyond the screen, press Enter to view more words in the 
replacement list.

run into the hundreds of dollars.
Walking

The cheapest and the .nost popular form of recreation among 
older adults is walking.

Walking requires SB equipment. It can be done almost anywhere 
at any time. Done at a brisk pace, walking improves circulation
and invigorates the heart.

For those who live in cooler climates, many malls open their 
doors before the merchants arrive to offer a safe haven for

ft. mn b . na C. nay
D. ne E. nea F. neigh
G . new H. nigh I. no
J. now K. noway L. nu
M. nw N. ny

Not Found: 1 Skip Once: 2 Skip; 3 Add; 4 Edit; 5 Look Up; 6 Ignore Numbers: 0

You can type the letter next to the correct spelling in the replacement list to 
replace the highlighted word (subsequent occurrences o f the misspelled word are 
then replaced automatically as the Speller finds them), or select one o f the 
following options:

A d d
The word is saved in the supplementary dictionary and spell-checking 
continues.

You can edit the supplementary dictionary in WordPerfect, or use the Speller 
U tility  to add the supplementary dictionary to the main dictionary 
(W P(W P)US.LEX) (see S p e l le r ,  D i c t i o n a r i e s  and S p e l l e r  U t i l i t y  in 
R e f e r e n c e ) .
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Word Count 
When the spell-check is complete, a count of the number of words in the block, 
page. or document is displayed at the bottom of the screen. If you want to count 
words without spell -checking. use the Word Count option on the menu (see 
Speller, Word Count in Reference). 

Word Not Found 
When a word is not found in any of the dictionaries used by the Speller, it is 
highlighted and a list of possible replacement words is displayed. The 
replacement list includes words that are different by a single letter or two letters 
typed out of sequence. The list also includes words that sound similar to the 
word you are checking. 

Replacement words come only from the WordPerfect dictionary, nor from the 
supplementary dictionary. For information on having words from other dictionaries 
appear as replacements, see Speller, Dictionaries in Reference. 

Should the list extend beyond the screen, press Enter to view more words in the 
replacement list. 

cur lnta the hundred~ o! dollars 

Walktng 
The cheepest and the ."fU'.l.!'!t popular form of recreation among 

older odults 1s w.:,lking 
lo11l1<1ng requires In! equipment:. It can b~ done almo:tt: anyw here 

at any time Cone at: e tirtsM pcce, weHlling improves eirc..,latian 

and lnv19oratei; the nciart 
rar those who live in coal.er cli.mates, many malls open their 

doors before the merchants arrive to offer a safe haven for , _____ _ 
D. ne 
G. new 
J. r,ow 

M, nw 

I!. na 
E nea 
H. nigh 
J(. noway 
N ny 

Doc l Pg l Ln 9.67" Po• 3.2~ 

C. na)' 
f". neigh 
I. 
L. nu 

Not f"ound: 1 Skip Cr,C'.e: 2 Skip: 3 /1.dd; 4 Edit; 5 Looi< Up; 6 IgnoTe Numb£>rs: 0 

You can type the letter next to the correct spelling in the replacement list to 
replace the highlighted word (subsequent occurrences of the misspelled word are 
then replaced automatically as the Speller finds them), or select one of the 
following options: 

Add 
The word is saved in the supplementary dictionary and spell-checking 
continues. 

You can edit the supplementary dictionary in WordPerfect, or use the Speller 
Utility to add the supplementary dictionary to the main dictionary 
(WP(WP}US.LEX) (see Speller. Dictionaries and Speller Utility in 
Reference). 
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E d it
Correct the spelling in the document by using Left Arrow (<-), Right Arrow 
(->), Backspace, Delete, or text characters, then press Exit (F7) to continue 
spell-checking.

You can also press L e f t  A r r o w  (<-) or R ig h t  A r r o w  (->) to begin editing.

The word is redisplayed i f  it is still not found in the dictionary. I f  you know 
the word is spelled correctly, use the Add Word or Skip option.

I g n o r e  N u m b e r s
Spell-checking continues; the Speller ignores words containing numbers in 
the rest o f the document.

L o o k  U p
You can look up a word in the main dictionary that matches a pattern. Use 
“ ?”  to represent a single letter, “ * ”  to represent zero or more letters in 
succession in the pattern. I f  you don't enter a word pattern, a list of 
phonetically similar words is displayed when you use this option.

Once a list o f words is displayed, you can then replace the misspelled word 
with the correct spelling by typing the letter next to the word in the 
replacement list. Subsequent occurrences o f the misspelled word are then 
replaced automatically as the Speller finds them.

I f  you don't want to replace the word with any o f the words in the list, press 
E x i t  (F7) to enter a new word or word pattern. I f  you don’ t want to enter 
another word or word pattern, press E x it  again to return to the Word Not 
Found menu where you can then select any o f the other options on the menu.

S k ip
Spell-checking continues; reoccurrences o f the word are ignored for the rest 
o f the spell-check.

S k ip  O n c e
Spell-checking continues; the Speller w ill stop at the next occurrence o f the 
word.

WPIWPl.SPW
The WP(WP}.SPW file contains programming code necessary to run the Speller. 
This file must be in the same directory as the other Speller files 
(W P{W P}US.LEX, WP{WPJUS.SUP). The Installation Program copies this file 
to the directory where WordPerfect is located (usually C:\WP51) i f  you have a 
hard disk, or to the diskette you labeled “ Speller" i f  you are using a two disk 
drive system. I f  you move the Speller files, use the Location o f Files feature to 
indicate to WordPerfect where they are stored (see L o c a t io n  o f  F i l e s  in 
R e f e r e n c e ) .

I f  you are using algorithmic dictionaries (see S p e l le r ,  D i c t i o n a r i e s ), additional 
files are required.
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Edit 
Correct the spelling in the document by using Left Arrow ( ,-), Right Arrow 
( ➔ ), Backspace. Delete. or text characters, then press Exit (F7) to continue 
spell-checking. 

You can also press Left Arrow( ,-) or Right Arrow(➔) to begin editing. 

The word is redisplayed if it is still not found in the dictionary. If you know 
the word is spelled correctly, use the Add Word or Skip option. 

Ignore Numbers 
Spell-checking continues; the Speller ignores words containing numbers in 
the rest of the document. 

Look Up 
You can look up a word in the main dictionary that matches a pattern. Use 
"?" to represent a single letter, "*" to represent zero or more letters in 
succession in the pattern. If you don't enter a word pattern, a list of 
phonetically similar words is displayed when you use this option. 

Once a list of words is displayed, you can then replace the misspelled word 
with the correct spelling by typing the letter next to the word in the 
replacement list. Subsequent occurrences of the misspelled word are then 
replaced automatically as the Speller finds them. 

If you don't want to replace the word with any of the words in the list. press 
Exit (F7) to enter a new word or word pattern. If you don't want to enter 
another word or word pattern, press Exit again to return to the Word Not 
Found menu where you can then select any of the other options on the menu. 

Skip 
Spell-checking continues; reoccurrences of the word are ignored for the rest 
of the spell-check. 

Skip Once 
Spell-checking continues; the Speller will stop at the next occurrence of the 
word. 

WPIWPI.SPW 
The WP{WP).SPW file contains programming code necessary to run the Speller. 
This file must be in the same directory as the other Speller files 
(WP{ WP l US .LEX, WP[ WP} US.SUP). The Installation Program copies this file 
to the directory where WordPerfect is located (usually C:\ WPS I) if you have a 
hard disk. or to the diskette you labeled "Speller" if you are using a two disk 
drive system. If you move the Speller files, use the Location of Files feature to 
indicate to WordPerfect where they are stored (see Lornrirm of Files in 
Reference). 

If you are using algorithmic dictionaries (see Speller, Dictionuries) , additional 
files are required. 



S e e  A ls o :  Speller, Dictionaries; Speller, Look Up Words; Speller, Word Count; 
Speller U tility ; Thesaurus

Speller, Dictionaries

The Speller helps you proof the document on your screen by comparing each 
word in your document with the lists o f words in a dictionary (WP{ WP}US.LEX 
for the U.S. English version) supplied by WordPerfect. It also checks a 
supplementary dictionary (WPjWP(US.SUP) which contains words you add 
during spell-checking. In addition, you can create your own dictionaries for use 
during spell-checking (see P e r s o n a l  D i c t i o n a r i e s  below).

Notes Editing Dictionaries
You can add, delete, or edit words in any o f the word-list-based dictionary files. 
There are two ways to edit a dictionary file.

• Use the Speller U tility program.
• E dit the file  in W ordPerfect.

The type o f dictionary and whether or not it has been compressed determine 
whether you should use the Speller U tility  or WordPerfect to edit the file.

The WordPerfect dictionary (WPJWPJUS.LEX) can only be edited using the 
Speller Utility. (See S p e l l e r  U t i l i t y  in R e f e r e n c e . )

Uncompressed supplementary dictionaries (or uncompressed portions of 
supplementary dictionaries) can be edited in WordPerfect. Simply retrieve the 
file in WordPerfect. The words must be entered one per line, and separated by a 
Hard Return code [HRt], After making any changes, save the file, replacing the 
old version.

The Speller U tility  has a feature which compresses a supplementary dictionary 
file. Compressing a file moves the words from the document portion o f the file 
to the header portion which you cannot see or edit in WordPerfect. For more 
information on the advantages o f compressed files, see O p t i m i z e  D i c t i o n a r y  

under S p e l l e r  U t i l i t y  in R e f e r e n c e .

Compressed supplementary dictionaries (or compressed portions of 
supplementary dictionaries) must be edited using the Speller U tility. Words 
added to a compressed supplementary dictionary during spell-checking are not 
compressed. They are stored in the document portion o f the file, and can be 
edited in WordPerfect.

For more information on using the Speller U tility, see S p e l l e r  U t i l i t y  in 
R e f e r e n c e .
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See Also: Speller, Dictionaries; Speller, Look Up Words; Speller, Word Count; 
Speller Utility; Thesaurus 

Speller, Dictionaries 

Notes 

The Speller helps you proof the document on your screen by comparing each 
word in your document with the lists of words in a dictionary (WP[ WP} US.LEX 
for the U.S. English version) supplied by WordPerfect. It also checks a 
supplementary dictionary (WP[ WP} US.SUP) which contains words you add 
during spell-checking. In addition, you can create your own dictionaries for use 
during spell-checking (see Personal Dictionaries below). 

Editing Dictionaries 
You can add. delete. or edit words in any of the word-list-based dictionary files . 
There are two ways to edit a dictionary file. 

• Use the Speller Utility program. 
• Edit the file in WordPerfect. 

The type of dictionary and whether or not it has been compressed determine 
whether you should use the Speller Utility or WordPerfect to edit the file. 

The WordPerfect dictionary (WP[ WP} US.LEX) can only be edited using the 
Speller Utility. (See Speller Utility in Reference.) 

Uncompressed supplementary dictionaries (or uncompressed portions of 
supplementary dictionaries) can be edited in WordPerfect . Simply retrieve the 
file in WordPerfect. The words must be entered one per line. and separated by a 
Hard Return code [HRt]. After making any changes, save the file. replacing the 
old version. 

The Speller Utility has a feature which compresses a supplementary dictionary 
file. Compressing a file moves the words from the document portion of the file 
to the header portion which you cannot see or edit in WordPerfect. For more 
information on the advantages of compressed files. see Optimize Dictionary 
under Speller Utility in Reference. 

Compressed supplementary dictionaries (or compressed portions of 
supplementary dictionaries) must be edited using the Speller Utility. Words 
added to a compressed supplementary dictionary during spell-checking are not 
compressed. They are stored in the document portion of the ti le, and can be 
edited in WordPerfect. 

For more information on using the Speller Utility. see Speller Utility in 
Reference. 
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Hyphenation
The WordPerfect dictionary file (see W o r d P e r f e c t  D i c t i o n a r y  below) is also the 
file used to determine hyphenation. Supplementary dictionaries (see 
S u p p l e m e n t a r y  D i c t i o n a r y  below) do not affect hyphenation.

A n a d d it io n a l  f i le  ( W P f W P j .H Y C ) is  a ls o  r e q u ir e d  f o r  h yp h en a tio n . F o r  m o re  
in fo rm a tio n  o n  th is  f ile , s e e  Hyphenation in Reference.

The words in the WordPerfect dictionary have dashes (-)  indicating where they 
may be hyphenated. I f  words have been added to the WordPerfect dictionary 
without hyphenation indicators (such as i f  you use the Speller U tility  to add your 
WPjWPJUS.SUP file to the WordPerfect dictionary), the words may not be 
hyphenated by the Hyphenation feature o f WordPerfect. See H y p h e n a t io n  and 
H y p h e n a t i o n  Z o n e  in R e f e r e n c e  for more information on hyphenation.

You can add words to the WordPerfect dictionary with indicators for where they 
may be hyphenated by using the Speller Utility. See S p e l l e r  U t i l i t y  in R e f e r e n c e  

for more details on adding words with hyphenation indicators.

International Dictionaries
WordPerfect has created dictionaries in several languages. The two letters before 
the .LEX extension indicate the language o f the dictionary. For example, 
W P{W P}US.LEX is the United States English version o f the WordPerfect 
dictionary, W P{W P}FR.LEX is the French (National) version.

WordPerfect offers the following versions o f the dictionary:

Afrikaans (AF)
German -  National (DE) 
Catalonian (CA)
German -  Switzerland 
(SD)
Danish (DK)
Icelandic (IS)
Dutch (NL)
Italian (IT)
English -  Australia (OZ)

• Norwegian (NO)
• English -  U.K. (UK)
• Portuguese -  Brazil (BR)
• English -  U.S. (US)
• Portuguese -  National (PO)
• Finnish (SU)
• Spanish (ES)
• French -  Canada (CF)
• Swedish (SV)
• French -  National (FR)

N e w  d ic t io n a r ie s  m a y  h a v e  b een  a d d e d  to  th is  l is t  s in c e  th is  p r in tin g .

The dictionaries listed above function on a word-list basis, except for Finnish, 
French-Canada. French-National, Italian, and Swedish, which use algorithmic 
dictionaries. Algorithmic dictionaries use rules instead o f word lists to cheek 
spelling. Because they use rules, they can find more words than word-list 
dictionaries. However, a hard disk is required to use algorithmic dictionaries. 
Also, algorithmic dictionaries cannot be modified, either in the Speller or in the 
Speller U tility  Program.

To acquire international versions of the WordPerfect dictionary, call WordPerfect 
Orders at (801) 225-5000.
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Hyphenation 
The WordPerfect dictionary file (see WordPerfecr Dictionary below ) is also the 
tile used to determine hyphenation. Supplementary dictionaries (see 
Supplementary Dictionary below ) do not affect hyphenation . 

An oddi1io11al file (WP/WP/.HYC) is also required jr,r hvphe11a1io11. For more 
information on this file, see Hyphenation in Reference. 

The words in the WordPerfect dictionary have dashes (- ) indicating where they 
may be hyphenated. If words have been added to the WordPerfect dictionary 
without hyphenation indicators (such as if you use the Speller Utility to add your 
WPIWP)US.SUP file to the WordPerfect dictionary). the words may not be 
hyphenated by the Hyphenation feature of WordPerfect. See Hyphenation and 
Hyphenation Zone in Reference for more information on hyphenation. 

You can add words to the WordPerfect dictionary with indicators for where they 
may be hyphenated by using the Speller Utility. See Speller Utility in Reference 
for more details on adding words with hyphenation indicators. 

International Dictionaries 
WordPerfect has created dictionaries in several languages . The two letters before 
the .LEX extension indicate the language of the dictionary. For example, 
WPIWP)US.LEX is the United States English version of the WordPerfect 
dictionary, WPIWP)FR.LEX is the French (National) version. 

WordPerfect offers the following versions of the dictionary: 

• Afrikaans (AF) • Norwegian (NO) 
• German - National (DE) • English - U. K. (UK) 
• Catalonian (CA) • Portuguese - Brazil (BR) 
• German - Switzerland • English - U. S. (US) 

(SD) • Ponuguese - National (PO) 
• Danish <DK) • Finnish (SU) 
• Icelandic (IS) • Spanish (ES) 
• Dutch (NL> • French - Canada (CF) 
• Italian ( IT) • Swedish (SY) 
• English - Australia (OZ) • French - National (FR) 

New dictionaries ma_\' haff heen added to this list since this printing. 

The dictionaries listed above function on a word-list basis, except for Finnish, 
French-Canada. French-National. Italian. and Swedish, which use algorithmic 
dictionaries. Algorithmic dictionaries use rules instead of word lists to check 
spelling. Because they use rules, they can find more words than word-list 
dictionaries. However. a hard disk is required to use algorithmic dictionaries. 
Also. algorithmic dictionaries cannot be modified. either in the Speller or in the 
Speller Utility Program. 

To acquire international versions of the WordPerfect dictionary, call WordPerfect 
Orders at ( 80 I) 225-5000. 



To use an international dictionary instead o f WP{ WP}US.LEX, insert a 
Language code (Shift-F8,4,4) in your document (see L a n g u a g e  in R e f e r e n c e ).
The Speller w ill use the dictionary corresponding to the code until it finds 
another Language code or until you exit the Speller.

I f  you want to spell-check new documents using a specific language, place the 
appropriate Language code in Initial Codes (S h ift-F l,4,5).

I f  you commonly use more than one language, you may want to combine 
WordPerfect dictionaries o f different languages, so that the Speller w ill recognize 
words o f any o f those languages. Use the Speller U tility  to combine 
WordPerfect dictionaries (see S p e l l e r  U t i l i t y  in R e f e r e n c e ) .

You ca n  o n ly  c o m b in e  w o r d - l is t  d ic tio n a r ie s . You c a n n o t c o m b in e  a lg o r ith m ic  
d ic tio n a r ie s .

Personal Dictionaries
You can create your own supplementary dictionary by typing a list o f words in 
WordPerfect and saving it in the WordPerfect directory or on the diskette you 
labeled “ WordPerfect 2." When you run the Speller, select New Supplementary 
Dictionary (4), then enter the name of your personal dictionary so that the 
Speller w ill use your supplementary dictionary instead o f WP( WPJUS.SUP.

As long as the new supplementary dictionary is selected, any words you add 
while spell-checking are added to your personal dictionary. Your new 
supplementary dictionary selection remains in effect until you exit WordPerfect, 
or select another supplementary dictionary.

You can enter the directory name for your supplementary dictionaries on the 
Location of Files menu (see L o c a t io n  o f  F i l e s  in R e f e r e n c e ) .  I f  you specified a 
directory name for your supplementary dictionaries in Location o f Files, 
WordPerfect w ill access your supplementary dictionary files from this directory. 
WordPerfect w ill also save your supplementary dictionaries to this directory.

Supplementary Dictionary
The default supplementary dictionary file (WP(WP)US.SUP) contains words you 
add during spell-checking. I f  you specified a directory name for your 
supplementary dictionaries in Location o f Files, WordPerfect w ill access your 
supplementary dictionary files from this directory. WordPerfect w ill also save 
your supplementary dictionaries to this directory (see N e w  S u p p l e m e n t a r y  

D i c t i o n a r y  under S p e l le r ,  C h e c k  S p e l l i n g  in R e f e r e n c e  for more information).

The naming convention for this supplemental dictionary on a network is 
WP( WPaxc.SUP, where x x x  is the individual's three-letter file ID.

I f  you specified a directory name for your supplementary dictionaries in Location 
o f Files. WordPerfect w ill access your supplementary dictionary files from this 
directory. WordPerfect w ill also save your supplementary dictionaries to this 
directory (see N e w  S u p p l e m e n t a r y  D i c t i o n a r y  under S p e l le r .  C h e c k  S p e l l i n g  in 
R e f e r e n c e  for more information).
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To use an international dictionary instead of WP{ WP I US.LEX. insert a 
Language code (Shift-F8.4.4J in your document (see Language in Reference). 
The Speller will use the dictionary corresponding to the code until it finds 
another Language code or until you exit the Speller. 

If you want 10 spell-check new documents using a specific language. place the 
appropriate Language code in Initial Codes (Shift-Fl .4,5). 

If you commonly use more than one language. you may want to combine 
WordPerfect dictionaries of different languages, so that the Speller will recognize 
words of any of those languages. Use the Speller Utility to combine 
WordPerfect dictionaries (see Speller Utility in Reference). 

You cw1 only combine ¾'ord-lisr dicrivnaries. You cannot combine algorithmic 
dictionaries. 

Personal Dictionaries 
You can create your own supplementary dictionary by typing a list of words in 
WordPerfect and saving it in the WordPerfect directory or on the diskette you 
labeled "WordPerfect 2.-- When you run the Speller, select New Supplementary 
Dictionary ( 4 ). then enter the name of your personal dictionary so that the 
Speller will use your supplementary dictionary instead of WP{ WP} US.SUP. 

As long as the new supplementary dictionary is selected, any words you add 
while spell-checking are added to your personal dictionary. Your new 
supplementary dictionary selection remains in effect until you exit WordPerfect, 
or select another supplementary dic:tionary. 

You can enter the directory name for your supplementary dictionaries on the 
Location of Files menu (see Location of Files in Reference) . If you specified a 
directory name for your supplementary dictionaries in Location of Files, 
WordPerfect will access your supplementary dictionary files from this directory. 
WordPerfect will also save your supplementary dictionaries to this directory. 

Supplementary Dictionary 
The default supplementary dictionary file (WP{ WP} US.SUP) contains words you 
add during spell-checking. If you specified a directory name for your 
supplementary dictionaries in Location of Files. WordPerfect will access your 
supplementary dictionary files from this directory. WordPerfect will also save 
your supplementary dictionaries to this directory (see New Supplementary 
Dictionary under Speller, Check Spelling in Reference for more information). 

The naming convention for this supplemental dictionary on a network is 
WP{WP.u:x.SUP, where xxx is the individual's three-letter file ID. 

If you specified a directory name for your supplementary dictionaries in Location 
of Files. WordPerfect will access your supplementary dictionary files from this 
directory. WordPerfect will also save your supplementary dictionaries to this 
directory (see New Supplemenrary Dicrionary under Spe/le1: Check Spelling in 
Reference for more information l. 
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WordPerfect Dictionary
The dictionary supplied with WordPerfect (WP{ WPJUS.LEX) is made up o f a 
m a in  word list and a c o m m o n  word list. To speed up proofing, the Speller first 
looks for the word in the smaller, common word list. The main list is checked 
only i f  the word is not found in the common word list.

In order to run the Speller, W P{W P}US.LEX must be located in the 
WordPerfect directory (or on the diskette you labeled “ Speller" i f  you use two 
disk drives), unless you enter another location in the Location o f Files feature 
(see L o c a t io n  o f  F i l e s  in R e f e r e n c e ) .

See Also: Speller, Check Spelling; Speller, Look Up Words; Speller, Word 
Count; Speller U tility ; Thesaurus

Speller, Look Up W ords

You can use the WordPerfect Speller to look up a word whose spelling you are 
unsure about.

Important: T he S p e l le r  n e e d s  to  h e  in s ta l le d  p r o p e r ly  b e fo re  i t  is  u sed . I f  y o u  c h o se  n o t  
to  in s ta ll  th e S p e l le r  f ile s  w h en  y o u  in s ta l le d  W o rd P erfec t, o r  h a v e  n o t su b s e q u e n tly  
in s ta l le d  th em , y o u  m u s t d o  s o  n o w  to  u se  th e  S p e l le r  ( s e e  th e Installation Instructions 
ca rd ).

1 Press S p e l l  (Ctrl-F2) to display the Speller menu.

CB S e le c t  S p e ll  on  th e  T o o ls  m enu .

2  Select Look Up (5) to display the “ Word or word pattern:" message.

3 Enter a pattern that matches the word you want to find, or enter a word that 
sounds like the word you want to find (see W o r d  P a t t e r n s  below).

Notes Two Disk Drives
I f  you are running WordPerfect from disk drives, insert the disk you labeled 
“ Speller" in drive B before starting the Speller. Do not remove the Speller or 
WordPerfect 2 disk from the drive while using the Speller.

Word Patterns
To enter a word pattern, enter the characters you know, and use wildcards to 
represent letters you don't know. Use a question mark (?) to represent a single 
character, and an asterisk (*) to represent zero or more letters in succession.

A list o f all the words matching the pattern is displayed. For example, entering 
re?d matches “ read”  and “ reed" but not “ red.” Bl*ot matches “ blot,” 
“ Blackfoot,”  and “ bloodshot.”  Bl*fo?t matches “ Blackfoot”  only.
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WordPerfect Dictionary 
The dictionary supplied with WordPerfect (WP{WP}US.LEX) is made up of a 
main word list and a common word list. To speed up proofing. the Speller first 
looks for the word in the smaller, common word list. The main list is checked 
only if the word is not found in the common word list. 

In order to run the Speller. WP{WP)US.LEX must be located in the 
WordPerfect directory (or on the diskette you labeled "Speller" if you use two 
disk drives). unless you enter another location in the Location of Files feature 
(see Location of Files in Reference). 

See Also: Speller. Check Spelling; Speller. Look Up Words; Speller. Word 
Count; Speller Utility; Thesaurus 

Speller, Look Up Words 

Notes 
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You can use the WordPerfect Speller to look up a word whose spelling you are 
unsure about. 

lmportalll: The Speller needs tu he ins wiled properly before it is used. If you chose not 
To in.Hnll ThP SpPller files when you i11 .\"/allPd WordPer{Pcl, or hnve 1101 mhsPq11Pnrly 
ins,a//ed them, vou m11s1 do so now to use the Speller (see the Installation Instructions 
card/. 

1 Press Spell (Ctrl-F2) to display the Speller menu. 

[8] Select Spell 011 1he Tools menu. 

2 Select Look Up (5) to display the "Word or word pattern:" message. 

3 Enter a pattern that matches the word you want to find, or enter a word that 
sounds like the word you want to find (see Word Patterns below). 

Two Disk Drives 
If you are running WordPerfect from disk drives, insert the disk you labeled 
"Speller" in drive B before starting the Speller. Do not remove the Speller or 
WordPerfect 2 disk from the drive while using the Speller. 

Word Patterns 
To enter a word pattern. enter the characters you know. and use wildcards to 
represent letters you don·t know. Use a question mark(?) to represent a single 
character. and an asterisk (*) to represent zero or more letters in succession. 

A list of all the words matching the pattern is displayed. For example, entering 
re?d matches "read" and ··reed" but not "red." BI*ot matches "blot," 
"Blackfoot." and "bloodshot." Bl*fo?t matches '"Blackfoot" only. 



You can use any combination o f question marks and asterisks. Looking up 
words takes much longer, however, when a question mark (?) or an asterisk (*) 
is used as the first letter.

I f  you enter a word without a ? or *, WordPerfect lists the words in the 
dictionary that sound like the word you entered.

See Also: Speller, Check Spelling; Speller, Dictionaries; Speller, Word Count; 
Speller U tility ; Thesaurus

Speller, Word Count

Many academic and professional publishing environments require that you 
submit a count o f the words in a document. This task is made easy with the 
Word Count feature of the WordPerfect Speller.

Important: T he S p e l le r  n e e d s  to  b e  in s ta l le d  p r o p e r ly  b e fo re  i t  is  u sed . I f  y o u  c h o se  n o t 
to  in s ta ll  th e  S p e l le r  f i le s  w h en  y o u  in s ta l le d  W o rd P erfec t, o r  h a v e  n o t su b s e q u e n tly  
in s ta lle d  them , y o u  m u s t do  so  n o w  to  use  the  S p e lle r  (see  the  Installation Instructions 
ca rd ).

S a v e  th e  d o c u m e n t b e fo re  y o u  run  th e S peller .

1 Retrieve the document whose words you want to count.

2 Press Spell (Ctrl-F2) to display the Speller menu.

CB S e le c t  S p e ll  on  th e  T o o ls  m enu .

3 Select Count (6).

4 When the count is displayed, press any key to return to the Speller menu, 
then press Exit (F7) to return to your document.

Notes Block
The Word Count option is not available when Block is on. However, you can 
count the words in a block o f text by spell-checking it. The number o f words is 
displayed when the spell-check is complete. See C h e c k in g  a  B l o c k  under 
S p e l le r ,  C h e c k  S p e l l i n g  in R e f e r e n c e  for more information.

Count While Spell-Checking
The Speller also counts words when you spell-check a block, page, or document. 
For more information, see W o r d  C o u n t  under S p e l le r ,  C h e c k  S p e l l i n g  in 
R e f e r e n c e .
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Speller, Word Count 

You can use any combination of question marks and asterisks. Looking up 
words takes much longer, however, when a question mark (?) or an asterisk (*) 

is used as the first letter. 

If you enter a word without a '1 or *. WordPerfect lists the words in the 
dictionary that sound like the word you entered. 

See Also: Speller, Check Spelling; Speller, Dictionaries; Speller, Word Count; 
Speller Utility; Thesaurus 

Many academic and professional publishing environments require that you 
submit a count of the words in a document. This task is made easy with the 
Word Count feature of the WordPerfect Speller. 

Important: The Speller 11eeds to be installed properly before it is used. If you chose 11ot 
to install the Speller files ll'hen you i11stalled WordPerfect, or hul'e 11ot s11bseque11t/_1· 
installed them, you must dv so now Iv use the Sp,•l!t•r (s,• e the Installation Instructions 

card). 

Save the document before you run the Speller. 

1 Retrieve the document whose words you want to count. 

2 Press Spell (Ctrl-F2) to display the Speller menu . 

[8 Select Spell 011 the Tools me11u. 

Notes 

3 Select Count (6). 

4 When the count is displayed, press any key to return to the Speller menu, 
then press Exit (F7) to return to your document. 

Block 
The Word Count option is not available when Block is on. However, you can 
count the words in a block of text by spell-checking it . The number of words is 
displayed when the spell-check is complete. See Checking a Block under 
Speller, Check Spelling in Reference for more information. 

Count While Spell-Checking 
The Speller also counts words when you spell-check a block, page, or document. 
For more information, see Word Count under Speller. Check Spelling in 
Reference. 
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Two Disk Drives
I f  you are running WordPerfect from disk drives, insert the diskette you labeled 
“ Speller" in drive B before starting the Speller. Do not remove the Speller or 
WordPerfect 2 diskette from the drive while using the Speller.

What is Counted
WordPerfect counts as a word any continuous series o f valid characters. The 
following characters are valid:

• a-z
• A-Z
• International alphabetic characters (such as £, e, and a)
• Apostrophe (')

Numeric digits 0-9 are also valid characters; however, WordPerfect does not 
count “ words”  that consist entirely o f numbers. A ll other characters are invalid 
(including spaces and punctuation). For example, the WordPerfect Speller would 
count 19 words in the following:

Your interview will be held Friday, June 23, 
in room B214. Please bring your resume. If 
you have questions, call (801) 991-2435.

“ 23,”  “ 801,”  and “ 991-2435”  are not counted as words because they consist 
entirely o f numbers. (The parentheses in “ (801)”  and the hard hyphen in 
991-2435 are invalid characters.) “ B214”  is counted because B, 2, 1, and 4 are 
each valid characters, and are not all numbers.

See Also: Speller, Check Spelling; Speller, Dictionaries; Speller, Look Up 
Words; Speller U tility ; Thesaurus

S p e lle r U tility

The Speller U tility  performs various editing functions on the dictionaries used by 
the Speller. For example, you can use the U tility  to add or delete words from 
the WordPerfect dictionary (W P{W P}US.LEX), display the common word list, 
or check the location o f a word.

Some editing tasks on dictionaries can be done in WordPerfect. See the E d i t in g  

D i c t i o n a r i e s  subheading under S p e l le r ,  D i c t i o n a r i e s  in R e f e r e n c e  for more 
information before using the Speller Utility.

Important: T he S p e l le r  U ti l i ty  f i le  (S P E L L .E X E ) n e e d s  to  b e  in s ta l le d  p r o p e r ly  b e fo re  
u sin g  th e  p r o g r a m . I f  y o u  c h o s e  n o t  to  in s ta l l  th e  W o rd P e rfe c t U ti l i ty  P r o g r a m s  w h en
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Speller Utility 

600 SPELLER UTILITY 

Two Disk Drives 
If you are running WordPerfect from disk drives, insert the diskette you labeled 
"Speller·· in drive B before starting the Speller. Do not remove the Speller or 
WordPerfect 2 diskette from the drive while using the Speller. 

What is Counted 
WordPerfect counts as a word any continuous series of valid characters. The 
following characters are valid: 

• a-z 
• A-Z 
• International alphabetic characters (such as ~. e, and a) 
• Apostrophe (') 

Numeric digits 0-9 are also valid characters; however, WordPerfect does not 
count "words" that consist entirely of numbers. All other characters are invalid 
(including spaces and punctuation). For example, the WordPerfect Speller would 
count 19 words in the following: 

Your interview will be held Friday, June 23, 
in room B2 I 4. Please bring your resume. If 
you have questions, call (801) 991-2435. 

"23," "801," and "991-2435" are not counted as words because they consist 
entirely of numbers . (The parentheses in "(801 )" and the hard hyphen in 
991-2435 are invalid characters.) "8214" is counted because B, 2, 1, and 4 are 
each valid characters, and are not all numbers . 

See Also: Speller, Check Spelling; Speller, Dictionaries; Speller, Look Up 
Words; Speller Utility; Thesaurus 

The Speller Utility performs various editing functions on the dictionaries used by 
the Speller. For example. you can use the Utility to add or delete words from 
the WordPerfect dictionary (WP{WP} US.LEX), display the common word list, 
or check the location of a word. 

Some editing tasks on dictionaries can be done in WordPerfect. See the Editing 
Dictionaries subheading under Speller, Dictionaries in Reference for more 
information before using the Speller Utility. 

Important: The Speller Utility .file (SPELL.EXE) 11eeds tu be imta/led properly before 
using the program. If you chose not to install the WordPerfect Utility Programs when 



Notes

y o u  in s ta l le d  W o rd P erfec t, o r  h a v e  n o t su b s e q u e n tly  in s ta l le d  th em , y o u  m u s t d o  s o  n o w  

to  u se  th e  S p e l le r  U til i ty  (s e e  th e  Installation Instructions ca rd ).

To start the Speller Utility,

1 Go to a DOS prompt.

2 Change to the directory that contains the SPELL.EXE file by entering 
cd\directory name.

T he In s ta lla tio n  P ro g r a m  c o p ie s  th is  f i le  to  th e  d ir e c to r y  w h e r e  W o rd P e rfe c t (W P .E X E ) is  
lo c a te d  (u s u a lly  C : \W P 5 1 )  i f  y o u  a re  u sin g  a  h a r d  d isk .

3 Enter spell to start the Speller Utility.

0 - Exit
X - Change/Create Dictionary
2 - Add Words to Dictionary
3 - Delete Words from Dictionary
4 - Optimize Dictionary
5 - Display Common Word List
6 - Check Location of a Word
7 - Look Up
S - Phonetic Look Up
9 - Convert 4.2 Dictionary to 5.1
a -  Combine Other 5.0 or S.l Dictionary
H - Campress/Expand Supplemental Dictionary
C - Extract Added Words from Word-List Based Dictionary
Selection: _

4 Select an option (see instructions for each option under N o t e s  below).

Add Words to Dictionary
This option adds words to the compressed portion o f the dictionary currently 
selected (see C h a n g e / C r e a t e  D i c t i o n a r y  below). Words to add can be entered 
using existing files (e.g., WP{WPJUS.SUP) or by typing them in at the 
keyboard. (Words added to the common and main word lists cannot exceed 79 
characters.) Be sure to enter all files and words before selecting Exit on the Add 
Words menu since the update process takes about the same amount o f time no 
matter how many words are being added. This process may be quite lengthy, up 
to 20 minutes.

T he u p d a te  p r o c e s s  w il l  b e  s o m e w h a t f a s t e r  i f  th e  w o r d s  a r e  s o r te d  a lp h a b e t ic a l ly  b e fo re  
th e  u p d a te . I f  y o u  h a v e  m a n y  w o r d s  to  a d d . w e  re c o m m e n d  y o u  p u t  th em  in a  f i le  a n d  
s o r t  th em  b e fo re  u sin g  th e  S p e l le r  U ti l i ty  to  a d d  th em  to  th e  d ic tio n a ry .
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Notes 

you installed WordPerfect, or have not subsequently installed them, you must do so now 

to use the Speller Utilitv ( see the Installation Instructions card). 

To start the Speller Utility. 

1 Go to a DOS prompt. 

2 Change to the directory that contains the SPELL.EXE file by entering 
cdldirectory name. 

The Installation Proxram copies this file to the directory where WordPe,ject (WP.EXE) is 
located (usually C:\WP5/) if you are using a hard disk. 

3 Enter spell to start the Speller Utility. 

0 • Edt 
1 • Change/Create Dictionary 
2 - Add Words to 01c:t1onary 
3 - Dell!!te Words fro111 D1c:t1onary 
d Optimize Dictionary 
S - Display C:0111mon Word List 
fi - Check Location of a Word 
7 - Looi< Up 
I - Phonatic Look Up 
Q - Conver t 4.2 Dic:tlonary tn 5. 1 
• • Combine Othe r 5.0 or 5.1 Dictionary 
8 - Co111press/ Expnnd Supple111ental Dic:tiana r y 
C Extrac t Added Wo r ds from word-t.lst: 8aset1 Olr-ttnnary 

Selection· 

4 Select an option (see instructions for each option under Notes below). 

Add Words to Dictionary 
This option adds words to the compressed portion of the dictionary currently 
selected (see Change/Create Dictionary below). Words to add can be entered 
using existing files (e.g., WP[WP}US.SUP) or by typing them in at the 
keyboard. (Words added to the common and main word lists cannot exceed 79 
characters.) Be sure to enter all tiles and words before selecting Exit on the Add 
Words menu since the update process takes about the same amount of time no 
matter how many words are being added. This process may be quite lengthy, up 
to 20 minutes. 

The update process will be somewhat faster if the words are sorted alphabetically before 
the update. If you have many words to add, we recommend you put them in a file and 
sort them before using the Speller Utility to add them to the dictionary. 

SPELLER UTILITY 601 



Y o u  h a v e  th e  fo l lo w in g  o p tio n s  w h e n  a d d in g  w o rd s :

0 - Cancel - do not add words
1 Add to common word list (from keyboard)
t  - Add to common word list (from a file)
> - Add to main word list (from keyboard)4 • Add to main word list (from a file)

I f  a supplementary dictionary is currently selected (see C h a n g e / C r e a t e  D i c t i o n a r y  

below), options 1 (Add to Common Word List (from Keyboard)) and 2 (Add to 
Common Word List (from a File)) are not available (although they appear on the 
screen).

Words added to the common word list are automatically added to the main word 
list.

H yphenation Indicators
The WordPerfect dictionary (WP{ W P}US.LEX) is also used to determine 
h y p h e n a t io n .  I f  y o u  add words to this dictionary, insert dashes (-) at each 
location where you want WordPerfect to hyphenate the word. You can either 
type a dash (Hyphenation Character) or press Home, then type a dash (Hard 
Hyphen). Both w ill work to produce hyphenation in the .LEX file. I f  you 
do not include these hyphenation indicators in the words you add, 
WordPerfect w ill not hyphenate them when you use the Hyphenation feature. 
Instead they w ill be wrapped to the next line.

I f  you are adding the words in a supplementary file to the main dictionary, 
insert the dashes by editing the file in WordPerfect first. I f  you are adding 
individual words, insert the dashes as you type the words.

Algorithmic Dictionaries (International)
Algorithmic dictionaries that are available in some languages (see S p e l le r ,  

D i c t i o n a r i e s  in R e f e r e n c e )  cannot be modified.

Change/Create Dictionary
This option selects the dictionary on which the actions o f the other options w ill 
be performed. Depending on the type of dictionary you change to, some of the 
other options are not available. I f  the dictionary name you enter when you use 
this option does not exist (or is not found), you are asked i f  you want it created.

You have the following options when adding words: 

CtitillMfffil a 
Q • Cancel - do nnt ,,,dd word<: 
I Add t, common ward lis:t (fro'" Mcyboard) 
I Add to common word list (from d filE>) 
J Add to m.:,in word list ( tram ~eytJaard) 
• Adc'I to ,.._.,in ... ard list ( from d file} 

Exit 

If a supplementary dictionary is currently selected (see Change/Create Dictionary 
helow), options I (Add to Common Word List (from Keyboard)) and 2 (Add to 
Common Word List (from a File)) are not available (although they appear on the 
screen). 

Words added to the common word list are automatically added to the main word 
list. 

Hyphenation Indicators 
The WordPerfect dictionary (WP{WP} US.LEX) is also used to determine 
hyphenation. If you add words to this dictionary. insen dashes (-) at each 
location where you want WordPerfect to hyphenate the word. You can either 
type a dash (Hyphenation Character) or press Home, then type a dash (Hard 
Hyphen) . Both will work to produce hyphenation in the .LEX file. If you 
do not include these hyphenation indicators in the words you add, 
WordPerfect will not hyphenate them when you use the Hyphenation feature. 
Instead they will be wrapped to the next line. 

If you are adding the words in a supplementary file to the main dictionary, 
insen the dashes by editing the file in WordPerfect first. If you are adding 
individual words, insen the dashes as you type the words . 

Algorithmic Dictionaries (International) 
Algorithmic dictionaries that are available in some languages (see Speller, 
Dictionaries in Reference) cannot be modified. 

Change/Create Dictionary 
This option selects the dictionary on which the actions of the other options will 
be performed. Depending on the type of dictionary you change to. some of the 
other options are not available. If the dictionary name you enter when you use 
this option does not exist (or is not found). you are asked if you want it created. 



I f  vou  c r e a te  a  m a in  d ic t io n a r y  th a t y o u  w a n t to  u se  w ith  th e  S p e l le r  in W o rd P erfec t, y o u  
m u st u se  a  v a l id  f i le n a m e  f o r  th e  d ic tio n a ry . T h ese  f i le n a m e s  f o l lo w  th e  p a t te r n  
W P fW P /x x .L E X , w h e re  xx is  th e  tw o - le t te r  la n g u a g e  c o d e  f o r  th e  d ic tio n a ry . S ee  
Language in Reference f o r  a  l i s t  o f  th e  c o d e s .

Check Location of a Word
You can see i f  a word is found in either the common or main word lists o f the 
WordPerfect dictionary currently selected. This option is not available i f  a 
supplementary dictionary is currently selected (see C h c m g e /C r e a te  D i c t i o n a r y  

above).

Combine Other 5.0 or 5.1 Dictionary
WordPerfect has created dictionaries in several languages. The two letters before 
the .LEX extension indicate to the Speller the language o f the dictionary. For 
example, W P{W P)FR.LEX is the French version o f the WordPerfect dictionary.

I f  you commonly use more than one language, you may want to use this option 
to combine WordPerfect dictionaries o f different languages, so that the Speller 
w ill recognize words o f either language. The resulting dictionary retains the 
name o f the dictionary originally selected (see C h a n g e / C r e a t e  D i c t i o n a r y  above), 
but contains the word lists o f both dictionaries.

Important: You ca n  o n ly  c o m b in e  w o r d - l is t  d ic tio n a r ie s . A lg o r ith m ic  d ic t io n a r ie s  c a n n o t  
b e  c o m b in e d . S e e  Speller. Dictionaries f o r  m o re  in fo rm a tio n .

Compress/Expand Supplemental Dictionary
This option compresses a supplementary dictionary file. Compressing a file 
moves the words from the document portion o f the file to the header portion 
which you cannot see or edit in WordPerfect. Compressing the file has the 
f o l l o w i n g  a d v a n t a g e s :

• The amount o f disk space required to store the file is reduced.

• The Speller w ill not ignore words in the supplementary dictionary that do not 
fit in memory.

• Words in the compressed portion of the dictionary w ill appear as replacement 
words when a word is not found during spell-checking.

Convert 4.2 Dictionary to 5.1
Choose this option, enter the name of an existing WordPerfect 4.2 dictionary, 
then enter another filename to convert a 4.2 dictionary to a 5.1 dictionary.

T he re su ltin g  5 .1  d ic t io n a r y  w ill  n o t c o n ta in  h y p h e n a tio n  in d ic a to rs . I f  y o u  w a n t to  
in c lu d e  h y p h e n a tio n  in d ic a to rs , f o l lo w  th e p r o c e d u r e  d e s c r ib e d  u n d e r  Convert 5.0 
Dictionary to 5.1 b e lo w , e x c e p t  e n te r  in s te p  2  th e  n a m e  o f  th e  5 .1  d ic t io n a r y  th a t  
r e s u l te d  f r o m  y o u r  c o n v e r s io n  o f  th e  4 .2  d ic tio n a ry .
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ff you create a main dictio1wrv that you want to use with the Speller in WordPerfect, you 
must use a 1•alid filename for the dictionan: These filenames follow the pattern 
WP/WP/xx.LEX. 11'here xx is the two-letter language code for the dictionary. See 
Language in Reference for a list of the codes. 

Check Location of a Word 
You can see if a word is found in either the common or main word lists of the 
WordPerfect dictionary currently selected. This option is not available if a 
supplementary dictionary is currently selected (see Change/Create Dictionary 
above). 

Combine Other 5.0 or 5.1 Dictionary 
WordPerfect has created dictionaries in several languages. The two letters before 
the .LEX extension indicate to the Speller the language of the dictionary. For 
example. WP{ WP) FR.LEX is the French version of the WordPerfect dictionary. 

If you commonly use more than one language. you may want to use this option 
to combine WordPerfect dictionaries of different languages, so that the Speller 
will recognize words of either language. The resulting dictionary retains the 
name of the dictionary originally selected (see Chunge/Create Dictionary above), 
but contains the word lists of both dictionaries. 

Important: You can only combine word-list dictionaries. Algorithmic dictionaries cannot 
he combined. See Speller. Dictionaries for more information. 

Compress/Expand Supplemental Dictionary 
This option compresses a supplementary dictionary file. Compressing a file 
moves the words from the document ponion of the file to the header portion 
which you cannot see or edit in WordPerfect. Compressing the file has the 
following advantages: 

• The amount of disk space required to store the file is reduced. 

• The Speller will not ignore words in the supplementary dictionary that do not 
fit in memory. 

• Words in the compressed portion of the dictionary will appear as replacement 
words when a word is not found during spell-checking. 

Convert 4.2 Dictionary to 5. 1 
Choose this option, enter the name of an existing WordPerfect 4.2 dictionary, 
then enter another filename to convert a 4.2 dictionary to a 5.1 dictionary. 

The rernlting 5. 1 diclionary will not contain hyphenation indicaton. If you \\'ant to 
include h,phenwion indicarors, ji,llow rhe procedure described under Convert 5.0 
Dictionary to 5. l belm1.: excepl en/er in step 2 the name of the 5.1 dictionary !hat 
resulted from your conversion of !he ./.2 dictionary. 
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Convert 5.0 Dictionary to 5.1
The difference between versions 5.0 and 5 .1 o f the WordPerfect dictionary are 
the inclusion of hyphenation indicators in version 5.1 (see H y p h e n a t io n  under 
S p e l le r ,  D i c t i o n a r i e s  in R e f e r e n c e ) .

I f  you have not altered the WordPerfect dictionary o f WordPerfect 5.0, simply 
use the new version that came with WordPerfect 5.1. Version 5.0 supplementary 
dictionary files require no conversion to work with WordPerfect 5.1.

I f  you have added words to your 5.0 version WordPerfect dictionary and want to 
use that dictionary but also add hyphenation indicators to the file,

1 Start the Speller U tility (see the steps at the beginning o f this section).

2 Select Change/Create Dictionary (1), then enter the name (include a path if  
necessary) o f your 5.0 dictionary file (e.g., c : \w p 5 0 \w p { w p } u s . le x ) .

3 Select Combine Other 5.1 Dictionary (A), then enter the name (include a 
path i f  necessary) o f your 5.1 dictionary file (e.g., c : \w p 5 1 \w p { w p } u s . le x ) .

The words in the 5.1 dictionary that duplicate words in the 5.0 dictionary 
overwrite the 5.0 words in the combined dictionary, so that they w ill have 
hyphenation indicators. Words you added w ill remain as they were, without 
hyphenation indicators. I f  you want to add the indicators for these words, re-add 
the words using the Add Words to Dictionary (2) option (see A d d  W o r d s  t o  
D i c t i o n a r y  above).

Delete Words from Dictionary
This option deletes words from the compressed portion o f the dictionary 
currently selected (see C h a n g e / C r e a t e  D i c t i o n a r y  above). Words to be erased 
can be entered from existing files or the keyboard. Be sure to enter all files and 
words before selecting Exit on the Delete Words menu since the delete process 
takes the same amount of time no matter how many words are being deleted. 
This process may be quite lengthy, up to 20 minutes.

T he d e le te  p r o c e s s  w ill  h e  s o m e w h a t  f a s t e r  i f  th e  w o r d s  a r e  s o r te d  a lp h a b e t ic a l ly  b e fo re  
th e  u p d a te . I f  y o u  h a v e  m a n y  w o r d s  to  d e le te , w e  re c o m m e n d  y o u  p u t  th em  in a  f i le  a n d  
s o r t  th em  b e fo re  u sin g  th e  S p e l le r  U til i ty  to  d e le te  th em  f r o m  th e  d ic tio n a ry .

Convert 5.0 Dictionary to 5.1 
The difference between versions 5.0 and 5.1 of the WordPerfect dictionary are 
the inclusion of hyphenation indicators in version 5.1 (see Hyphenation under 
Speller, Dictionaries in Reference). 

If you have not altered the WordPerfect dictionary of WordPerfect 5.0, simply 
use the new version tha1 came with WordPerfect 5.1. Version 5.0 supplementary 
dictionary files require no conversion to work with WordPerfect 5.1. 

lf you have added words to your 5.0 version WordPerfect dictionary and want to 
use that dictionary but also add hyphenation indicators to the file, 

1 Start the Speller Utility ( see the steps at the beginning of this section). 

2 Select Change/Create Dictionary (I), then enter the name (include a path if 
necessary) of your 5.0 dictionary file (e.g., c:\wpSO\wp{wp}us.lex). 

3 Select Combine Other 5.1 Dil:tionary (A), then enter the name (include a 
path if necessary J of your 5.1 dictionary file (e.g., c:\wpSI\wp{wp)us.lex). 

The words in the 5.1 dictionary that duplicate words in the 5.0 dictionary 
overwrite the 5.0 words in the combined dictionary, so that they will have 
hyphenation indicators. Words you added will remain as they were, without 
hyphenation indicators. If you want to add the indicators for these words, re-add 
the words using the Add Words to Dictionary (2) option (see Add Words to 
Dictionary above). 

Delete Words from Dictionary 
This option deletes words from the compressed portion of the dictionary 
currently selected (see Chanxe/Create Dictionary above). Words to be erased 
can be entered from existing files or the keyboard. Be sure to enter all files and 
words before selecting Exit on the Delete Words menu since the delete process 
takes the same amount of time no matter hov. many words are being deleted. 
This process may be quite lengthy. up to 20 minutes. 

The delete process will he somewhat fmter if the words are sorted alphabetically before 
the update. If you have many words to delete. we recommend you put them in a file and 
sort them before using the Speller Utility to delete them from the dictionary. 



Y o u  h a v e  the f o l lo w in g  o p tio n s  w h e n  d e le t in g  w o rd s :

U -  >>■ ! !  H II ■ ■ ■
0 - Cancel - do not delete words
1 - Delete from common word list (from keyboard)
9 • Delete from common word list (from a frlel
$ Delete from main word list (from keyboard I
A Delate from main word list (from a file)
% • Exit
Selection:

Words deleted from the main word list are also deleted from the common word 
list.

Display Common Word List
This option lets you view the words in the common word list. Press E n t e r  to 
see additional words. Press C a n c e l  ( F I )  to return to the menu.

Extract Added Words from Word-List Based Dictionary
Use this option when you are changing from a word-list dictionary to an 
algorithmic dictionary. To use this option,

1 After selecting the option, enter the name o f the word-list dictionary (include 
a path i f  necessary).

2 Enter the name o f the algorithmic dictionary (include a path i f  necessary).

3 Enter the name o f the supplementary dictionary where you want non­
matching words to be written (see note below).

The Speller U tility  uses the algorithmic dictionary you entered to check the 
spelling of the words in the word-list dictionary. Any words it does not 
recognize (usually words you added) are written to the supplementary file you 
entered.

Look Up
This option works the same as Look Up on the Not Found menu in the Speller 
(see S p e l le r ,  C h e c k  S p e l l i n g  in R e f e r e n c e ) .  I f  you want to use this option with a 
supplemental dictionary, the dictionary must be compressed (see 
C o m p r e s s / E x p a n d  S u p p l e m e n t a l  D i c t i o n a r y  above).
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You have the following options when deleting words: 

&'J · n ee+ Ai I 
C"1nce1 do not delete words 

J Jelet, fn:im commnn word list from lceyboord) 

I nplete from Jmmon word list (from a !11" 
I Of'l@te fro" 1in wnrd li-.t !from lceyboardl 
• Oo,lote fro"' iin word li~t (from a file) 
I l"Kl t 

Select ton 

Words deleted from the main word list are also deleted from the common word 
list. 

Display Common Word List 
This option lets you view the words in the common word list. Press Enter to 
see additional words. Press Cancel (FI) to return to the menu. 

Extract Added Words from Word-List Based Dictionary 
Use this option when you are changing from a word-list dictionary to an 
algorithmic dictionary. To use this option, 

1 After selecting the option. enter the name of the word-list dictionary (include 
a path if necessary). 

2 Enter the name of the algorithmic dictionary (include a path if necessary). 

3 Enter the name of the supplementary dictionary where you want non-
matching words to be written (see note below). 

The Speller Utility uses the algorithmic dictionary you entered to check the 
spelling of the words in the word-list dictionary. Any words it does not 
recognize (usually words you added) are wnuen to the supplementary file you 
entered. 

Look Up 
This option works the s;ime as Look Up on the Not Found menu in the Speller 
(see Speller. Check Spelling in Reference) . If you want to use th is option with a 
supplemental dictionary, the dictionary must be compressed (see 
Compress/Expand Supplemental Dictivnary above) . 
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Optimize Dictionary
This option optimizes the compressed portion o f a dictionary file, making the 
dictionary take less disk space and run faster.

Phonetic Look Up
This option lets you look up all the words in the compressed portion o f the 
selected dictionary that sound like the word or word pattern you enter after 
selecting Look Up (5). I f  you want to use this option with a supplemental 
dictionary, the dictionary must be compressed (see C o m p r e s s / E x p a n d  

S u p p le m e n te d  D i c t i o n a r y  above).

Two Disk Drives
Important: T he S p e l le r  U til i ty  f i le  (S P E L L .E X E ) n e e d s  to  b e  in s ta l le d  p r o p e r ly  b e fo re  
u sin g  th e  p ro g r a m . I f  y o u  c h o s e  n o t to  in s ta l l  th e u ti l ity  p r o g r a m s  w h en  y o u  in s ta l le d  
W o rd P erfec t, o r  h a v e  n o t s u b s e q u e n tly  in s ta l le d  th em , y o u  m u s t d o  s o  n o w  to  u se  the  
S p e l le r  U tility . S e e  th e  Installation Instructions ca rd .

To start the Speller U tility  on two disk drives,

1 Insert the diskette you labeled “ Speller”  into drive B.

T he d a ta  d is k e tte  m a y  c o n ta in  d ic tio n a r ie s , s u p p le m e n ta r y  w o r d  lis ts , o r  f i le s  o f  w o r d s  to  
b e  a d d e d  o r  d e le te d .

2 Insert the diskette you labeled “ Utilities”  during installation into drive A.

3 Go to DOS, then enter a: to change to drive A.

4  Enter s p e l l  b : to start the Speller Utility.

See Also: Speller, Check Spelling; Speller, Dictionaries; Speller, Look Up 
Words; Speller, Word Count

Spreadsheet, Import and Link

Spreadsheet software is designed to help you enter and calculate numerical 
information. It can go beyond simple math to help you prepare financial or 
statistical worksheets.

While a spreadsheet program such as PlanPerfect is powerful in its own right, it 
doesn’ t have the word processing features o f WordPerfect. I f  you want to 
combine both the numerical prowess o f a spreadsheet program with the word 
processing expertise o f WordPerfect, you can do so with the Spreadsheet Import 
and Spreadsheet L ink features.

The Spreadsheet Import and Spreadsheet Link features instruct WordPerfect to 
extract information from a spreadsheet file and include it in a WordPerfect file. 
Using this feature, you can let the spreadsheet do the calculations for you, then
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Optimize Dictionary 
This option optimizes the compressed portion of a dictionary file, making the 
dictionary take less disk space and run faster. 

Phonetic Look Up 
This option lets you look up all the words in the compressed portion of the 
selected dictionary that sound like the word or word panern you enter after 
selecting Look Up (5). If you want to use this option with a supplemental 
dictionary, the dictionary must be compressed (see Compress/Expand 
Supplememal Dicrionary above). 

Two Disk Drives 
Important: The Speller Utility file ( SPELL.EXE) needs to be installed properly before 
using the program. fl you chose not to install the utility programs when you installed 
WordPerfect. or have not suhsequentl_y installed them, you must do so 11011· to use the 
Speller Utility. See the Installation Instructions card. 

To start the Speller Utility on two disk drives, 

1 Insert the diskette you laheled "Speller" into drive B. 

The data diskefle mav conwin dictionaries, supplemelllary word lists, or files of words to 
he added or deleted. 

2 Insert the diskette you labeled "Utilities" during installation into drive A. 

3 Go to DOS, then enter a: to change to drive A. 

4 Enter spell b: to start the Speller Utility. 

See Also: Speller, Check Spelling; Speller, Dictionaries; Speller, Look Up 
Words: Speller, Word Count 

Spreadsheet, Import and Link 

Spreadsheet software is designed to help you enter and calculate numerical 
information. It can go beyond simple math to help you prepare financial or 
statistical worksheets. 

While a spreadsheet program such as PlanPerfect is powerful in its own right, it 
doesn't have the word processing features of WordPerfect. If you want to 
combine both the numerical prowess of a spreadsheet program with the word 
processing expertise of WordPerfect, you can do so with the Spreadsheet Import 
and Spreadsheet Link features. 

The Spreadsheet Import and Spreadsheet Link features instruct WordPerfect to 
extract information from a spreadsheet file and include it in a WordPerfect file. 
Using this feature, you can let the spreadsheet do the calculations for you, then 
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bring the information into WordPerfect to create an impressive financial or 
statistical report.

For example, the statistical information in the document below was imported 
from PlanPerfect into WordPerfect to create a financial report.

The difference between a spreadsheet import and a spreadsheet link is that a 
spreadsheet import imports the information from the spreadsheet file o n e  t im e  

o n ly .  A spreadsheet link provides a way for you to continuously update the 
imported information in your WordPerfect document to reflect changes you have 
made to the spreadsheet file.

As o f this printing o f the W o r d P e r f e c t  R e f e r e n c e  M a n u a l ,  the Spreadsheet Import 
and Spreadsheet Link features can import files from PlanPerfect (versions 3.0 
through 5.1), Lotus 1-2-3 ( lx , 2x, and 3x), Microsoft Excel (versions 2 .x  through 
3.0), Quattro, Quattro Pro, and Symphony.

You ca n  v ie w  th e  H e lp  sc re e n  f o r  th is  f e a tu r e  to  s e e  i f  a n y  o th e r  s p r e a d s h e e t  s u p p o r t  h a s  

b e e n  a d d e d  ( s e e  Help in Reference).

To import a spreadsheet file,

1 Move the cursor to where you want to import the spreadsheet file.

2 Press T e x t  I n /O u t  (Ctrl-F5).

CHI S e le c t  Text In  f r o m  th e  F ile  m enu .

3  Select Spreadsheet (5), then select Import (1).

I f  y o u  w a n t to  c r e a te  a  s p r e a d s h e e t  lin k  (s e e  Links b e lo w ) , s e le c t  C r e a te  L in k  (2 )  in s te a d  
o f  I m p o r t  (1 )  in th e  s te p  a b o v e .
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bring the information into WordPerfect to create an impressive financial or 
statistical report. 

For example. the statistical information in the document below was imported 
from PlanPerfect into WordPerfect to create a financial report. 

The 11.\IS \ Report 

" , ~,uo Pn.,,e,,, cl.,,. t,,,,u ,,.,.. 
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The difference between a spreadsheet import and a spreadsheet link is that a 
spreadsheet import imports the information from the spreadsheet file one time 
only. A spreadsheet link provides a way for you to continuously update the 
imported information in your WordPerfect document to reflect changes you have 
made to the spreadsheet file. 

As of this printing of the WordPerfect Reference Manual, the Spreadsheet Import 
and Spreadsheet Link features can import files from PlanPerfect (versions 3.0 
through 5. 1 ), Lotus 1-2-3 (Ix, 2x. and 3x), Microsoft Excel (versions 2.x through 
3.0), Quattro, Quattro Pro, and Symphony. 

You can t•iew the Help screen for this feature to see if any other spreadsheet support has 
been added (see Help in Reference ). 

To import a spreadsheet file, 

1 Move the cursor to where you want to import the spreadsheet file. 

2 Press Text In/Out (Ctrl-F5). 

[B) Select Text In from the File menu. 

3 Select Spreadsheet (5 ), then select Import (I). 

If you 1vant to create a spread.1·heet link (see Links he/ow), select Create Link (2) instead 
of Import (I) in the step ahol'e. 
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4 Select Filename (1), then enter the filename o f the spreadsheet file you want 
to import. Unless the spreadsheet file is in your spreadsheets directory, you 
must enter the fu ll pathname to the file.

I f  you enter the name of a file that is not in a supported format, WordPerfect 
displays the “ Incompatible File Format”  error message.

You can also press L is t  (F5) after selecting Filename, then enter a pathname to 
display the files in a directory. Selecting Retrieve (1) from the List Files screen 
selects the highlighted file as the file to be imported.

5 Select Range (2), then enter the range (or block) o f cells in the spreadsheet 
file you want to import. The default is the entire spreadsheet file.

Acceptable ways o f entering a range allow for a colon, a period, or two periods 
between the beginning and ending cells o f a range (e.g., A1:C3, A1.C3, A1..C3). 
Also, i f  you have defined a named range (or block) in your spreadsheet, you can 
simply enter the name o f that range (e.g., Expenses).

You can press L is t  (F5) after selecting Range to display the ranges you have 
defined in your spreadsheet file. Moving the cursor to one o f these ranges and 
pressing E n t e r  selects that range as the range o f cells to be imported.

More information on the Range option can be found in R a n g e  ( B lo c k )  below.

6 Select Type (3), then select Table (1) or Text (2) to import the spreadsheet 
file as a WordPerfect table or as text. More information on this option can 
be found in T y p e  below.

At this point, your options should be set, and the Spreadsheet: Import or 
Spreadsheet: Create L ink menu should look something like the following.

Spreadsheet: import

1 - Filename
2 - Range

3 - Type
4 - Perform Import

C: \PLAN-2Q.PLN 

spreadsheets ftl:D7

Table

• M l  0
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4 Select Filename (I), then enter the filename of the spreadsheet file you want 
to import. Unless the spreadsheet file is in your spreadsheets directory, you 
must enter the full pathname to the file. 

If you enter the name of a file that is not in a supported format, WordPerfect 
displays the "Incompatible File Format" error message. 

You can also press List (F5) after selecting Filename, then enter a pathname to 
display the files in a directory. Selecting Retrieve ( l) from the List Files screen 
selects the highlighted file as the file to be imported. 

5 Select Range (2), then enter the range (or block) of cells in the spreadsheet 
file you want to import. The default is the entire spreadsheet file. 

Acceptable ways of entering a range allow for a colon, a period, or two periods 
between the beginning and ending cells of a range (e.g., A 1 :C3, A l.C3, A l..C3 ). 
Also, if you have defined a named range (or block) in your spreadsheet, you can 
simply enter the name of that range (e .g., Expenses). 

You can press List (F5) after selecting Range to display the ranges you have 
defined in your spreadsheet file. Moving the cursor to one of these ranges and 
pressing Enter selects that range as the range of cells to be imported. 

More information on the Range option can be found in Range ( Block) below. 

6 Select Type (3 ), then select Table ( 1) or Text (2) to import the spreadsheet 
file as a WordPerfect table or as text. More information on this option can 
be found in T)pe below. 

At this point, your options should be set, and the Spreadsheet: Import or 
Spreadsheet: Create Link menu should look something like the following. 
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S pre.1ds l\eet: I111port 

1 - F1lenatne 

2 - Range 

J - Ty'1e 

l.":: \ PLAN-2Q . PLN 
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Notes

7 After your options are set, select Perform Import (4) (or Perform Link (4)) 
to import the spreadsheet file to the cursor location.

While the spreadsheet file is being imported, an “ Importing Spreadsheet" prompt 
is displayed on the status line. During this time, WordPerfect searches for and 
imports the specified information.

I f  you are using the Spreadsheet Import feature, the spreadsheet file is not 
imported until you select Perform Import (4) from the Spreadsheet: Import menu. 
I f  you are creating a link, however, and you press E x i t  (F7) to exit the 
Spreadsheet: Create L ink menu without selecting Perform L ink (4), the link 
codes are included in your document (but the spreadsheet file is not imported). 
This enables you to create a link to a spreadsheet file that may not yet be 
created.

I f  you want to exit the Spreadsheet: Create L ink menu without inserting link 
codes into your document, press C a n c e l  ( FI ) .

You ca n  a ls o  p r e s s  Retrieve (S h if t-F 1 0 ) f r o m  th e  n o r m a l e d it in g  sc reen , th en  e n te r  th e  
n a m e  o f  a  s p r e a d s h e e t  f i le  to  im p o r t th e  f i le . Or, y o u  ca n  p r e s s  L is t  (F 5 ), e n te r  a  
d ir e c to r y  n am e, h ig h lig h t a  s p r e a d s h e e t  f ile , th en  s e le c t  R e tr ie v e  ( I ) to  im p o r t th e  f i le . In 
e i th e r  c a se , th e  e n tire  f i le  w i l l  b e  im p o r te d  in to  a  W o rd P e rfec t ta b le .

Appearance
When WordPerfect imports a spreadsheet file, it tries to preserve the file ’ s 
appearance as it was formatted by the spreadsheet program. I f  the file you are 
importing is from PlanPerfect, WordPerfect w ill even import the font attributes.

When a spreadsheet file is imported, column widths are determined by the base 
font in effect at the location o f the import (see F o n t  in R e f e r e n c e ) .

I f  you import a spreadsheet file as a WordPerfect table (see T y p e  below), the 
cells are separated into columns by [Cell] codes and are separated into rows by 
[Row] codes. Alignment and justification o f text within a table cell is 
maintained by the Table Format options.

I m p o r ta n t:  I f  y o u  lo c k  c e l ls  in a  s p r e a d s h e e t  f i le , th o se  c e l ls  a re  lo c k e d  w h en  y o u  im p o r t  
th em  a s  a  W o rd P e rfe c t ta b le . You ca n  u n lo ck  th em  w ith  th e  L o ck  o p tio n  in th e T able  
f e a tu r e  ( s e e  Cell, Lock u n d e r  Table, Format Columns and Cells in Reference).

I f  you import a spreadsheet file as text (see T y p e  below), WordPerfect separates 
the cells into columns with tabs and into rows with hard returns. The beginning 
o f a column is marked with a left-aligned tab, while the end o f a column is 
marked with a right-aligned tab. Left- and right-aligned text is supported, but 
text that was center-aligned in the spreadsheet file becomes left-aligned text in 
WordPerfect. Tabs are reset following the end o f the imported file.

Once a spreadsheet file is imported, regardless o f whether it is in table or text 
form, it can be edited. Editing may be necessary for a few reasons.
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Notes 

7 After your options are set, select Perfonn Import (4) (or Perform Link (4)) 

to import the spreadsheet file to the cursor location. 

While the spreadsheet file is being imported, an "Importing Spreadsheet" prompt 
is displayed on the status line. During this time, WordPerfect searches for and 
imports the specified information. 

If you are using the Spreadsheet Import feature, the spreadsheet file is not 
imported until you select Perform Import (4) from the Spreadsheet: Import menu. 
If you are creating a link, however, and you press Exit (F7) to exit the 
Spreadsheet: Create Link menu without selecting Perform Link (4), the link 
codes are included in your document (but the spreadsheet file is not imported) . 

This enables you to create a link to a spreadsheet file that may not yet be 
created. 

If you want to exit the Spreadsheet: Create Link menu without inserting link 
codes into your document, press Cancel (FI). 

You can also press Retrieve (Shift-F 10) from the normal editing screen, then enter the 
name of a spreadsheet file to import the file . Or, you can press List ( F5 ), enter a 
directory name, highlight a spreadsheet file, then select Retrieve (I ) to impor! the file . In 
either case, the entire file will be imported into a WordPerfect table. 

Appearance 
When WordPerfect imports a spreadsheet file, it tries to preserve the file's 
appearance as it was formatted by the spreadsheet program. If the file you are 
importing is from PlanPerfect, WordPerfect will even import the font attributes. 

When a spreadsheet file is imported. column widths are determined by the base 
font in effect at the location of the import (see Font in Reference ). 

If you impun a ~prcudshcct file us u WordPerfect table (see Type below), the 

cells are separated into columns by [Cell] codes and are separated into rows by 
[Row] codes. Alignment and justification of text within a table cell is 
maintained by the Table Format options. 

Important: If you lock cells in a spreadsheet file, those cells are locked when vou import 
them as a WordPe,ject table . You can unlock them with the Lock option in the Table 
feature (see Cell. Lock under Table, Format Columns and Cells in Reference). 

If you import a spreadsheet file as text (see Tvpe below), WordPerfect separates 
the cells into columns with tabs and into rows with hard returns. The beginning 
of a column is marked with a left-aligned tab, while the end of a column is 
marked with a right-aligned tab. Left- and right-aligned text is supported, but 
text that was center-aligned in the spreadsheet file becomes left-aligned text in 
WordPerfect. Tabs are reset following the end of the imported file. 

Once a spreadsheet file is imported, regardless of whether it is in table or text 
form, it can be edited. Editing may be necessary for a few reasons. 
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First o f all. i f  the number o f columns you are trying to import exceeds the 
maximum number o f table (32) or text (20) columns WordPerfect allows, 
WordPerfect does not import the columns that exceed the limits.

Second, even i f  you are importing an allowable number o f columns, the columns 
might not fit between the page margins. In this case, WordPerfect w ill display a 
warning message and treat the text differently depending on whether it is 
imported as a table or as text.

I f  the file is imported as a table (see T y p e  below), WordPerfect w ill import up to 
32 columns on a row and display those columns in the normal editing screen. 
Only the columns that fit between the left margin and the right edge o f the 
paper, however, w ill be displayed in View Document (Shift-F7,6) and printed.

I f  the file is imported as text (see T y p e  below), WordPerfect w ill import up to 20 
columns on a row. I f  WordPerfect reaches the right margin before it imports all 
20 o f the cells, it w ill insert a soft return or deletable soft return and continue the 
remainder o f the cells on the next line o f the page.

In either case, you w ill probably want to edit the spreadsheet file appearance.

One place you can edit the spreadsheet file appearance is in the spreadsheet 
program itself. Try reducing the column widths. Information on this procedure 
can be found in your spreadsheet manual.

Within WordPerfect, changing the base font prior to the location of the import 
w ill reduce the size o f the columns. I f  you change the base font, however, 
change it before you import the file. I f  you have already imported the file, 
delete the imported file from the WordPerfect document, change the base font, 
then import the file again.

Also, try reducing the left and right page margins in WordPerfect prior to the 
location o f the import. This w ill fit more text on a line.

I f  you are importing the spreadsheet file as a table, you may want to set the 
Table Position option to Full (see O p t i o n s  under T a b le , E d i t  S t r u c tu r e  in 
R e f e r e n c e ) .  Doing so sizes the table to fit between the left and right margins.

You can also print in landscape (text parallel to the long edge o f the paper) i f  
your printer has that capability (see P r in t in g ,  L a n d s c a p e  in R e f e r e n c e ) .

Important: I f  y o u  a r e  lin k in g  to  a  s p r e a d s h e e t  f ile , e d it in g  c h a n g e s  m a d e  to  th e  te x t o f  
th e  im p o r te d  f i le  in W o rd P e rfe c t w i l l  h e  r e p la c e d  th e n e x t tim e  y o u  u p d a te  th e  link.

Currency Symbols
When you import a spreadsheet, WordPerfect uses the Language Resource file to 
“ translate”  decimal separators, currency symbols, and credit and debit symbols 
according to the current language code.
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First of all. if the number of columns you are trying to import exceeds the 
maximum number of tahle (.U) or text (20) columns WordPerfect allows, 
WordPerfect does not import the columns that exceed the limits . 

Second. even 1f you are importing an allowable number of columns, the columns 
might not fit hetween the page margins . In this case, WordPerfect will display a 
warning message and treat the text differently depending on whether it is 
imported as a table or as text. 

If the file is imported as a table (see 1)pe below ), WordPerfect will import up to 
32 columns on a row and display those columns in the normal editing screen. 
Only the columns that fit between the left margin and the right edge of the 
paper. however. will be displayed in View Document (Shift-F7,6) and printed. 

If the file is imported as text (see Type below), WordPerfect will import up to 20 
columns on a row. If WordPerfect reaches the right margin before it imports all 
20 of the cells. it will insert a soft return or deletable soft return and continue the 
remainder of the cells on the next line of the page. 

In either case, you will probably want to edit the spreadsheet file appearance. 

One place you can edit the spreadsheet file appearance is in the spreadsheet 
program itself. Try reducing the column widths. Information on this procedure 
can be found in your spreadsheet manual. 

Within WordPerfect. changing the base font prior to the location of the import 
will reduce the size of the columns. If you change the base font, however, 
change it before you import the file. If you have already imported the file, 
delete the imported file from the WordPerfect document, change the base font, 
then import the file again. 

Also, try reducing the left and right page margins in WordPerfect prior to the 
location of the import. This will fit more text on a line. 

If you are importing the spreadsheet file as a table, you may want to set the 
Table Position option to Full (see Options under Table, Edit Structure in 
Reference). Doing so sizes the table to fit between the left and right margins. 

You can also print in landscape (text parallel to the long edge of the paper) if 
your printer has that capability (see Printing, Lnndscape in Reference). 

Important: If you are linking 10 a spreads heel file . ediling changes made ro rhe text of 
the imported file in WordPerfect will he replaced the nexr rime you 11pdare rhe link. 

Currency Symbols 
When you import a spreadsheet. WordPerfect uses the Language Resource file to 
"translate" decimal separators. currency symbols, and credit and debit symbols 
according to the current language code. 
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Date Cells
When you import a spreadsheet that contains date cells, these dates are formatted 
according to field 2 for the current language code in the Language Resource file.

Existing Table
I f  you position your cursor in an existing WordPerfect table, you can import a 
spreadsheet file into that table. When you do so, the spreadsheet information 
w ill overwrite existing information in the cells where the spreadsheet information 
is being imported.

I f  you import the file as text (see T y p e  below), the file w ill be imported into the 
cell in which your cursor is located. I f  you import the spreadsheet file as a 
table, each cell in the file w ill be imported into a different cell o f the table, but 
only the number o f cells that exist in the table (from the cursor forward) can be 
imported.

I f  the table (from the cursor forward) isn’t big enough to accommodate the entire 
range o f cells, some o f the cells won’ t be imported. WordPerfect w ill start at 
the beginning o f the range and import only the number o f cells that exist in the 
table. For example, i f  your range is A1:E5 and the table (from the cursor 
forward) is three rows long and three columns wide, only cells A1:C3 w ill be 
imported.

Export
I f  you want to export information to PlanPerfect (versions 3.0 or 5.0), the 
information must be divided into columns by tabs and into rows by hard returns. 
So, i f  the information is in a WordPerfect table, press R e v e a l  C o d e s  (Alt-F3) to 
display the Reveal Codes screen, then delete the [Table Def] code. I f  you delete 
a [Table Def] code without using Block (Alt-F4), you cannot restore it.

Information about exporting a file from WordPerfect to PlanPerfect can be found 
in the P l a n P e r f e c t  R e f e r e n c e  M a n u a l .

Graphics Boxes
You can import a spreadsheet file into a graphics box (see T e x t E d i t o r  under 
G r a p h i c s ,  E d i t  in R e f e r e n c e ) .  I f  the information you are importing is longer than 
a page, however, you w ill get an error message and must edit the information to 
keep it within the bounds o f a page.

I f  you create a link in the graphics box, you can import information that exceeds 
a page by performing the link outside o f the graphics box. The information that 
extends beyond the page, however, w ill not display in View Document 
(Shift-F7,6), nor w ill it print. Also, i f  you go into the graphics box to edit the 
spreadsheet file once it is imported, you w ill have to edit it to keep it within the 
bounds o f a page.

The size o f the spreadsheet file and the size o f the graphics box you are 
importing it into w ill affect the appearance of the imported file. In addition to
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Date Cells 
When you import a spreadsheet that contains date cells. these dates are formatted 
according to field 2 for the current language code in the Language Resource file. 

Existing Table 
If you position your cursor in an existing WordPerfect table, you can import a 
spreadsheet file into that table. When you do so, the spreadsheet information 
will overwrite existing information in the cells where the spreadsheet information 
is being imported. 

If you import the file as text (see Type below). the file will be imported into the 
cell in which your cursor is located. If you import the spreadsheet file as a 
table. each cell in the file will be imported into a different cell of the table, but 
only the number of cells that exist in the table (from the cursor forward) can be 
imported. 

If the table (from the cursor forward) isn't big enough to accommodate the entire 
range of cells. some of the cells won't be imported. WordPerfect will start at 
the beginning of the range and import only the number of cells that exist in the 
table. For example. if your range is A I :E5 and the table (from the cursor 
forward) is three rows long and three columns wide, only cells A I :C3 will be 
imported. 

Export 
If you want to export information to PlanPerfect (versions 3.0 or 5.0), the 
information must be divided imo columns by tabs and into rows by hard returns. 
So, if the information is in a WordPerfect table. press Reveal Codes (Alt-F3) to 
display the Reveal Codes screen. then delete the !Table Def] code. If you delete 
a !Table Def] code without using Block (Alt-F4), you cannot restore it. 

Information about exporting a tile from WordPerfect to PlanPerfect can be found 
in the PlanPerfecr Reference Manual. 

Graphics Boxes 
You can import a spreadsheet file into a graphics box (see Text Editor under 
Graphics, Edit in Reference). If the information you are importing is longer than 
a page, however, you will get an error message and must edit the information to 
keep it within the bounds of a page. 

If you create a link in the graphics box, you can import information that exceeds 
a page by performing the link outside of the graphics box. The information that 
extends beyond the page, however. will not display in View Document 
(Shift-F7.6). nor will it print. Also, if you go into the graphics box to edit the 
spreadsheet file once it is imported. you will have to edit it to keep it within the 
bounds of a page. 

The size of the spreadsheet file and the size of the graphics box you are 
importing it into will affect the appearance of the imported file. In addition to 
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changing the box size, you can edit the spreadsheet file appearance in several 
ways (see A p p e a r a n c e  above).

Links
A spreadsheet link lets you import a spreadsheet file into a document, then 
update the imported information as often as necessary to reflect editing changes 
you may have made in the spreadsheet file itself. When you create a link, two 
codes showing where the link begins and ends are inserted into your document.

L in k : C:\PLAN~2Q.PLN <S p r e a d s h e e t>

TOTAL SALES

Salea Overhead Profit

April 65,000.00 12,040.00 73,000.00

May 06,345.00 13,900.00 72,365.00

June 94,430.00 14,781.00 79,649.00

TOTAL 225,014.00

link (Ml
Doc 1 Pg 1 tin I *  P o a 1 "

The comment representing the beginning link code lists the filename and the 
range o f cells you are linking to. The comment representing the ending link
c o d e  s i m p l y  d i s p l a y s  “ L i n k  E n d . "  T h e  c o m m e n t s  r e p r e s e n t i n g  t h e  l i n k  c o d e s  a r e  
n e v e r  p r i n t e d .

I f  you don’ t want the comments representing the link codes to be displayed in 
the normal editing screen, change the Show Link Codes option (Ctrl-F5,5,4,2) on 
the Link Options menu. Instructions for doing so are found under S p r e a d s h e e t ,  

L in k  O p t i o n s  in R e f e r e n c e .

W hen y o u  im p o r t a  s p r e a d s h e e t  in to  an  e x is tin g  ta b le  o r  in to  co lu m n s, th e c o m m e n ts  
re p re s e n tin g  th e lin k  c o d e s  a r e  n o t d is p la y e d  in  th e  n o r m a l e d it in g  sc reen  r e g a r d le s s  o f  
th e  S h o w  L in k  C o d e s  se ttin g .

D e le t in g  a  L in k
I f  you want to delete a link, you can delete either the L ink or Link End 
codes.

E d it in g  L in k s
Once a link is created, the only way to edit it is with the Edit Links option. 
After you make the necessary changes, you can update the link by selecting 
Perform Link (4).

M o r e  in fo rm a tio n  on  u p d a tin g  a  link  ca n  b e  f o u n d  u n d e r  Updating Links be lo w .
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changing the box size, you can edit the spreadsheet file appearance in several 

ways (see Appearance above). 

Links 
A spreadsheet link lets you import a spreadsheet tile into a document. then 
update the imponed information as often as necessary to reflect editing changes 
you may have made in the spreadsheet tile itself When you create a link, two 
codes showing where the link begins and ends are inserted into your document. 

Ltnk: C : \ PLA.N-2Q.PLN ~spreadsheet> 

TOTAL SALi!!: 

Overhead Pr0U t 

65,000.00 12,040.00 73,000.00 

86, 34S . 00 JJ,9eo.oo n, :JtSs .oo 

94,430.00 14 ,761.00 ?9 _fi49 .00 

22r; _0 1d .OO 

!loc; l 1'9 l L n t • l'Oll I " 

The comment representing the beginning link code lists the filename and the 
range of cells you are linking to. The comment representing the ending link 
code simply di~play~ '"Link End." Thc comments repn:~enting the link codes are 

never printed. 

If you don't want the comments representing the link codes to be displayed in 
the normal editing screen. change the Show Link Codes option (Ctrl-FS.5.4.2) on 
the Link Options menu. Instructions for doing so are found under Spreadsheet, 
Link Options in Reference. 

When you import a spreadsheet into an existing table or illfo columns. the comments 
representing the link codes are not displayed in the normal editing screen regardless of 
the Show Link Codes setting. 
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Deleting a Link 
If you want to delete a link. you can delete either the Link or Link End 
codes. 

Editing Links 
Once a link is created. the only way to edit it is with 1he Edit Links option. 
After you make the necessary changes, you can update the link by selecting 
Perform Link (4). 

More information Oil updating a link can be found under Updating Links he/ow. 



To edit a link, position the cursor after the link you want to edit (you may 
want to use Reveal Codes (AU-F3) to be sure). Then, press T e x t  I n /O u t  

(Ctrl-F5), select Spreadsheet (5), and select Edit L ink (3). Edit the options 
as necessary. Select Perform L ink (4) to change the link and import the 
newly-specified information.

WordPerfect searches for a link backward from the cursor position before 
displaying information. I f  it cannot find a link searching backward, it then 
returns to the cursor position and searches forward.

N e s t in g  L in k s
You should not include one link inside o f another ("nest’'). I f  you do, 
updating a link deletes all the information between the L ink and L ink End 
codes before the new information is retrieved (see U p d a t i n g  L in k s  below).

U p d a t in g  L in k s
Updating links is the process o f updating the information in your 
WordPerfect file with the current information in your linked file. You can 
do this at any time or have WordPerfect do it for you each time you retrieve 
the WordPerfect document. The last spreadsheet information imported to a 
link is the information that is printed.

To update links in the document on the screen at any time, press T e x t  
I n /O u t  (Ctrl-F5), select Spreadsheet (5), select L ink Options (4), then select 
Update A ll Links (3). When you do so, WordPerfect imports the current 
information from the linked files and places it in the link. The linked file 
must have been saved in the spreadsheet program for WordPerfect to get the 
correct information. Any existing information in the link is deleted.

I f  you want to update a single link, use the Perform L ink (1) option on the 
Spreadsheet: Edit L ink menu (see E d i t i n g  L in k s  above).

I f  you want to have WordPerfect update your links each time you retrieve 
the WordPerfect document, see S p r e a d s h e e t ,  L in k  O p t i o n s  in R e f e r e n c e .

Range (Block)
The range (or block) o f cells is a rectangular region on your spreadsheet file 
defined by the cell at the upper left-hand comer o f the range and the cell at the 
lower-right corner o f the range. When you enter a range for the Spreadsheet 
Import and Spreadsheet L ink features, you are telling WordPerfect which 
rectangular block o f cells you want to import. The two numbers representing the 
upper left and lower right cells should be separated by a colon, a period, or two

SPREADSHEET, IMPORT AND LINK 613

To edit a link, position the cursor after the link you want to edit (you may 
want to use Reveal Codes (Alt-F3) to be sure). Then, press Text In/Out 
(Ctrl-F5), select Spreadsheet (5), and select Edit Link (3). Edit the options 
as necessary. Select Perform Link ( 4) to change the link and import the 
newly-specified information. 

WordPerfect searches for a link backward from the cursor position before 
displaying information. If it cannot find a link searching backward. it 1hen 
returns ro 1he cursor position and searches forward. 

Nesting Links 
You should not include one link inside of another ("nest"). If you do, 
updating a link deletes all the information between the Link and Link End 
codes before the new information is retrieved (see Updating Links below). 

Updating Links 
Updating links is the process of updating the information in your 
WordPerfect file with the current information in your linked file. You can 
do this at any time or have WordPerfect do it for you each time you retrieve 
1he WordPerfect document. The last spreadsheet information imported to a 
link is the information that is printed. 

To update links in the document on the screen at any time. press Text 
In/Out (Ctrl-F5), select Spreadsheet (5), select Link Options (4). then select 
Upda1e All Links (3) . When you do so. WordPerfect imports the current 
information from the linked files and places it in the link. The linked file 
must have been saved in the spreadsheet program for WordPerfect to get the 
correct information. Any existing information in 1he link is deleted. 

If you want to update a single link. use the Perform Link (I) option on the 
Spreadsheet: Edit Link menu (see Editing Links above). 

If you want to have WordPerfect update your links each time you retrieve 
the WordPerfect document, see Spreadsheet, Link Options in Reference. 

Range (Block) 
The range (or block) of cells is a rectangular region on your spreadsheet file 
defined by 1he cell at the upper left-hand corner of the range and the cell at the 
lower-righl corner of !he range. When you enter a range for the Spreadsheet 
Import and Spreadsheet Link features, you are telling WordPerfect which 
rectangular block of cells you want to import. The two numbers representing the 
upper left and lower right cells should be separated by a colon. a period, or two 
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periods. For example, in the PlanPerfect 5.0 file shown below, the blocked 
range can be represented as A1:C5, A1.C5, and A1..C5.

A  CELL A1 
A  CELL C5

After you select Range (2) from the Spreadsheet: Import or Spreadsheet: Create 
L ink menus, you can enter the numbers as described above or a range name.
You can also press L is t (F5) to display a list o f named ranges. These are ranges 
that you may have defined in your spreadsheet program.

I f  you display the list o f named ranges, you can use Up and Down arrows (TA l) 
to move the cursor through the displayed ranges, or you can begin typing letters 
to move the cursor to the name of a range that matches those letters. When the 
cursor is on the range you want to import, press Enter.

I f  y o u  e n te r  an  in v a l id  ra n g e , W o rd P e rfe c t d is p la y s  th e  "I n v a l id  N a m e  o r  R e fe r e n c e ” 
e r r o r  m e s sa g e .

Type
The Type option on the Spreadsheet: Import and Spreadsheet: Create Link menus 
lets you determine i f  you want to import the spreadsheet file as a WordPerfect 
table or as text.

I f  you select Table (1), the information is divided by Cell and Row codes in a 
table structure. Once imported, the table can be edited like any other 
WordPerfect table and w ill have the same restrictions as other tables. One 
restriction that may be important to you is that tables cannot be placed in 
columns.

For more information on the numerous editing options you have with 
WordPerfect tables, see T a b le , C r e a t e  and T a b le , E d i t  S t r u c tu r e  in R e f e r e n c e .

I f  you select Text (2), the imported cells are divided into columns by tabs and 
into rows by hard returns. Once imported, the spreadsheet file can be edited like 
any other WordPerfect text.

S e e  A ls o :  Spreadsheet, L ink Options
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A CELL A1 

A. CELL C5 

periods. For example, in the PlanPerfect 5.0 file shown below, the blocked 
range can be represented as A 1 :CS. A I.CS. and A !..CS. 

V B C 
I TOTAL SALKS 
l. Sales Ovel"he,ad 
)April 00:. 000 00 12 040 00 
4May 86 345 00 l) ggo 00 
5June g4 430 OD 14 781 00 
6 
7 
B 

EE 
AlO 

C:\ PLlll'l - 2Q,PLN 

Prottt. 
?.J,000 . 00 

72,365.00 
79,649 . 00 

225,014.00 

After you select Range (2) from the Spreadsheet: Import or Spreadsheet: Create 
Link menus. you can enter the numbers as described above or a range name. 
You can also press List (FS) to display a list of named ranges. These are ranges 
that you may have defined in your spreadsheet program. 

If you display the list of named ranges, you can use Up and Down arrows (i/J) 
to move the cursor through the displayed ranges, or you can begin typing letters 
to move the cursor to the name of a range that matches those letters . When the 
cursor is on the range you want to import. press Enter. 

If you enter an invalid range. WordPerfect displays the "Invalid Name or Reference" 
error message. 

Type 
The Type option on the Spreadsheet: Import and Spreadsheet: Create Link menus 
lets you determine if you want to import the spreadsheet file as a WordPerfect 
table or as text. 

If you select Table ( 1 ), the information is divided by Cell and Row codes in a 
table structure. Once imported. the table can be edited like any other 
WordPerfect table and will have the same restrictions as other tables. One 
restriction that may be important to you is that tables cannot be placed in 
columns. 

For more information on the numerous editing options you have with 
WordPerfect tables, see Table, Create and Table, Edit Structure in Reference. 

If you select Text (2), the imported cells are divided into columns by tabs and 
into rows by hard returns. Once imported, the spreadsheet file can be edited like 
any other WordPerfect text. 

See Also: Spreadsheet, Link Options 
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Spreadsheet, Link Options

Notes

The WordPerfect L ink Options let you update spreadsheet links and determine 
whether link codes are displayed. S p r e a d s h e e t .  I m p o r t  a n d  L in k  in R e f e r e n c e  

explains in detail how to create a spreadsheet link that w ill let you retrieve 
current data from a spreadsheet file.

To set the Link Options,

1 Press Text In/Out (Ctrl-F5).

C3 S e le c t  Text In  fro m  th e  F ile  m enu .

2 Select Spreadsheet (5), then select L ink Options (4).

3 Select the option o f your choice and make the necessary settings (see the 
heading corresponding to an option under N o t e s  below).

4 I f  necessary, press E x it (F7) to return to the normal editing screen.

Changes made with the Link Options are only in effect for the document on the 
screen and do not insert a code in the document.

Show Link Codes
This option determines whether WordPerfect displays the beginning and ending 
link comments on the screen. Type n to keep them from being displayed.

The comments mainly serve as a reminder that you are in a link. They are never 
printed regardless o f the setting for this option. Also, they are never displayed if  
the link was created in an existing WordPerfect table or columns.

Update all Links
I f  you select this option, WordPerfect updates all o f the links in the document on 
the screen, retrieving the current information from the linked files.

T he s p r e a d s h e e t  f i le  m u s t h a v e  b e e n  s a v e d  f o r  W o rd P e rfec t to  r e tr ie v e  th e  m o s t  c u rr e n t  
in fo rm a tio n .

The information that is printed in a link is the last information that is retrieved to 
the link. When you update a link, any existing information in the link is deleted.

Update on Retrieve
This option determines whether WordPerfect w ill update your links each time 
you retrieve the WordPerfect document in which the links are located. Type y to 
have WordPerfect update the links on document retrieval, bringing in the most 
current information from the linked file.

T he s p r e a d s h e e t  f i le  m u s t h a v e  b e e n  s a v e d  in th e s p r e a d s h e e t  p r o g r a m  f o r  W o rd P e rfec t to  
r e tr ie v e  th e  m o s t  c u rr e n t in fo rm a tio n .

Keep in mind that the information that is printed is the last information that is 
retrieved to the link. I f  it ’ s absolutely necessary that your WordPerfect file has
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Spreadsheet, Link Options 

Notes 

The WordPerfect Link Options let you update spreadsheet links and determine 
whether link codes are displayed. Spreadsheet. Import and Link in Reference 
explains in detail how to create a spreadsheet link that will let you retrieve 
current data from a spreadsheet file. 

To set the Link Options. 

1 Press Text In/Out (Ctrl-F5l. 

=81 Select Te.rt In from the File me11 11. 

2 Select Spreadsheet (5). then select Link Options (4) . 

3 Select the option of your choice and make 1he necessary settings (see the 
heading corresponding to an option under Notes helow) . 

4 If necessary, press Exit ( F7) to return to the normal editing screen . 

Changes made with the Link Options are only in effect for the document on the 
screen and do not insert a code in the document . 

Show Link Codes 
This option determines whether WordPerfect displays the heginning and ending 
link comments on the screen . Type n to keep them from being displayed . 

The comments mainly serve as a reminder that you are in a link. They are never 
printed regardless of the setting for this option. Also, they are never displayed if 
the link was created in an existing WordPerfect table or columns. 

Update all Links 
If you select this option, WordPerfect updates all of the links in the document on 
the screen. retrieving the current information from the linked files . 

The spreadsheet file must have been saved for WordPerfect to retrieve the most current 
information. 

The information that is printed in a link is the last information that is retrieved to 
the link. When you update a link. any existing information in the link is deleted . 

Update on Retrieve 
This option determines whether WordPerfect will update your links each time 
you retrieve the WordPerfect document in which the links are located. Type y to 
have WordPerfect update the links on document retrieval, bringing in the most 
current information from the linked file. 

The spreadsheet file must have been saved in the spreadsheet program for WordPerfect to 
retrieve the most current information. 

Keep in mind that the information that is printed is the last information that is 
retrieved to the link. If it's absolutely necessary that your WordPerfect file has 
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the current information from the spreadsheet file, i t ’ s a good idea to set the 
option to Yes.

When you update a link, any existing information in the link is deleted.

S e e  A ls o :  Spreadsheet, Import and Link

Style

The WordPerfect Style feature lets you insert s ty le s  that format your text.
Unlike other codes, styles can contain text and multiple formatting codes that 
create a text appearance. Since styles can be easily inserted into a document, 
they are best used to create and insert an often-used format.

For example, i f  you are writing a book, you may have a certain appearance for 
your text. You can create a style called “ Text”  and use it anytime you want that 
appearance to take effect. Similarly, you can create styles called “ Chapter Head” 
and “ Long Quotes”  that format chapter headings and long quotes. When you 
reach a place where you want to create a chapter heading and long quote, you 
can easily insert the style rather than re-entering the same formatting codes every 
time.

The Styles menu and some examples o f styles on the menu are shown below.

Styles
Name Type Description

Test Paired Normal Text

1 On; 2 Off; 3 Create; 4 Edit; 5 Delete; 6 Save; 7 Retrieve; 8 Update: 1

Information on creating a style is found in S ty l e ,  C r e a t e  in R e f e r e n c e .  Styles are 
saved with a document when the document is saved.

We recommend that you read L e s s o n  3 3 :  S t y l e s  in the W o r d P e r f e c t  W o r k b o o k  to
learn more about styles.
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the current information from the spreadsheet file, it's a good idea to set the 
option to Yes. 

When you update a link, any existing information in the link is deleted. 

See Also: Spreadsheet, Impon and Link 

The WordPerfect Style feature lets you insert styles that format your text. 
Unlike other codes, styles can contain text and multiple formatting codes that 
create a text appearance. Since styles can be easily inserted into a document, 
they are best used to create and insert an often-used format. 

For example, if you are writing a book, you may have a certain appearance for 
your text. You can create a style called "Text" and use it anytime you want that 
appearance to take effect. Similarly, you can create styles called "Chapter Head" 
and "Long Quotes" that format chapter headings and long quotes. When you 
reach a place where you want to create a chapter heading and long quote, you 
can easily insert the style rather than re-entering the same formatting codes every 
time. 

The Styles menu and some examples of styles on the menu are shown below. 

Styles 

Naa,e Type D11tacr ipti on 

1 On: 2 Ott: 3 Creilte; 4 l.:d 1t; 5 Delete; 6 Sa ve: ? Retrieve: 8 Update, t 

Information on creating a style is found in Style, Create in Reference. Styles are 
saved with a document when the document is saved. 

We recommend that you read Lesson 33: Styles in the WordPerfect Workbook to 
learn more about styles. 



Notes

To insert a style into your document,

1 Press S t y le  (Alt-F8).

CHI S e le c t  S ty le s  f r o m  th e L a y o u t  m enu .

2 Move the cursor to the style you want to turn on.

3 Select On (1).

Styles are either paired or open. Paired styles have an On [Style On] code and 
an O ff [Style O ff] code, while open styles simply are turned on and cannot be 
turned off. As you create styles with S ty l e ,  C r e a t e  in R e f e r e n c e  you w ill learn 
more about paired and opened styles.

The important thing to know right now is that you can turn o ff a paired style by 
repeating steps 1 and 2 above, then selecting O ff (2), or by moving the cursor 
past the Style O ff code. You can also place paired style codes around existing 
text by blocking the text, then following the steps above.

Creating a Style
Before you can insert a style, the style must be created. To create a style, press 
Style (Alt-F8), select Create (3), then enter information for the style. For 
specific information about creating a style, see S ty le ,  C r e a t e  in R e f e r e n c e .

Deleting a Style
To delete a style from the Styles menu, press Style (Alt-F8), move the cursor to 
the style you want to delete, then select Delete (5).

After you do so, WordPerfect w ill give you three options. Leaving Codes (1) 
instructs WordPerfect to delete the style from the Styles menu and all Style
c o d e s  w ith  th e  s a m e  n a m e  fr o m  th e  d o c u m e n t . A l l  c o d e s  th a t th e  s ty le  c o n t a in s ,

however, replace the Style codes. For example, i f  your style called for 2" left 
and right margins, the Style code would be deleted, but a code calling for 2 "  left 
and right margins would be inserted into the document.

Including Codes (2), instructs WordPerfect to delete the style from the Style 
menu and all Style codes with the same name from the document. When the 
Style codes are deleted, the codes within the style are also deleted.

Definition Only (3) instructs WordPerfect to delete the style from the Styles 
menu. Style On and O ff codes with the same name in the document remain 
intact. When WordPerfect encounters those codes in the document, it  re-creates 
them on the Styles menu. I f  you have a long list o f styles and want to find out 
which ones you are actually using in a document, you can delete all o f the styles 
with Definition Only, then return to the document and press 
H o m e ,H o m e ,D o w n  A r r o w  ( f)  to re-create the styles that exist in the document.
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Notes 

To insert a style into your document, 

1 Press Style (Alc-F8). 

lal Select Styles from the Layout menu. 

2 Move the cursor to the style you want to turn on. 

3 Select On (I). 

Styles are either paired or open. Paired styles have an On [Style On] code and 
an Off [Style Off] code, while open styles simply are turned on and cannot be 
turned off. As you create styles with Style, Create in Reference you will learn 
more about paired and opened styles. 

The important thing to know right now is that you can turn off a paired style by 
repeating seeps 1 and 2 above, then selecting Off (2), or by moving the cursor 
past the Style Off code. You can also place paired style codes around existing 
text by blocking the text, then following the steps above. 

Creating a Style 
Before you can insert a style, the style must be created. To create a style, press 
Style (Alt-F8), select Create (3), then enter information for the style. For 
specific information about creating a style, see Style, Create in Reference. 

Deleting a Style 
To delete a style from the Styles menu, press Style (Alt-F8), move the cursor co 
the style you want to delete, then select Delete (5). 

After you do so, WordPerfect will give you three options. Leaving Codes (I) 
instructs WordPerfect to delete the style from the Styles menu and all Style 
codes with the same name from the document All codes that the style contain~. 

however, replace the Style codes. For example, if your style called for 2" left 
and right margins, the Style code would be deleted, but a code calling for 2" left 
and right margins would be inserted into the document. 

Including Codes (2), instructs WordPerfect to delete the style from the Style 
menu and all Style codes with the same name from the document. When the 
Style codes are deleted, the codes within the style are also deleted. 

Definition Only (3) instructs WordPerfect to delete the style from the Styles 
menu. Style On and Off codes with the same name in the document remain 
intact. When WordPerfect encounters those codes in the document, it re-creates 
them on the Styles menu. If you have a long list of styles and want to find out 
which ones you are actually using in a document, you can delete all of the styles 
with Definition Only, then return to the document and press 
Home,Home,Down Arrow (.l,) to re-create the styles that exist in the document. 

STYLE 617 



Editing a Style
I f  you want to edit an existing style on the Styles menu, press Style (Alt-F8), 
move the cursor to the style you want to edit, select Edit (4), then edit the style. 
For specific information about editing a style, see E d i t in g  a  S t y l e  under S ty le ,  
C r e a t e  in R e f e r e n c e .

Graphics
I f  you want to include graphics images in a style, you must use the Graphics on 
Disk option (see G r a p h i c s ,  D e f in e  a  B o x  in R e f e r e n c e ) .

Name Search
You can search for a style on the Styles menu by pressing Name Search (n), 
then typing the letters o f the style name you are searching for. As you type the 
letters, the cursor moves to the first style name that matches the letters. To reset 
Name Search, press E n t e r  or any o f the arrow keys.

I f  you are searching for a style in a macro definition, we suggest you use Name 
Search to find the style.

Nesting Styles
N e s t i n g  a style refers to including a paired style within another paired style.
This is allowed in WordPerfect with the following exception:

You cannot include Style On and Style O ff codes for the same style immediately 
next to each other. I f  the Style On and Style O ff codes are separated by a Style 
On and Style O ff code from another style, however, you can nest a style within a 
style o f the same name.

For example, this is not allowed:

[Style On:a][Style On:a|[Style Off:a][Style Off:a]

The following, however, is allowed:

[Style On:a][Style On:b][Style On: a][Style Off:a][Style Off:b][Style Off:a|

Outline Styles
Outline styles are styles that are used with the Outline and Paragraph Numbering 
features. I f  you are within Outline On and O ff codes and are using outline styles 
as your method o f outline numbering, you can turn on an outline style from the 
Styles menu by following the steps at the beginning o f this section. I f  you are 
not within Outline On and O ff codes, you can only turn on outline styles with 
the Outline Styles menu (Shift-F5,6,9).

For more information on outline styles, see O u t l in e ,  S ty 'le  in R e f e r e n c e .

Retrieving Styles
I f  you want to retrieve a list o f styles that you have previously saved to the 
Styles menu, press S t y le  (Alt-F8), select Retrieve (7), then enter the name o f the 
style list. I f  you don’t enter a complete pathname, WordPerfect w ill search the
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Editing a Style 
If you want to edit an existing style on the Styles menu, press Style (Alt-F8), 
move the cursor to the style you want tu c::dit, select Edit (4 ). then c::dit the style. 
For specitic information about c::diting a style:, sc::e Edirinx a Sryle under Sryle. 
Create in Reference. 

Graphics 
If you want to include graphics images in a style, you must use the Graphics on 
Disk option (see Graphics. Define a Box in Reference). 

Name Search 
You can search for a style on the Styles menu by pressing Name Search (n), 
then typing the letters of the style name you are searching for. As you type the 
letters. the cursor moves to the tirst style name that matches the letters. To reset 
Name Search. press Enter or any of the arrow keys. 

If you are searching for a style in a macro definition. we suggest you use Name 
Search to find the style. 

Nesting Styles 
Nesting a style refers to including a paired style within another paired style. 
This is allowed in WordPerfect with the following exception: 

You cannot include Style On and Style Off codes for the same style immediately 
next to each other. If the Style On and Style Off codes are separated by a Style 
On and Style Off code from another style. however. you can nest a style within a 
style of the same name. 

For example::, this is nut allowed: 

[Style On:aj[Style On:ai[Style Off:a][Style Off:a] 

The following. however. is allowed: 

[Style On:a]IStyle On:bj[Style On: aJ[Style Off:a][Style Off:bJ[Style Off:aJ 

Outline Styles 
Outline styles are styles that are used with the Outline and Paragraph Numbering 
features. If you are within Outline On and Off codes and are using outline styles 
as your method of outline numbering, you can tum on an outline style from the 
Styles menu by following the steps at the beginning of this section. If you are 
not within Outline On and Off codes. you can only turn on outline styles with 
the Outline Styles menu (Shift-FS.6,9). 

For more information on outline styles. see Ourline, Style in Reference. 

Retrieving Styles 
If you want to retrieve a list of styles that you have previously saved to the 
Styles menu, press Style (Alt-F8), select Retrieve (7), then enter the name of the 
style list. If you don't enter a complete pathname, WordPerfect will search the 



style directory (see L o c a t io n  o f  F i l e s  in R e f e r e n c e ) .  I f  no style directory exists, 
it searches the default directory.

A f te r  y o u  s e l e c t  R e t r ie v e ,  y o u  c a n  p r e s s  L i s t  (F 5>, th e n  e n te r  a  p a th n a m e  to  v i e w  th e  f i l e s  

in  th a t  d i r e c to r y .  P o s i t i o n in g  th e  c u r s o r  o n  a  s t y l e  f i l e ,  th e n  s e l e c t in g  R e t r i e v e  ( I )  w i l l  
r e t r i e v e  th a t  f i l e  t o  th e  S t y l e s  m e n u .

When you retrieve a list o f styles, WordPerfect checks your current list o f styles 
for style names that match the incoming styles. I f  WordPerfect finds a match, it 
displays the “ Style(s) Already Exist, Replace?”  message. I f  you type n for No, 
WordPerfect only retrieves the styles whose names do not match current style 
names. I f  you type y for Yes, WordPerfect retrieves all o f the styles, replacing 
current styles with the incoming files o f the same name.

Outline styles in the file you retrieve are also retrieved to the Outline Styles 
menu (Shift-F5,6.9) (see O u t l in e ,  S t y l e  in R e f e r e n c e ).

Saving Styles
I f  you want to save all o f the styles on the Styles menu to a separate file that 
can be used from document to document, press Style (Alt-F8), select Save (6), 
then enter a name for the list o f styles. WordPerfect w ill save them to the style 
directory (see L o c a t io n  o f  F i l e s  in R e f e r e n c e ) .  I f  no style directory exists, 
WordPerfect w ill save the styles to the default directory. O f course, you can 
also enter a fu ll pathname to have WordPerfect save the file elsewhere.

Keep in mind that this option is only for saving styles as a separate file that can 
be used from document to document. When you save a document, you save the 
styles associated with it, so there is no need to use this option i f  you plan on 
using the styles in the current document only.

I m p o r ta n t:  We s u g g e s t  y o u  c r e a te  a  s ty le  d ir e c to r y  ( s e e  Location of Files in Reference), 
s p e c ify  it in L o c a tio n  o f  F ile s  (S h if t-F I ,(5,J), a n ti n a m e  s ty le  f i le s  w ith  so m e  ty p e  o f  
d e s c r ip t iv e  e x te n s io n  (e .g ., .S T Y ) w h en  y o u  s a v e  th em . T h is m a y  h e lp  y o u  re m e m b e r  th a t 
a  s ty le  f i le  is  a  s ty le  f i le  a n d  n o t a  d o c u m e n t.

When you use the Save option, outline styles on the Outline Styles menu are 
also saved to the file.

Style Library
The style library is a default list o f styles. This means that i f  you press Style 
(Alt-F8) and no styles exist, the style library (LIBRARY.STY) is retrieved to the 
Styles menu, provided that the pathname and the filename have been entered in 
Style Files under Setup: Location o f Files. (See A p p e n d i x  Q :  W o r d P e r f e c t  F i l e s  

for a description o f each style in the style library.)

Once the style library is retrieved to the Styles menu, it is like any other list o f 
styles. I f  you make editing changes to it, then save the document, the editing 
changes are saved for that document only. However, i f  you make editing 
changes to the style list, then save it as a separate file under the same name, the 
changes are made to the style library file.
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style directory (see location of Files in Reference). If no style directory exists, 
it searches the default directory. 

A.tier you Je/ect Retrie11e, you can press List (F5) . then enter a pathname to view the files 
in that director..: Positioning the cursor on a style file. then selecting Retrieve (I) will 
rerrieve thar file rn the Styles me1111. 

When you retrieve a list of styles, WordPerfect checks your current list of styles 
for style names that match the incoming styles. If WordPerfect finds a match, it 
displays the "Style(s) Already Exist, Replace?" message. If you type n for No, 
WordPerfect only retrieves the styles whose names do not match current style 
names. If you type y for Yes, WordPerfect retrieves all of the styles, replacing 
current styles with the incoming files of the same name. 

Outline styles in the file you retrieve are also retrieved to the Outline Styles 
menu (Shift-FS.6.9) (see Outline, Style in Reference) . 

Saving Styles 
If you want to save all of the styles on the Styles menu to a separate file that 
can be used from document to document. press Style (Alt-F8), select Save (6), 
then enter a name for the list of styles. WordPerfect will save them to the style 
directory (see Location of Files in Reference). If no style directory exists, 
WordPerfect will save the styles to the default directory. Of course, you can 
also enter a full pathname to have WordPerfect save the file elsewhere. 

Keep in mind that this option is only for saving styles as a separate tile that can 
be used from document to document. When you save a document, you save the 
styles associated with it. so there is no need to use this option if you plan on 
using the styles in the current document only. 

Important: We suggest _,·m1 create a st\'le directory (see Location of Files in Reference). 
:,pecifv it in Locuriun of File.I' rSflijr-rl,0,5), u11li name style Jiles wirh some type of 
descriptive extension (e.g., .STY) when you save them. This may help you remember that 
a style file is a srde file and not a dornment. 

When you use the Save option, outline styles on the Outline Styles menu are 
also saved to the file. 

Style Library 
The style library is a default list of styles. This means that if you press Style 
(Alt-F8J and no styles exist, the style library (LIBRARY.STY) is retrieved to the 
Styles menu. provided that the pathname and the filename have been entered in 
Style Files under Setup: Location of Files. (See Appendix Q: WordPerfect Files 
for a description of each style in the style library.) 

Once the style library is retrieved to the Styles menu, it is like any other list of 
styles. If you make editing changes to it, then save the document, the editing 
changes are saved for that document only. However, if you make editing 
changes to the style list, then save it as a separate file under the same name, the 
changes are made to the style library file. 
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To specify a location, a style library, press S e t u p  (Shift-F l), select Location of 
Files (6), select Style Files (5), enter the pathname to the style directory, then 
enter the filename to the style library. WordPerfect w ill use the pathname to 
locate the style library when it is needed.

I f  th e  s t y l e  l i b r a r y  i s  in  a  d i r e c t o r y  o t h e r  th a n  w h e r e  y o u r  s t y l e  f i l e s  a r e  l o c a te d ,  y o u  w i l l  

n e e d  to  e n te r  a  c o m p l e t e  p a th n a m e  ( r a t h e r  th a n  j u s t  a  f i l e n a m e )  f o r  th e  s t y l e  l ib r a r y .

The style library is also retrieved to the Styles menu any time you select Update 
(8) from the Styles menu (see U p d a t e  below).

Styles and Master Documents
I f  you are creating a master document, the styles in all o f the subdocuments (and 
any styles in the non-subdocument portion o f the master document) are combined 
on the Styles menu for the master document when the master document is 
expanded. However, i f  two styles in the master document have the same name, 
the one closest to the top o f the document is used.

Also, i f  you decide to save the subdocuments when the master document is 
condensed, the combined list o f styles is saved with each subdocument. For 
more information, see M a s t e r  D o c u m e n t s  in R e f e r e n c e .

Styles vs. Macros
Styles and macros are similar in that they are a way to “ short cut”  entering 
frequently-used series o f codes and text. Styles, however, are easier to edit than 
macros.

Macros must be edited individually. I f  you used the same macro 45 times in a 
document, then f i n d  th a t  a c h a n g e  is n e c e s s a ry , y o u  m u s t  e d i t  a l l  4 5  o c c u r re n c e s  
o f the macro. I f  you used styles in the same situation, you just need to edit the 
style on the Styles menu once, and it changes all occurrences o f the style.

To learn more about editing styles, see S ty le ,  C r e a t e  in R e f e r e n c e .

Update
This option on the Styles menu retrieves the style library to the screen. I f  you 
select this option, existing styles with the same names as any styles in the style 
library w ill be overwritten.

In addition, this option w ill retrieve all outline styles in the style library to the 
Outline Styles screen.

S e e  A ls o :  Lesson 33; Outline, Style; Style, Create
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To specify a location, a style library, press Setup (Shift-Fl), select Location of 
Files (6), select Style Files (5), enter the pathname to the style directory, then 
enter the filename to the style library. WordPerfect will use the pathname to 
locate the style library when it is needed. 

If the style library is in a dirl'ctory otl1er than where your style files are located, you will 
need to enter a complete pathname ( rarher than just a filename/ for the style library: 

The style library is also retrieved to the Styles menu any time you select Update 
(8) from the Styles menu (see Update below) . 

Styles and Master Documents 
If you are creating a master document, the styles in all of the subdocuments (and 
any styles in the non-subdocurnent portion of the master document) are combined 
on the Styles menu for the master document when the master document is 
expanded. However, if two styles in the master document have the same name, 
the one closest to the top of the document is used. 

Also, if you decide to save the subdocuments when the master document is 
condensed, the combined list of styles is saved with each subdocument. For 
more information. see Master Documents in Reference. 

Styles vs. Macros 
Styles and macros are similar in that they are a way to "short cut" entering 
frequently-used series of codes and text. Styles, however, are easier to edit than 
macros. 

Macros must be edited individually. If you used the same macro 45 times in a 
document, then find that a change is ne1:e:,:,ary, yuu must edit all 45 occurrences 
of the macro. If you used styles in the same situation, you just need to edit the 
style on the Styles menu once. and it changes all occurrences of the style. 

To learn more about editing styles, see Style, Create in Reference. 

Update 
This option on the Styles menu retrieves the style library to the screen. If you 
select this option, existing styles with the same names as any styles in the style 
library will be overwritten. 

In addition, this option will retrieve all outline styles in the style library to the 
Outline Styles screen. 

See Also: Lesson 33; Outline, Style; Style, Create 



Style, Create

As mentioned in S t y l e  in R e f e r e n c e ,  a style is useful for formatting a document. 
In this section, we w ill tell you how to create a style.

1 Press S t y le  (Alt-F8).

[ 3  S e l e c t  S t y l e s  f r o m  th e  L a y o u t  m e n u .

2 Select Create (3).

3 Select an option from the Styles: Edit menu to begin creating a style (see the 
option headings below).

4  Press E x it  (F7) to return to the Styles menu.

5 I f  you want to insert the style in your document, select On (1). I f  not, press 
E x it  (F 7 )  to return to your document.

Styles are saved with a document when the document is saved. You can also 
save the styles on the Styles menu as a separate file (see S t y l e  in R e f e r e n c e ) .

For more information about using a style once it is created, see S t y l e  in 
R e f e r e n c e .

Name
The Name option lets you enter a name for the style. You can enter up to 12 
characters or spaces for a style name.

Characters entered with Compose may take more space than regular keyboard 
characters, so i f  you decide to enter characters with Compose, you may not be 
able to use all 12 characters or spaces for the style name (see C o m p o s e  in
R e fe r e n c e ) .

I f  you enter a name that already exists on the list o f styles, WordPerfect w ill 
prompt you with a message that tells you the name already exists. The cursor 
w ill then be positioned to let you try again.

T h e  s t y l e  n a m e s  a r e  n o t  c a s e  s e n s i t i v e .  F o r  e x a m p le ,  s t y l e  l  a n d  S T Y L E  1 a r e  c o n s i d e r e d  

th e  s a m e  n a m e .

Type
There are three types o f styles you can create: Paired, Open, and Outline.

Paired (1) is a style that has a beginning and an end. In other words, it has a 
Style On code and a Style O ff code. Anything between the On and O ff codes 
conforms to the style.

Open (2) is a style that takes effect from a point in a document to the end o f the 
document, unless another Open Style code is encountered. An open style has no 
O ff code, but you can override it by turning on another style (open, paired, or 
outline) or by using local formatting codes.
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Style, Create 

As mentioned in Style in Reference. a style is useful for formatting a document. 
In this section. we will tell you how to create a style. 

1 Press Style (Alt-F8J 

[8 Select Styles from the La_rnur menu. 

2 Select Create (3). 

3 Select an option from the Styles: Edit menu to begin creating a style (see the 
option headings below). 

4 Press Exit ( F7) to return to the Styles menu. 

5 If you want to insen the style in your document, select On (I) . If not. press 
Exit (F7) to return to your document. 

Styles are saved with a document when the document is saved. You can also 
save the styles on the Styles menu as a separate file (see Style in Reference). 

For more information about using a style once it is created, see Style in 
Reference. 

Name 
The Name option lets you enter a name for the style. You can enter up to 12 
characters or spaces for a style name. 

Characters entered with Compose may take more space than regular keyboard 
characters. so if you decide to enter characters with Compose, you may nut be 
able to use all 12 characters or spaces for the style name ( see Compose in 
R.efl'rl'nt'l') . 

If you enter a name that already exists on the list of styles, WordPerfect will 
prompt you with a message that tells you the name already exists. The cursor 
will then be positioned to let you try again. 

The style names are nor case sensitive. For example, style I and STYLE I are considered 
the same name. 

Type 
There are three types of styles you can create: Paired. Open. and Outline. 

Paired (I) is a style that has a beginning and an end. In other words. it has a 
Style On code and a Style Off code. Anything between the On and Off codes 
conforms to the style. 

Open (2) is a style that takes effect from a point in a document to the end of the 
document, unless another Open Style code is encountered. An open style has no 
Off code. but you can override it by turning on another style (open. paired. or 
outline) or by using local fonnatting codes. 
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Outline (3) is a style that is used with the Outline and Paragraph Numbering 
features. Outlines and paragraph numbers can have up to eight levels of 
paragraph numbering, and when you specify this type o f style, you can define a 
style for each level o f numbering.

After you select Outline as the style type, you must give it a name and a level 
number. When you enter a name, that name becomes the name o f the entire 
outline style. When you enter a level number, any codes you may have 
previously entered for the style become the codes for the paragraph numbering 
level you enter.

For example, i f  you enter O u tlin e l as the name and 4 as the level number, any 
codes you may have previously entered become the codes for the fourth-level 
paragraph number in the outline style called “ O utline l.”

Once you enter a level number, you are placed in the Outline Styles: Edit screen 
where you can create styles for each paragraph numbering level.

Outline styles can be created and are displayed in two places. One is on the 
Styles menu (Alt-F8), while the other is on the Outline Styles menu 
(Shift-F5,6,9). More information on outline styles can be found in O u t l in e ,  S t y l e  
in R e f e r e n c e .

Description
The description is simply a way o f letting you enter text that describes the style. 
The description appears on the Styles menu, and you can enter up to 54 
characters or spaces for a style description.

Characters entered with Compose may take up more space than regular keyboard 
characters, so i f  you decide to enter characters with Compose, you may not be 
able to use all 54 characters or spaces for the style description (see C o m p o s e  in 
R e f e r e n c e ) .

Codes
The Codes option is where you enter the codes and text you want to include in a 
style. To enter codes, insert them just as you would in the normal editing 
screen. Codes function differently depending on i f  they are located in a paired 
or open style.

O u tlin e  sty le s  a r e  a ls o  p a i r e d  o r  o p en  s ty le s  a t  th e v a r io u s  n u m b e r in g  le v e ls , s o  th e ir  
c o d e s  fu n c tio n  a s  d e s c r ib e d  b e lo w .

I f  a code is in an open style, it is not turned off. The screen below shows codes 
in an open style. In this case, the margin setting would take effect from the
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Outline (3) is a style that is used with the Outline and Paragraph Numbering 
features. Outlines and paragraph numbers can have up to eight levels of 
paragraph numbering. and when you specify this type of style. you can define a 
style for each level of numbering. 

After you select Outline as the style type, you must give it a name and a level 
number. When you enter a name. that name becomes the name of the entire 
outline style. When you enter a level number, any codes you may have 
previously entered for the style become the codes for the paragraph numbering 
level you enter. 

For example, if you enter Outline! as the name and 4 as the level number, any 
codes you may have previously entered become the codes for the fourth-level 
paragraph number in the outline style called "Outline I." 

Once you enter a level number, you are placed in the Outline Styles: Edit screen 
where you can create styles for each paragraph numbering level. 

Outline styles can be created and are displayed in two places. One is on the 
Styles menu (Alt-F8), while the other is on the Outline Styles menu 
(Shift-F5,6.9). More information on outline styles can be found in Outline, Style 
in Reference. 

Description 
The description is simply a way of letting you enter text that describes the style. 
The description appears on the Styles menu. and you can enter up to 54 
characters or spaces for a style description. 

Characters entered with Compose may take up more space than regular keyboard 
characters, so if you decide to enter characters with Compose, you may not be 
able to use all 54 characters or spaces for the style description (see Compose in 
Reference). 

Codes 
The Codes option is where you enter the codes and text you want to include in a 
style. To enter codes, insert them just as you would in the normal editing 
screen. Codes function differently depending on if they are located in a paired 
or open style. 

Outline ST) /es are also paired or open sr:,·les at the various numbering levels, so their 
codes f11nctio11 as described he/ow. 

If a code is in an open style. it is not turned off. The screen below shows codes 
in an open style. In this case. the margin setting would take effect from the 



point where the style is inserted in a document and would remain in effect until 
the end of a document (or until you insert another margin setting).

A  ON SECTION 
A  OFF SECTION 
A  COMMENT

Open codes are useful for creating formats that you want to affect an entire 
document, such as margin settings, tab settings, and most other settings that you 
normally set with features on the Format key (Shift-F8).

Codes in paired styles function differently. The Style Codes screen for a paired 
style has an On section and an Off section. These sections are divided by a 
comment.

1 pl‘ce Style On Codes above. and Style off Codes below.

Style: Press Exit when done Doc 1 Pg 1 Ln 1” Pas 2"
[ L /R  Mar  : 2" , 2 "  ] [ BOLD ] [ C o w  t  ] [ Ln ...............  ' |

A  A  A

Codes in the On section are turned on when you turn the style on. Codes in the 
Off section are turned on when you turn the style off. This is true with the 
following exceptions: •

• Codes in the On section are reset when you turn off a style. If they have a 
corresponding code in the Off section, that code will not be turned on when 
the style is turned off. For example, in the screen above, when the style is
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A, ON SECTION 

A OFF SECTION 

A COMMENT 

point where the style is inserted in a document and would remain in effect until 
the end of a document ( or until you insert another margin setting). 

- : Pr 
done Doc l Pf 1 LA lH PQ.a 2" 

Open codes are useful for creating formats that you want to affect an entire 
document. such as margin settings, tab settings, and most other settings that you 
normally set with features on the Format key (Shift-F8). 

Codes in paired styles function differently. The Style Codes screen for a paired 
style has an On section and an Off section. These sections are divided by a 
comment. 

j Place Style On Codes above. and Style ntt Lodes below. 

Codes in the On section are turned on when you turn the style on . Codes in the 
Off section are turned on when you turn the style off. This is true with the 
following exceptions: 

• Codes in the On section are reset when you turn off a style. If they have a 
corresponding code in the Off section, that code will not be turned on when 
the style is turned off. For example, in the screen above, when the style is 
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Notes

turned off, the Left/Right Margin setting will be returned to whatever it was 
before you turned on the style. This is true even if you enter a margin 
setting in the Off section.

• The only codes the paragraph above does not apply to are the codes on the 
Format: Page menu. These codes include Center Page, Force Odd/Even 
Page, Headers/Footers, Top/Bottom Margins, Page Numbering, Paper 
Size/Type, and Suppress Page Format. They will remain in effect when the 
style is turned off if they are entered in either the On or Off sections.

• Codes in any text that is affected by the paired style override (take 
precedence over) codes in the On section. They are, however, reset if they 
have a corresponding code in the On section. For example, in the screen 
above, a Left/Right Margin setting in text affected by the style will override 
the Left/Right Margin setting in the On section. When the style is turned off 
the Margin setting will be returned to whatever it was before you turned on 
the style because there is a Left/Right margin setting in the On section.

Enter
This option determines what the Enter key will do when you are in a paired 
style. If you are in an open style, this option has no effect, and that is why this 
option does not appear when you are defining an open style.

HRt (1) tells Enter to function just as it normally does. Pressing E n t e r  will 
insert a hard return.

Off (2) tells Enter to turn off a paired style. Pressing E n t e r  will move the 
cursor past the Style Off code.

Off/On (3) tells Enter to turn off a paired style, then turn it on again. Pressing 
E n t e r  will move the cursor past the Style Off code, then insert a Style On code. 
If you move past a Style Off code with an arrow key. Enter will function as it 
normally does (insert a hard return).

Editing a Style
When you want to edit a style, press S t y le  (Alt-F8), move the cursor to the style 
you want to edit, then select Edit (4). From that point, you can select an option, 
then change the information as necessary like you did when you created the 
style. The editing changes will affect all styles of the same name in the 
document. A few things you should be aware of are listed below.

N a m e
If you are editing an existing style and decide to change the style name, 
WordPerfect asks you if you want to rename the styles in the document. If 
you type y for Yes, the previous style name is changed to the new style 
name for styles in the document. If you type n  for No, the style names in 
the document remain unchanged.
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turned off, the Left/Right Margin setting will be returned to whatever it was 
before you turned on the style. This is true even if you enter a margin 
setting in the Off section. 

• The only codes the paragraph above does not apply to are the codes on the 
Format: Page menu. These codes include Center Page, Force Odd/Even 
Page, Headers/Footers, Top/Bottom Margins, Page Numbering, Paper 
Sizeffype, and Suppress Page Format. They will remain in effect when the 
style is turned off if they are entered in either the On or Off sections. 

• Codes in any text that is affected by the paired style override (take 
precedence over) codes in the On section. They are, however, reset if they 
have a corresponding code in the On section. For example, in the screen 
above, a Left/Right Margin setting in text affected by the style will override 
the Left/Right Margin setting in the On section. When the style is turned off 
the Margin setting will be returned to whatever it was before you turned on 
the style because there is a Left/Right margin setting in the On section. 

Enter 
This option determines what the Enter key will do when you are in a paired 
style. If you are in an open style. this option has no effect, and that is why this 
option does not appear when you are defining an open style. 

HRt (1) tells Enter to function just as it normally does. Pressing Enter will 
insert a hard return. 

Off (2) tells Enter to tum off a paired style. Pressing Enter will move the 
cursor past the Style Off code. 

Off/On (3) tells Enter to turn off a paired style, then turn it on again. Pressing 
Enter will move the cursor past the Style Off code, then insert a Style On code. 
If you move past a Style Off code with an arrow key. Enter will function as it 
normally does (insert a hard return). 

Editing a Style 
When you want to edit a style, press Style (Alt-F8), move the cursor to the style 
you want to edit, then select Edit (4) . From that point, you can select an option, 
then change the information as necessary like you did when you created the 
style. The editing changes will affect all styles of the same name in the 
document. A few things you should be aware of are listed below. 

Name 
If you are editing an existing style and decide to change the style name, 
WordPerfect asks you if you want to rename the styles in the document. If 
you type y for Yes. the previous style name is changed to the new style 
name for styles in the document. If you type n for No, the style names in 
the document remain unchanged. 



If you type n for No, WordPerfect will re-create the style on the Styles menu 
with the style’s old name when WordPerfect encounters a style with the old 
name in the document. All codes in the style will be preserved.

For example, if you have a style named “Heading” and decide to rename it 
to “Heading One,” WordPerfect will re-create “Heading” on the Styles menu 
when it encounters a Style code for the “Heading” style in the document.
The re-created “Heading” style will be exactly like the old “Heading" style.

This means that renaming styles, then typing n to not rename the styles in 
the document is a good way to make minor modifications to an existing style 
rather than creating a new one. It saves you the trouble of entering all of the 
codes for a new style if all you really want to do is pattern a style after an 
existing style. The old style will not be lost because WordPerfect will re­
create it when WordPerfect encounters it in a document.

Type
If you are changing a style type from paired to open, all codes in the Off 
section of the paired style as well as Style Off codes for that style in the 
document are deleted. This is because open styles don’t have an Off section.

If you are changing a style type from open to paired, all codes are placed in 
the On section of the paired style. For styles existing in the document, the 
Style code does not change.

If you are changing a paired or open style type to outline, the name you 
enter determines which outline style the style will be added to (if it doesn’t 
exist, it is created for you). The level number you enter is the outline or 
paragraph numbering level within the outline style you are assigning the style 
to. For example, if you enter 4 for the level number, the style becomes the 
fourth level paragraph numbering style within the outline style.
You cannot change an outline style to a paired or open style.

Codes/Text
Any codes or text you include in a style must be edited by editing the style. 
This includes tables and graphics boxes.

To spell-check the text inside a style, you must place your cursor inside the style code 
and press Spell (Ctrl-F2).

Existing Text
You can create a style from existing codes by using Block (Alt-F4) to block the 
codes, then pressing Style (Alt-F8), and selecting Create (3). You should then 
enter a name for the style, or one will be provided for you. Any codes existing 
after text in the block will not be copied to the style.

The style type is initially set to Paired, but you can change that to Open. If you 
do, any codes located after the On section of the Style Codes screen are deleted 
because open styles can’t be turned off.
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If you type n for No, WordPerfect will re-create the style on the Styles menu 
with the style's old name when WordPerfect encounters a style with the old 
name in the document. All codes in the style will be preserved. 

For example, if you have a style named "Heading" and decide to rename it 
to "Heading One," WordPerfect will re-create "Heading" on the Styles menu 
when it encounters a Style code for the "Heading" style in the document. 
The re-created "Heading" style will be exactly like the old "Heading" style. 

This means that renaming styles. then typing n to not rename the styles in 
the document is a good way to make minor modifications to an existing style 
rather than creating a new one. It saves you the trouble of entering all of the 
codes for a new style if all you really want to do is pattern a style after an 
existing style. The old style will not be lost because WordPerfect will re­
create it when WordPerfect encounters it in a document. 

Type 
If you are changing a style type from paired to open, all codes in the Off 
section of the paired style as well as Style Off codes for that style in the 
document are deleted. This is because open styles don't have an Off section. 

If you are changing a style type from open to paired, all codes are placed in 
the On section of the paired style. For styles existing in the document, the 
Style code does not change. 

If you are changing a paired or open style type to outline, the name you 
enter determines which outline style the style will be added to (if it doesn't 
exist. it is created for you). The level number you enter is the outline or 
paragraph numbering level within the outline style you are assigning the style 
to. For example, if you enter 4 for the level number, the style becomes the 
fourth level paragraph numbering style within the outline style. 

You cannot change an outline style co a paired or open style. 

Codesffext 
Any codes or text you include in a style must be edited by editing the style. 
This includes tables and graphics boxes. 

To spell-check the text inside a style, you must place your cursor inside the style code 
and press Spell (Ctrl-F2). 

Existing Text 
You can create a style from existing codes by using Block (Alt-F4) to block the 
codes, then pressing Style (Alt-F8), and selecting Create (3). You should then 
enter a name for the style. or one will be provided for you. Any codes existing 
after text in the block will not be copied to the style. 

The style type is initially set to Paired, but you can change that to Open. If you 
do, any codes located after the On section of the Style Codes screen are deleted 
because open styles can't be turned off. 
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If you are copying codes from a screen other than the normal editing screen, you 
should block the codes, press M o v e  (Ctrl-F4), select Block (1 ) ,  select Copy (2), 
then press E x it  (F7) until you return to the normal editing screen. Next, press 
S ty le  (Alt-F8), select Create (3), select Codes (4), then press E n t e r  to retrieve 
the codes to the Style Codes screen.

Generate
Some features that must be generated (e.g., Cross-Reference, Subdocuments, and 
Endnote Placement) are not allowed in styles.

Graphics
If you want to include a graphics image in a file, you must use the Graphics on 
Disk option (see Graphics, Define a Box in Reference).

S e e  A ls o :  Lesson 33; Outline, Style; Style

Suppress Page Format

Suppress Page Format lets you keep page numbers, headers, and footers from 
being printed on a certain page without disturbing the page numbering sequence 
in your document.

For example, suppose you want to number the pages in your document 
consecutively from the title page forward, but you don’t want a page number to 
appear on the title page. You can use Suppress Page Format to keep the page 
number from being printed on the first page, and yet display the subsequent page 
numbers as page 2, 3, 4, etc.

To suppress an item,

1 Move to the top of the page on which you want to suppress an item (see 
Location o f Codes below).

2 Press F o r m a t  (Shift-F8), then select Page (2).

□ a Select Page from the Layout menu.

3  Select Suppress (this page only) (8) to display a menu of options.

4  Select the items you want suppressed (see Codes and Selections below).

5 Press E x it  (F7) to return to the normal editing screen.
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If you are copying codes from a screen other than the normal editing screen, you 
should block the codes, press Move (Ctrl-F4), select Block (I), select Copy (2), 
then press Exit (F7) until you return to the normal editing screen. Next, press 
Style (Alt-F8), select Create (3). select Codes (4), then press Enter to retrieve 
the codes to the Style Codes screen. 

Generate 
Some features that must be generated (e.g., Cross-Reference, Subdocuments, and 
Endnote Placement) are not allowed in styles. 

Graphics 
If you want to include a graphics image in a file, you must use the Graphics on 
Disk option (see Graphics, Define a Box in Reference). 

See Also: Lesson 33; Outline, Style; Style 

Suppress Page Format 
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Suppress Page Format lets you keep page numbers. headers, and footers from 
being printed on a certain page without disturbing the page numbering sequence 
in your document. 

For example, suppose you want to numher the pages in your document 
consecutively from the title page forward, but you don't want a page number to 
appear on the title page. You can use Suppress Page f'urmut tu keep the pugc 

number from being printed on the first page, and yet display the subsequent page 
numbers as page 2, 3, 4, etc. 

To suppress an item, 

1 Move to the top of the page on which you want to suppress an item (see 
Location of Codes below). 

2 Press Format (Shift-F8), then select Page (2). 

CB Select Pat,?e from the Layout menu. 

3 Select Suppress (this page only) (8) to display a menu of options. 

4 Select the items you want suppressed (see Codes and Selections below). 

5 Press Exit (F7) to return to the normal editing screen. 



Notes Codes and Selections
Selecting a Suppress Page Format option inserts a Suppress code [Suppress:item], 
where item represents the item that is being changed, as listed in the following table.

S e le c t io n C o d e E f fe c t

1 PgNum.HA.HB,
FA.FB

Suppress all page numbering, headers, 
and footers

2 HA.HB.FA.FB Suppress all headers and footers

3 PgBC Print page numbers bottom, center

4 PgNum Suppress all page numbering

5 HA Suppress Header A

6 HB Suppress Header B

7 FA Suppress Footer A

8 FB Suppress Footer B

You can display these codes using Reveal Codes (Alt-F3).

For selections 1 and 2, you need only select the number and then press E x i t  (F7) 
to return to your document and insert the Suppress code.

For selections 3 through 8, you need to select the number, type y or n  to turn 
that option on or off, then press E x it  (F7) to return to your document and insert 
the corresponding Suppress code. The current setting for selections 3 through 8 
is always displayed in the Format: Suppress (this page only) menu (Shift-F8,2,8).

You can select any combination of options 3 through 8.

In order for the Suppress code to take effect on a page, it must be found at the 
top of the page, immediately after the Soft Page code [SPg] or Hard Page code 
[HPgJ which starts that page (see Page, Soft and Hard in Reference). Otherwise, 
the Suppress code takes effect on the next page (see Page Format in Reference).

I f  you use more than one Suppress code before any text on a page, only the last Suppress 
code is valid.

Consequently, when you want a page number, header, or footer to begin 
appearing on the second page of a document, it is a good practice to define that 
item immediately at the beginning of your document, then use Suppress to 
suppress it. This will make certain that the code takes effect on the correct page.

Keep in mind that Soft Page codes move as you add and delete text from your 
document. Consequently, when you use Suppress on a page that is not the first 
page in your document, you need to always make certain that the Suppress code 
remains at the top of the page. You may sometimes have to move the Suppress 
code to accomplish this. When you do not need to have text flow onto a page as 
you edit your document, you can press H a r d  P a g e  (Ctrl-Enter) to insert a Hard
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Notes Codes and Selections 
Selecting a Suppress Page Fonnat option inserts a Suppress code [Suppress:iteml. 
where item represents the item that is being changed, as listed in the following table. 

Selection 

2 

3 

4 

5 

6 

7 

8 

Code 

PgNum.HA.HB, 
FA,FB 

HA.HB.FA.FB 

PgBC 

PgNum 

HA 

HB 

FA 

FB 

Effect 

Suppress all page numbering. headers. 
and footers 

Suppress all headers and footers 

Print page numbers bottom, center 

Suppress all page numbering 

Suppress Header A 

Suppress Header B 

Suppress Footer A 

Suppress Footer B 

You can display these codes using Reveal Codes (Alt-F3). 

For selections I and 2, you need only select the number and then press Exit (F7) 
to return to your document and insert the Suppress code. 

For selections 3 through 8, you need to select the number. type y or n to turn 
that option on or off, then press Exit (F7) to return to your document and insert 
the corresponding Suppress code . The current setting for selections 3 through 8 
is always displayed in the Format: Suppress (this page onl y) menu (Shift-FS,2.8). 

You can select any combination of options 3 through 8. 

In order for the Suppress code to take effect on a page, it must be found at the 
top of the page. immediately after the Soft Page code [SPg] or Hard Page code 
[HPgJ which starts that page (see Page, Soft and Hard in Reference) . Otherwise, 
the Suppress code takes effect on the next page (see Page Format in Reference ). 

If you use more than one Suppress code before any text 011 a page. on!_,· the last Suppress 
code is valid. 

Consequently, when you want a page number. header, or footer to begin 
appearing on the second page of a document, it is a good practice to define that 
item immediately at the beginning of your document, then use Suppress to 
suppress it. This will make certain that the code takes effect on the correct page. 

Keep in mind that Soft Page codes move as you add and delete text from your 
document. Consequently. when you use Suppress on a page that is not the first 
page in your document. you need to always make certain that the Suppress code 
remains at the top of the page. You may sometimes have to move the Suppress 
code to accomplish this. When you do not need to have text flow onto a page as 
you edit your document, you can press Hard Page (Ctrl-Enter) to insert a Hard 
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Page code |HPg] at the top of the page, then insert the Suppress code 
immediately after it (see Page, Soft and Hard in Reference).

Graphs and Charts
Suppress Page Format also lets you keep page numbers or headers and footers 
from conflicting with graphics (e.g., charts, line draw boxes, graphic boxes with 
equations) which fill a page. If a graphic fills a page, you can suppress page 
numbers or headers or footers completely. If page numbers at the top of a page 
conflict with a graphic, you might not have to suppress the page number. 
Instead, you may be able to select Print Page Number at Bottom Center (3) to 
move the number to the last line of text on the page, below the graphic.

S e e  A ls o :  Headers and Footers; Page, Soft and Hard; Page Format; Page 
Numbering

Switch

WordPerfect lets you keep two documents active in memory at the same time. 
You can use Switch (Shift-F3) to open a second document screen into which you 
can then retrieve and edit another document (see Editing Two Documents below). 
Each document is displayed on its own separate screen, and pressing S w it c h  
(Shift-F3) moves you from screen to screen.

Using Switch is almost like having two copies of WordPerfect running at once, 
without having to tie up additional memory in your computer.

From the normal editing screen,

1 Press S w it c h  (Shift-F3) to switch to a second screen.

□3 Select Switch Document on the Edit menu.

A  SECOND DOCUMENT

^ ► doc  2 Pg 1 LM 1 "  F o g  1"

6 2 8 SWITCH

Switch 

A SECOND DOCU MENT 

628 SWITCH 

Page code I HPg] at the top of the page, then insert the Suppress code 
immediately after it (see Page, Soft and Hard in Reference). 

Graphs and Charts 
Suppress Page Format also lets you keep page numbers or headers and footers 
from conflicting with graphics (e.g., charts, line draw boxes, graphic boxes with 
equations) which fill a page. If a graphic tills a page, you can suppress page 
numbers or headers or footers completely. If page numbers at the top of a page 
conflict with a graphic, you might not have to suppress the page number. 
Instead, you may be able to select Print Page Number at Bottom Center (3) to 
move the number to the last line of text on the page. below the graphic. 

See Also: Headers and Footers: Page, Soft and Hard; Page Format: Page 
Numbering 

WordPerfect lets you keep two documents active in memory at the same time. 
You can use Switch (Shift-F3) to open a second document screen into which you 
can then retrieve and edit another document (see Edi1i11g Tim Documents below). 
Each document is displayed on its own separate screen, and pressing Switch 
(Shift-F3) moves you from screen to screen. 

Using Switch is almost like having two copies of WordPerfect running at once, 
without having to tie up additional memory in your compurer. 

From the normal editing screen, 

1 Press Switch (Shift-F3) to switch to a second screen. 

03I Se/ecr S1<·irch Docu111e111 m1 Tht' Edir menu. 

f)ii, ooc 2 Pg I LA 1~ Po s J ~ 



A separate editing screen appears with its own status line. The number 2 in the 
“Doc” item on the status line indicates that you are in the Document 2 screen.

You can continue pressing Switch to move between the two screens. Switching 
from document to document does not change the position of the cursor in either 
document. For example, if the cursor is at the top of document 1 when you 
switch to document 2. it will still be at the top of document 1 when you return 
to document 1.

Switch works differently when Block (Alt-F4) is on or when you are using the 
Window feature (see Case Conversion and Window below).

WordPerfect has a startup option, In2, that disables the Document 2 screen to 
save memory (see Appendix N: Startup Options).

Notes Case Conversion
When you have used Block (AU-F4) to highlight text, pressing Switch (Shift-F3), 
then selecting Uppercase (1) or Lowercase (2) converts the blocked text to either 
uppercase or lowercase letters (see Capitalization in Reference).

Closing the Second Screen
If there is no document in the second screen. WordPerfect closes it automatically 
for you when you exit WordPerfect.

However, if you make changes to a document in the second screen and switch 
out of it without saving those changes, WordPerfect will return you to it before 
letting you exit. You can then exit from the second screen just as you would 
from the first (see Exit in Reference).

Editing Two Documents
When you have two document screens open, you can use List (F5) and Retrieve 
(Shift-FlO) to retrieve documents into either screen just as you normally would 
(see List Files and Retrieve in Reference). You can also use Block (Alt-F4) and 
Move (Ctrl-F4) to cut, copy, and move information from one document to 
another (see Block, Define and Move in Reference).

Window
If you want to see two documents on-screen at the same time, you can use the 
Window option on the Screen feature (Ctrl-F3,l) to divide your screen into two 
windows. Pressing Switch (Shift-F3) then moves the cursor from window to 
window (see Window in Reference).

See Also: Capitalization; Window
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Notes 

A separate editing screen appears with its own status line. The number 2 in the 
"Doc" item on the status line indicates that you are in the Document 2 screen. 

You can continue pressing s~itch to move between the two screens. Switching 
from document to document does not change the position of the cursor in either 
document. For example. if the cursor is at the top of document J when you 
switch to document 2. it will still be at the top of document I when you return 
to document I. 

Switch works differently when Block (Alt-F4) is on or when you are using the 
Window feature (see Case Conversion and Window below). 

WordPerfect has a startup option, /n2, that disables the Document 2 screen to 
save memory (see Appendix N: Startup Options). 

Case Conversion 
When you have used Block (Alt-F4) to highlight text, pressing Switch (Shift-F3), 
then selecting Uppercase (I) or Lowercase (2) converts the blocked text to either 
uppercase or lowercase letters (see Capiraliz.ation in Reference). 

Closing the Second Screen 
If there is no document in the second screen. WordPerfect closes it automatically 
for you when you exit WordPerfect. 

However, if you make changes to a document in the second screen and switch 
out of it without saving those changes, WordPerfect will return you to it before 
letting you exit. You can then exit from the second screen just as you would 
from the first (see Exit in Reference). 

Editing Two Documents 
Wilen you have two document screens open. you can use List (F5) and Retrieve 
(Shift-FlO) to retrieve documents into either screen just as you normally would 
(see List Files and Retrieve in Reference). You can also use Block (Alt-F4) and 
Move (Ctrl-F4) to cut. copy. and move information from one document to 
another (see Block, Define and Move in Reference). 

Window 
If you want to see two documents on-screen at the same time, you can use the 
Window option on the Screen feature (Ctrl-F3.1) to divide your screen into two 
windows. Pressing Switch (Shift-F3) then moves the cursor from window to 
window (see Window in Reference) . 

See Also: Capitalization; Window 

SWITCH 629 





T Tab

A  TABS 
A  SPACES

Notes

Tabs are a precise measurement for indenting text in a document. They are 
especially useful in aligning vertical rows of text in your document.

Since tabs are seen as an exact measurement by your printer, use tabs rather than 
spaces for aligning vertical columns. When you use spaces, the actual amount of 
space that you insert between the rows can vary slightly from printer to printer. 
Using proportional spacing or justifying each line of text against the left and 
right margins can make the size of spaces vary even more.

The following illustration demonstrates the advantage of using tabs. Both 
documents below were printed on the same printer, but the rows are much 
straighter when tabs are used to align them.

A tab is displayed on the screen as a certain amount of space. You can change 
how much actual on-screen space is given to each tab setting (see Display Pitch 
in Reference).

To move the cursor to the next tab setting,

1 Press Tab to insert a tab.

The cursor moves to the next tab setting (see Tab Settings below).

Codes
Normally, pressing Tab inserts a Left Tab code [Tab] into your document. You 
can display this code in Reveal Codes (Alt-F3). A Left Tab code [Tab] indicates 
that text will be left-aligned at that tab setting.

TAB 631

T Tab 

A TABS 

It,., SPACES 

Notes 

Tabs are a precise measurement for indenting text in a document. They are 
especially useful in aligning vertical rows of text in your document. 

Since tabs are seen as an exact measurement by your printer, use tabs rather than 
spaces for aligning vertical columns. When you use spaces, the actual amount of 
space that you insert between the rows can vary slightly from printer to printer. 
Using proportional spacing or justifying each line of text against the left and 
right margins can make the size of spaces vary even more. 

The following illustration demonstrates the advantage of using tabs. Both 
documents below were printed on the same printer, but the rows are much 
straighter when tabs are used to align them. 
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A tab is displayed on the screen as a certain amount of space. You can change 
how much actual on-screen space is given to each tab setting (see Display Pitch 
in Reference). 

To move the cursor to the next tab setting, 

1 Press Tab to insert a tab. 

The cursor moves to the next tab setting (see Tab Settings below). 

Codes 
Normally, pressing Tab inserts a Left Tab code [Tab] into your document. You 
can display this code in Reveal Codes (Alt-F3). A Left Tab code [Tab] indicates 
that text will be left-aligned at that tab setting. 
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Four tab alignment settings are available: Left, Center, Right, and Decimal. The 
kind of Tab code inserted when you press Tab is determined by the alignment 
setting for that tab stop. You can change the tabs that already exist in a 
document by changing the tab alignment setting prior to those tabs. You can 
also insert H a r d  Tabs that will not change, regardless of the alignment setting 
(see T ab A l ig n m e n t  S e t t in g s  under T ab S e t  in R e fe r e n c e ) .

Although pressing Tab in the normal editing screen always inserts a Tab code 
[Tab], the cursor does not move forward if no more tab settings remain on that 
line. If you have more Tab codes than tab settings on a line, the extra Tab 
codes remain dormant. They can be seen in Reveal Codes (Alt-F3), but they 
will not take effect unless you change the tab settings.

If there is not enough space for one character in the current font to fit between 
the cursor and the next tab stop, pressing Tab moves the cursor past that tab stop 
to the next tab stop. When you are using Typeover, you can press Tab to move 
from one existing Tab code to another without inserting a new Tab code.

Math
While using the Math feature, pressing Tab inserts a Decimal Tab code 
[Dec Tab] in numeric or calculation columns and a Left Tab code [Tab] in text 
columns (see M a th  in R e fe r e n c e ) .

Outline
Pressing Tab while using the Outline feature moves the paragraph number to the 
next numbering level and inserts a Hard Tab code [TAB] (see O u tlin e . C r e a te  in 
R e fe r e n c e ) .

Tab Ruler
Ordinarily, the actual tab settings are not displayed in the normal editing screen. 
If you want an on-screen representation of the current tab settings in your 
document, use the Window feature to display the tab ruler at the bottom of your 
screen (see W in d o w  S iz e  under W in d o w  in R e fe r e n c e ) . The tab ruler is also 
displayed on-screen in Reveal Codes (Alt-F3).

Tab Settings
In WordPerfect, you do not need to set tabs unless you want to change the 
current tab settings. Standard tab settings have been pre-set at one-half inch 
intervals, up to 14". They are in place every time you create a document.

However, you can set tabs at any intervals you want, from zero up to 54 1/2". 
There are also four tab alignment settings available (see T ab A l ig n m e n t  S e t t in g s  
under T ab S e t  in R e fe r e n c e ) .

Tab vs. Indent
Pressing Tab lets you indent only one line of information at a time.
Consequently, it can only be used to indent the first line of a paragraph. When 
you want to indent several lines of a paragraph without changing the current left

Four tab alignment settings are available: Left, Center, Right, and Decimal. The 
kind of Tab code inserted when you press Tab is determined by the alignment 
setting for that tab stop. You can change the tabs that already exist in a 
document by changing the tab alignment setting prior to those tabs. You can 
also insert Hard Tabs that will not change, regardless of the alignment setting 
(see Tab Alignment Settings under Tab Set in Reference). 

Although pressing Tab in the normal editing screen always inserts a Tab code 
[Tab], the cursor does not move forward if no more tab settings remain on that 
line. If you have more Tab codes than tab settings on a line, the extra Tab 
codes remain dormant. They can be seen in Reveal Codes (Alt-F3), but they 
will not take effect unless you change the tab settings. 

If there is not enough space for one character in the current font to fit between 
the cursor and the next tab stop, pressing Tab moves the cursor past that tab stop 
to the next tab stop. When you are using Typeover, you can press Tab to move 
from one existing Tab code to another without inserting a new Tab code. 

Math 
While using the Math feature, pressing Tab inserts a Decimal Tab code 
[Dec Tab] in numeric or calculation columns and a Left Tab code [Tab] in text 
columns (see Math in Reference). 

Outline 
Pressing Tab while using the Outline feature moves the paragraph number to the 
next numbering level and inserts a Hard Tab code [TAB] (see Outline. Create in 
Reference). 

Tab Ruler 
Ordinarily, the actual tab settings are not displayed in the normal editing screen. 
If you want an on-screen representation of the current tab settings in your 
document, use the Window feature to display the tab ruler at the bottom of your 
screen (see Window Size under Window in Reference). The tab ruler is also 
displayed on-screen in Reveal Codes (Alt-F3 ). 

Tab Settings 
In WordPerfect, you do not need to set tabs unless you want to change the 
current tab settings. Standard tab settings have been pre-set at one-half inch 
intervals, up to 14". They are in place every time you create a document. 

However, you can set tabs at any intervals you want. from zero up to 54 1/2". 
There are also four tab alignment settings available (see Tab Alignment Settings 
under Tab Set in Reference). 

Tab vs. Indent 
Pressing Tab lets you indent only one line of information at a time. 
Consequently, it can only be used to indent the first line of a paragraph. When 
you want to indent several lines of a paragraph without changing the current left 
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Notes

and right margin settings, use Indent (F4) (see Indent in Reference). Indent is 
useful for creating a temporary left margin at the next tab setting.

See Also: Flush Right; Math; Outline, Create; Split Screen; Tab Align; Tab Set; 
Window

Tab Align aligns text on a specific character. For example, Tab Align can be 
used to align memo headings on a colon (:).

To align text,

1 Press Tab Align (Ctrl-F6).

C B  Select A lign  fro m  the L a you t menu, then select Tab Align.

The cursor moves to the next tab setting and the current alignment character 
appears on the status line (see Alignment Character below).

2 Type the text and numbers you want aligned, including the alignment 
character.

The cursor remains at the tab setting and the characters you type are inserted to 
the left of it, until you type the alignment character. Text typed after the 
alignment character is then inserted normally.

You can end alignment without typing the alignment character by pressing Tab, 
Tab Align (Ctrl-F6), or Enter.

Alignment Character
Normally, the alignment character is a period or decimal point (.) since this is 
the character most often used in aligning dollar amounts and mathematical 
figures. However, you can select any character you choose.

To change the current alignment character, press Format (Shift-F8), select Other
(4), select Decimal/Align Character (3), then enter the alignment character. You 
can type any character on the keyboard including a space, or use Compose 
(Ctrl-2) to enter other WordPerfect characters (see Compose in Reference).
Next, enter a new character to be used to separate hundreds from thousands in 
the Math feature or press Enter to skip over this entry. Press Exit (F7) to return 
to your document.

An Alignment Character code [Decml/Algn Char:#,##] is inserted into your 
document, where # is the alignment character and ## is the thousands’ separator. 
This code takes effect from that point forward in the document, until you change 
the alignment character again.
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and right margin settings, use Indent (F4) (see Indent in Reference). Indent is 
useful for creating a temporary left margin at the next tab setting. 

See Also: Flush Right; Math: Outline. Create; Split Screen; Tab Align; Tab Set; 
Window 

Tab Align aligns text on a specific character. For example, Tab Align can be 
used to align memo headings on a colon (:). 

To align text, 

1 Press Tab Align (Ctrl-F6). 

rn Select Align from the Layout menu, then select Tab Align. 

The cursor moves to the next tab setting and the current alignment character 
appears on the status line (see Alignment Character below). 

2 Type the text and numbers you want aligned, including the alignment 
character. 

The cursor remains at the tab setting and the characters you type are inserted to 
the left of it, until you type the alignment character. Text typed after the 
alignment character is then inserted normally. 

You can end alignment without typing the alignment character by pressing Tab, 
Tab Align (Ctrl-F6), or Enter. 

Alignment Character 
Normally, the alignment character is a period or decimal point (.) since this is 
the character most often used in aligning dollar amounts and mathematical 
figures. However, you can select any character you choose. 

To change the current alignment character, press Format (Shift-F8). select Other 
(4), select Decimal/Align Character (3), then enter the alignment character. You 
can type any character on the keyboard including a space, or use Compose 
(Ctrl-2) to enter other WordPerfect characters (see Compose in Reference). 
Next, enter a new character to be used to separate hundreds from thousands in 
the Math feature or press Enter to skip over this entry. Press Exit (F7) to return 
to your document. 

An Alignment Character code [Decml/Algn Char:#,##] is inserted into your 
document. where # is the alignment character and ## is the thousands· separator. 
This code takes effect from that point forward in the document, until you change 
the alignment character again. 
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The alignment character is also used as the decimal character in math (see M a th ,  
D e fin e  C o lu m n s  in R e fe r e n c e ) .

Codes
Using Tab Align (Ctrl-F6) inserts a Hard Decimal Align Tab code [DEC TAB] 
into your document. This is a permanent Tab code that will not change, even if 
you change the tab setting for that Tab code (see T y p e s  o f  T ab  S e t t in g s  under 
T ab S e t in R e fe r e n c e ) . Selecting End Centering/Alignment (9) from the Format: 
Other menu inserts an End Centering/Alignment code [End C/A] into your 
document and allows the cursor to remain on the same line when the alignment 
ends.

Decimal Tabs vs. Tab Align
When a period (or decimal point) is the alignment character, you can press Tab 
Align (Ctrl-F6) in the normal editing screen to temporarily turn any tab setting 
into a decimal tab.

However, when you are typing several columns filled with numbers and you 
want the numbers aligned on a decimal point, you will probably want to change 
the tab setting for each column to a decimal tab setting. You can then align the 
text on a decimal point simply by pressing Tab (see T y p e s  o f  Tab S e t t in g s  under 
T ab S e t  in R e fe r e n c e ) .

See Also: Lesson 25; Tab Set

Tab Set

Standard tab settings have been pre-set at one-half inch intervals. These tab 
settings are in place every time you create a document.

While this is often convenient, you may not always want your tab stops to be set 
one-half inch apart. For example, if you only need 3 tabular columns on a page, 
you will want to change your tab settings so that you don’t have to press Tab 
several times to move from column to column.

Also, you may want to use different tab alignment settings. For instance, you 
may want to center text at a tab stop, right-align text at a tab stop, or align 
numbers on a decimal point at a tab stop. You may also want WordPerfect to 
insert dot leaders between the text found at each tab stop.

WordPerfect lets you change the current tab alignment settings whenever you 
choose. It also gives you four tab alignment settings to choose from (see Tab  
A lig n m e n t  S e t t in g s  below).

You can have your tab settings measured from the left edge of the page or from 
the left margin (see T yp e  below).

6 3 4 TAB SET

Tab Set 

634 TAB SET 

The alignment character is also used as the decimal character in math (see Math, 
Define Columns in Reference). 

Codes 
Using Tab Align (Ctrl-F6) inserts a Hard Decimal Align Tab code [DEC TAB] 
into your document. This is a permanent Tah code that will not change. even if 
you change the tab setting for that Tab code (see Tvpes of Tab Settings under 
Tab Set in Reference). Selecting End Centering/Alignment (9) from the Format: 
Other menu inserts an End Centering/Alignment code [End C/Aj into your 

document and allows the cursor to remain on the same line when the alignment 
ends. 

Decimal Tabs vs. Tab Align 
When a period (or decimal point) is the alignment character, you can press Tab 
Align (Ctrl-F6) in the normal editing screen to temporarily turn any tab setting 
into a decimal tab. 

However. when you are typing several columns filled with numbers and you 
want the numbers aligned on a decimal point. you will probably want to change 
the tab setting for each column to a decimal tab setting. You can then align the 
text on a decimal point simply by pressing Tab (see Tvpes of Tab Settings under 
Tab Set in Reference). 

See Also: Lesson 25; Tab Set 

Standard tab settings have been pre-set at one-half inch intervals. These tab 
settings are in place every time you create a document. 

While this is often convenient. you may not always want your tab stops to be set 
one-half inch apart. For example, if you only need 3 tabular columns on a page, 
you will want to change your tab settings so that you don't have to press Tab 
several times to move from column to column. 

Also. you may want to use different tab alignment settings. For instance, you 
may want to center text at a tab stop, right-align text at a tab stop, or align 
numbers on a decimal point at a tab stop. You may also want WordPerfect to 
insert dot leaders between the text found at each tab stop. 

WordPerfect lets you change the current tab alignment settings whenever you 
choose. It also gives you four tab alignment settings to choose from (see Toh 
Ali&nment Settings below). 

You can have your tab settings measured from the left edge of the page or from 
the left margin (see Type below). 



To change the current tab settings,

1 Press Format (Shift-F8), then select Line (1).

□ 1  Select L ine  from the L ayout menu.

2 Select Tab Set (8) to display the Tab Set menu at the bottom of the screen 
(see Tab S e t  M e n u  below). You can set up to 40 tabs.

3 Make the changes. You can delete existing settings (see D e le t in g  Tab  
S e t t in g s  below), change the current tab settings one at a time (see S in g le  Tab  
S e t t in g s  below), or set several evenly-spaced tabs at once (see M u lt ip le  Tab  
S e t t in g s  below).

4 Press Exit (F7) twice to return to the normal editing screen.

Tab Set Menu
When you display the Tab Set menu using step 1 above, it presents the tab 
settings which are in effect at that point in your document.

The top line of the menu is the tab set line, where the current tab settings (or tab 
stops) are displayed and changed.

Below the tab set line, the current line measurements are displayed. The 
standard unit of measurement is inches, unless you change it in Setup 
(Shift-F 1,3,8) (see U n its  o f  M e a s u r e  in R e fe r e n c e ) . Tab settings can be 
measured either from the left margin or from the left edge of the page (see T yp e  
below).

The next line lists the keystrokes that can be used to change tab settings, and the 
last line lists the possible types of tab settings.

When the Tab Set menu is first displayed, the cursor retains the same line 
position that it has in your document. For example, if you are measuring your 
tab settings in inches from the left edge of the paper (see T yp e  below), and your 
cursor is at the 5" position in the normal editing screen, it will also be at the 5" 
position when you go to the Tab Set menu. You see only part of the tab set line 
which matches the width of text currently being displayed on-screen.

Moving the cursor on the tab set line in the Tab Set menu does not change the 
cursor position in your document. For example, if your cursor is at the 5" 
position in the normal editing screen when you go to the Tab Set menu, it will 
still be at the 5" position when you return to your document, no matter how 
much you move the cursor on the tab set line.
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To change the current tab settings. 

1 Press Format (Shift-F8J, then select Line ( 1 ). 

03] Se/ecr Line from rhe Laro/I/ 111rn11. 

2 Select Tab Set (8) to display the Tab Set menu at the bottom of the screen 
(see Tah Ser Menu below). You can set up to 40 tabs. 

3 Make the changes. You can delete existing settings (see Deleting Toh 
Serring.1· below). change the current tab settings one at a time (see Single Tah 
Sellinis below), or set several evenly-spaced tabs at once (see Multiple Tab 
Sellings below). 

4 Press Exit ( F7) twice to return to the normal editing screen. 

Tab Set Menu 
When you display the Tab Set menu using step I above, it presents the tab 
settings which are in effect at that point in your document. 

The top line of the menu is the tab set line, where the current tab settings (or tab 
stops) are displayed and changed . 

Below the tab set line. the current line measurements are displayed. The 
standard unit of measurement is inches. unless you change it in Setup 
(Shift-F 1,3.8) (see Units of Measure in Reference). Tab settings can be 
measured either from the left margin or from the left edge of the page (see Type 
below). 

The next line lists the keystrokes that can be used to change tab settings, and the 
last line lists the possible types of tab settings. 

When the Tab Set menu is first displayed, the cursor retains the same line 
position that it has in your document. For example. if you are measuring your 
tab settings in inches from the left edge of the paper (see Tvpe below), and your 
cursor is at the 5" position in the normal editing screen. it will also be at the 5" 
position when you go to the Tab Set menu. You see only part of the tab set line 
which matches the width of text currently being displayed on-screen. 

Moving the cursor on the tab set line in the Tab Set menu does not change the 
cursor position in your document. For example. if your cursor is at the 5" 
position in the normal editing screen when you go to the Tab Set menu. it will 
still be at the 5" position when you return to your document, no matter how 
much you move the cursor on the tab set line. 
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You can move the cursor across the tab set line on the Tab Set menu by using 
the keystrokes listed in the following table.

On enhanced keyboards, you can also press Alt-Left Arrow to move the cursor 
left one tab stop and Alt-Right Arrow to move the cursor right one tab stop.
(Do not use the arrow keys on the number pad.)

You can also quickly move the cursor to any position on the tab set line and set a 
standard (left) tab at that position by typing the position number and then pressing 
Enter. For example, if you are measuring your tab settings in inches from the 
left edge of the paper, entering 5 at the tab set line will move your cursor to the 
5" position and set a left tab there. Since you can include up to four decimal 
points with the number you enter, this is the most accurate method of moving to
an e x a c t  position . T his m ethod is p a r tic L ila r iy  v a lu a b le  w hen ycm  a re  using
proportional spacing. Once the cursor is at the position you want, you can change 
the left tab setting to any type you want (see Types of Tab Settings below).

While the cursor is on a tab setting, you can slide that tab stop to the left by 
holding down Ctrl and pressing Left Arrow. To slide the tab setting to the 
right, hold down Ctrl and press Right Arrow.

While the Tab Set menu is displayed, you can change one tab setting at a time 
(see Single Tab Settings below) or several tab settings at once (see Multiple Tab 
Settings below).

When you are ready to leave the Tab Set menu, pressing Exit (F7) twice will 
return you to your document and insert a code which puts those new tab settings 
into effect (see Codes below). If you do not want to record your new settings, 
you can press Cancel (FI) to return to your document and ignore any changes 
you have made.

Changing the tab settings inserts a Tab Set code [Tab Set.Ty/te;#] into your 
document, where type indicates whether tabs are being placed at an absolute 
location on the line or relative to the current left margin (see Type below), and #

Location

Left one character

Right one character

Left one tab stop

Right one tab stop

To the left edge of the screen

To the right edge of the screen

To the left edge of the tab set line

To the right edge of the tab set line

Cursor Keys

Left Arrow (<-)

Right Arrow (—>)

Down Arrow (i)

Up Arrow (t)

Home,Left Arrow 

Home.Right Arrow 

Home,Home,Left Arrow 

Home,Home,Right Arrow, or End

Notes Codes
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You can move the cursor across the tab set line on the Tab Set menu by using 
the keystrokes listed in the following table. 

Location 

Left one character 

Right one character 

Left one tab stop 

Right one tab stop 

To the left edge of the screen 

To the right edge of the screen 

To the left edge of the tab set line 

To the right edge of the tab set line 

Cursor Keys 

Left Arrow ( ,- ) 

Right Arrow (-,) 

Down Arrow ( J.,) 

Up Arrow (I) 

Home.Left Arrow 

Home.Right Arrow 

Home.Home.Left Arrow 

Home.Home.Right Arrow, or End 

On enhanced keyboards. you can also press Alt-Left Arrow to move the cursor 
left one tab stop and Alt-Right Arrow to move the cursor right one tab stop. 
(Do not use the arrow keys on the number pad.) 

You can also quickly move the cursor to any position on the tab set line and set a 
standard (left) tab at that position by typing the position number and then pressing 
Enter. For example, if you are measuring your tab settings in inches from the 
left edge of the paper, entering S at the tab set line will move your cursor to the 
5" position and set a left tab there . Since you can include up to four decimal 
points with the number you enter, this is the most accurate method of moving to 
an exact position . This method is panicularly valuahle when you are using 

proportional spacing. Once the cursor is at the position you want, you can change 
the left tab setting to any type you want (see Types of Tab Settings below ). 

While the cursor is on a tab setting, you can slide that tab stop to the left by 
holding down Ctr! and pressing Left Arrow. To slide the tab setting to the 
right, hold down Ctrl and press Right Arrow. 

While the Tab Set menu is displayed, you can change one tab setting at a time 
(see Single Tab Settings below) or several tab settings at once (see Multiple Tab 
Settings below). 

When you are ready to leave the Tab Set menu. pressing Exit (F7) twice will 
return you to your document and insert a code which puts those new tab settings 
into effect (see Codes below). If you do not want to record your new settings, 
you can press Cancel (F 1) to return to your document and ignore any changes 
you have made. 

Codes 
Changing the tab settings insens a Tab Set code [Tab Set:type:#J into your 
document. where type indicates whether tabs are being placed at an absolute 
location on the line or relative to the current left margin (see Type below), and# 



represents the number(s) of the tab settings. If tabs are set at regular intervals, # 
is represented as #, every #, where the first number indicates the starting point 
and the second number represents the distance between tabs (e.g., I", every
0.5").

A Tab Set code takes effect from that point forward in the document. Any tabs 
following the Tab Set code will be spaced according to the measurements given 
in the code. The Tab Set code also determines the types of tabs that appear 
from that point forward (see Types o f Tab Settings below).

Deleting Tab Settings
To delete a single tab setting in the Tab Set menu (see T ab S e t  menu above), 
move the cursor to that tab setting then press Delete (Del) or Backspace.

To delete all existing tab settings from the cursor forward, press Ctrl-End (clear 
tabs). However, remember that the complete Tab Set menu may not be currently 
displayed on the screen. Consequently, when you want to clear all tabs, you 
should first press Home,Home,Left Arrow (<-) to move the cursor to the very 
left edge of the Tab Set line, then press Ctrl-End (clear tabs).

Dot Leaders
A dot leader inserts a row of dots between the text and the next tab stop. To 
include a dot leader with any tab setting, move the cursor to the tab on the Tab 
Set menu, then type a period (.). When a tab setting has been set for a dot 
leader, the tab setting appears in reverse video or your current selection for the 
block attribute (see C o lo r s /F o n ts /A t tr ib u te s  in R e fe r e n c e ) .

Initial Codes
If you prefer some other tab settings to the ones that are normally in place each 
tim e you  create a docum ent, you  can use Initial C o d es under Setup  (S h if t -F l,4 ,5 )  
to enter your own tab settings. These tab settings will then be in place each time 
you create a document (see In it ia l  C o d e s  in R e fe r e n c e ) .

Multiple Tab Settings
To set tabs at regular intervals in the Tab Set menu, enter the position number 
for the first tab stop, followed by a comma (,), then by a number indicating the 
amount of space you want between tabs. Unless you indicate a specific unit of 
measure, the tab will be set in the current unit of measure (see U n its  o f  M e a su re  
in R e fe r e n c e ) .

For example, if you are measuring tabs from the left margin of the page in 
inches, you can set tab stops one inch apart beginning at the left margin by 
entering 0,1 in the Tab Set menu.

Unless a tab type is already set at the position of the first tab stop, left tab 
settings are inserted. Otherwise, the tab settings inserted match the type of tab 
setting found at the first tab stop (see T y p e s  o f  T ab  S e t t in g s  below).
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represents the number(s) of the tab settings. If tabs are set at regular intervals, # 
is represented as #, every #, where the first number indicates the starting point 
and the second number represents the distance between tabs (e.g .. I", every 
0.5"). 

A Tab Set code takes effect from that point forward in the document. Any tabs 
following the Tab Set code will be spaced according to the mensurements given 
in the code. The Tah Set code also determines the types of tabs that appear 
from that point forward (see Types of Tab Settings below). 

Deleting Tab Settings 
To delete a single tab setting in the Tab Set menu (see Tab Set menu above), 
move the cursor to that tab setting then press Delete (Del) or Backspace. 

To delete all existing tab settings from the cursor forward, press Ctrl-End (clear 
tabs). However. remember that the complete Tab Set menu may not be currently 
displayed on the screen. Consequently, when you want to clear all tabs, you 
should first press Home.Home.Left Arrow ( ,- ) to move the cursor to the very 
left edge of the Tab Set line. then press Ctrl-End (clear tabs). 

Dot Leaders 
A dot leader inserts a row of dots between the text and the next tab stop. To 
include a dot leader with any tab setting, move the cursor to the tab on the Tab 
Set menu, then type a period (. ). When a tab setting has been set for a dot 
leader. the tab setting appears in reverse video or your current selection for the 
block attribute (see Colors/Funts/Attribwes in Reference). 

Initial Codes 
If you prefer some other tab settings to the ones that are normally in place each 
time you create a document. you can u,e Initial Codes under Setup (Shift-Fl,4,5) 
to enter your own tab settings. These tab settings will then be in place each time 
you create a document (see Initial Codes in Reference). 

Multiple Tab Settings 
To set tabs at regular intervals in the Tab Set menu, enter the position number 
for the first tab stop, followed by a comma (,), then by a number indicating the 
amount of space you want between tabs. Unless you indicate a specific unit of 
measure, the tab will be set in the current unit of measure (see Units of Measure 
in Reference). 

For example, if you are measuring tabs from the left margin of the page in 
inches. you can set tab stops one inch apart beginning at the left margin by 
entering 0,1 in the Tab Set menu. 

Unless a tab type is already set at the position of the first tab stop. left tab 
settings are inserted. Otherwise, the tab settings inserted match the type of tab 
setting found at the first tab stop (see Types of Tab Settings below). 
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Single Tab Settings
You can set a left tab anywhere on the Tab Set line by entering the number of 
that position. For example, to set a left tab at the 2" position, enter 2. However, 
remember to enter a zero before any fraction of an inch (e.g., 0.5 and not .5), 
since typing a decimal point (.) creates a dot leader tab at the current cursor 
position on the tab ruler (see Dot Leaders above). You can also enter a fraction 
such as 1/2, and WordPerfect will set a tab at 0.5".

To set any other type of tab setting, move the cursor to that location on the tab 
set line, then select the type of tab you want to set (see Types of Tab Settings 
below). As a short cut, you may want to enter the number of a location to move 
the cursor to that location and set a standard (left) tab there, then select a type of 
tab to change it to that tab type.

Tab Ruler
The WordPerfect editing screen is a clear screen, with no tab ruler to show you 
where your tab settings are. While tabs are represented on-screen, the actual tab 
settings are not displayed in the normal editing screen. They only appear on­
screen when you display the Tab Set menu (see Tab Set Menu above).

If you want to display a tab ruler at the bottom of the normal editing screen, you 
can do so using Screen (see Window Size under Windows in Reference). You 
will then be able to see exactly where your tab settings are at all times. The tab 
ruler is displayed on-screen whenever you are in Reveal Codes (Alt-F3) (see 
Reveal Codes in Reference).

Type
T h e  T y p e  s e le c t io n  o n  th e  T a b  S e t t in g s  m en u  le ts  y o u  d e te r m in e  w h e th e r  tab  
settings are measured from the left edge of the page, or from the left margin. 
Select Type from the Tab Set menu, then select Absolute (1) or Relative to 
Margin (2). Relative to Margin is the default setting.

When you select Absolute (1), tabs are measured from the left edge of the page, 
regardless of your current margin settings. The left edge of the page is displayed 
as zero (0), with positive numbers to the right of it (e.g., 1", 2". 3").

When you select Relative to Margin (2), tabs are measured relative to the left 
margin. The left margin setting is displayed as zero (0), with negative numbers 
to the left of it (e.g., -1") and positive numbers to the right (e.g., +1", +2", +3").

The negative numbers let you use Margin Release (Shift-Tab) to move to the left o f the 
left margin.

When you use this selection, the distance between tab settings and the left 
margin always stays the same, regardless of how often you change your margins.

The Relative option is particularly useful when you are using Newspaper or 
Parallel Columns. In Newspaper or Parallel columns, when you select Relative 
to Margin (2), tabs are measured from the left margin of each column. For 
example, if you are formatting text into newspaper columns and you have three 
columns across the page, you can set one relative tab at the +0.5" position to
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Single Tab Settings 
You can set a left tab anywhere on the Tab Set line by entering the number of 
that position. For example, to set a left tab at the 2" position. enter 2. However, 
remember to enter a zero before ,my fraction of an inch (e.g., 0.5 and not .5), 
since typing a decimal point (.) creates a dot leader tah at the current cursor 
position on the tab ruler (see Dot Leaders above) . You can also enter a fraction 
such as 1/2. and WordPerfect will set a tab at 0.5''. 

To set any other type of tab setting, move the cursor to that location on the tab 
set line, then select the type of tab you want to set (see Types of Tah Settings 
below). As a short cut, you may want to enter the number of a location to move 
the cursor to that location and set a standard (left) tab there. then select a type of 
tab to change it to that tab type. 

Tab Ruler 
The WordPerfect editing screen is a clear screen, with no tab ruler to show you 
where your tab settings are. While tabs are represented on-screen, the actual tab 
settings are not displayed in the normal editing screen. They only appear on­
screen when you display the Tab Set menu (see Tab Ser Menu above) . 

If you want to display a tab ruler at the bottom of the normal editing screen. you 
can do so using Screen (see Windo w Size under Windows in Reference ). You 
will then be able co see exactly where your tab settings are at all times . The tab 
ruler is displayed on-screen whenever you are in Reveal Codes (Alt-F3) (see 
Reveal Codes in Reference). 

Type 
The Type ~ckction on the Tub Settings menu lets you determine whether 13h 

settings are measured from the left edge of the page, or from the left margin. 
Select Type from the Tab Set menu, then select Absolute (I ) or Relative to 
Margin (2) . Relative to Margin is the default setting . 

When you select Absolute (I), tabs are measured from the left edge of the page, 
regardless of your current margin settings. The left edge of the page is displayed 
as zero (0) , with positive numbers to the right of it (e.g .. I", 2". 3"). 

When you select Relative to Margin (2) , tabs are measured relative to the left 
margin. The left margin setting is displayed as zero (0), with negative numbers 
to the left of it (e.g.,-!") and positive numbers to the right (e.g., +I". +2", +3"). 

The 11egmi1·e numbers let you use Margin Release (Sh ift-Tab) w mo1·e to the left of the 
leji margin. 

When you use this selection. the distance between tab settings and the left 
margin always stays the same, regardless of how often you change your margins. 

The Relative option is particularly useful when you are using Newspaper or 
Parallel Columns. In Newspaper or Parallel columns. when you select Relative 
to Margin (2). tabs are measured from the left margin of each column. For 
example. if you are formatting text into newspaper columns and you have three 
columns across the page. you can set one relative tab at the +0.5" position to 



have a tab one-half inch in from the left margin of each column (see Columns, 
Newspaper and Columns, Parallel in Reference).

Tab Alignment Settings
Four tab alignment settings are available. Each one aligns text differently. On 
the top line of the Tab Set menu (see Tab Set Menu above), each tab alignment 
setting is represented by the letter used to select it, as listed in the following 
table.

Selection Tab Alignment Setting Codes

Left Text is left-aligned at the 
tab stop (standard tab).

[Tab]

Center Text is centered over the 
tab setting (like Center).

[Cntr Tab]

Right Text is right-aligned at the 
tab stop (like Flush Right).

[Rgt Tab]

Decimal Text is aligned at the align 
character (like Tab Align).

[Dec Tab]

You can change the tabs that already exist in a document by changing the tab 
alignment setting prior to those tabs. For example, if you change a left tab 
setting to a center tab, all the left tabs at that tab stop from that point forward in 
your document become center tabs.

When you want to insert tabs that will not change regardless of the tab alignment 
setting, use a Hard Tab. Hard tabs remain constant regardless of the tab 
alignment setting. You can insert hard tabs by using the keystrokes given in the 
following table.

Keystroke Permanent Tab 
Alignment

Codes

Home,Tab Hard Left [TAB]

Home,Center 
(Shift-F6)

Hard Center [CNTR TAB]

Home,Flush Right Hard Right 
(Alt-F6)

[RGT TAB]

Tab Align 
(Ctrl-F6)

Hard Decimal 
Align

[DEC TAB)
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have a tab one-half inch in from the left margin of each column (see Columns, 
Newspaper an<l Columns, Parallel in Reference) . 

Tab Alignment Settings 
Four tab alignment settings are available. Each one aligns text differently. On 
the top line of the Tab Set menu (see Tab Set Menu above), each tab alignment 
setting is represented by the letter used to select it. as listed in the following 
table. 

Selection Tab Alignment Setting Codes 

Left Text is left-aligned at lhe [Tab] 
tab stop (standard tab) . 

Center Text is centered over the ICntr Tab! 
tab setting (like Center). 

Right Text is right-aligned at the [Rgt Tab] 
tab stop (like Flush Right) . 

Decimal Text is aligned at the align [Dec Tab] 
character (like Tab Align). 

You can change the tabs that already exist in a document by changing the tab 
alignment setting prior to those tabs. For example, if you change a left tab 
setting to a center tab. all the left tabs at that tab stop from that point forward in 
your document become center tabs. 

When you want to insert tabs that will not change regardless of the tab alignment 
setting. use a Hard Tab. Hard tabs remain constant regardless of the tab 
alignment setting. You can insert har<l tabs by using the keystrokes given in the 
following table. 

Keystroke Permanent Tab Codes 
Alignment 

Home.Tab Hard Left [TAB] 

Home.Center Hard Center [CNTR TAB] 
(Shift-F6) 

Home.Flush Right Hard Right [RGT TAB] 
(Alt-F6) 

Tab Align Hard Decimal [DEC TAB] 
(Ctrl-F6) Align 
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Hard Tab codes do not change when you change the type of tab stop settings 
which precede them in a document.

If you want to set tabs in a macro, the Tab Set menu only allows mnemonic 
choices for Type, Left, Center, Right, and Decimal. These options can also be 
accessed by pressing the following keys: / for Type, Tab for Left, Shift-F6 for 
Center, Alt-F6 for Right, and Ctrl-F6 for Decimal. These keys are especially 
useful for international macros.

See Also: Center Text; Flush Right; Initial Codes; Tab; Tab Align; Units of 
Measure; Window

Table, Create

The WordPerfect Table feature has many uses. First and foremost, it provides 
an easy way to create and edit organized rows and columns of tabular 
data—without having to enter tabs or tab settings.

For example, the table in the following document was created with the Table 
feature:
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Hard Tab codes do not change when you change the type of tab stop settings 
which precede them in a document. 

If you want to set tabs in a macro, the Tab Set menu only allows mnemonic 
choices for Type, Left, Center, Right, and Decimal. These options can also be 
accessed by pressing the following keys: / for Type, Tab for Left, Shift-F6 for 
Center. Alt-F6 for Right. and Ctrl-F6 for Decimal. These keys are especially 
useful for international macros. 

See Also: Center Text; Flush Right; Initial Codes; Tab; Tab Align; Units of 
Measure; Window 

The WordPerfect Table feature has many uses. First and foremost, it provides 
an easy way to create and edit organized rows and columns of tabular 
data-wi thout having to enter tabs or tab settings. 

For example, the table in the following document was created with the Table 
feature : 
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The Table feature is also useful for creating forms such as invoices that are 
formatted in tabular form. In fact, you may want to compare the Table feature 
against some of the other WordPerfect features, such as Math and Parallel 
Columns to see which features are best for you in specific situations.

Before you begin working with tables, you should understand their basic 
structure. Tables consist of rows, which run horizontally, and columns, which 
run vertically. These rows and columns create cells which are labeled 
alphabetically from left to right and numerically from top to bottom.

A ROW TWO 
A COLUMN C 
A CELL A6 
A CELL D2

We will observe the following schedule this week. Forward any 
questions to Helen in Personnel.

Day Shift One Shift Two Shift Three
Monday Rick Joan Sue

Tuesday Jill Roger David
'Wednesday John Becky Alex
Thursday Steve Howard Anne
Friday Lucy Hank Phil

Doc 1 Pg 1 Ln 3.25" Pos 1"

To create a table,

1 Move the cursor to the left margin of the line where you want to create the 
table.

Z Press C o l u m n s / T a b l e  (A lt-F7), m en select T ab les (2).

CB Select Tables from the Layout menu.

3 Select Create (1).

4 Enter the number of columns you want in your table (maximum of 32).

5 Enter the number of rows you want in your table (maximum of 32,765).

The table is displayed on the screen. At this point, you need to be aware that 
there are two modes for a table on the screen. In the normal editing mode, you 
can enter text in the table and do other things which are described in this 
reference section. In the table editing mode, you can position the table and edit 
the table structure itself, but you cannot enter text in the table.
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A ROW TWO 

A COLUMN C 

A CELL A6 

A CELL D2 

The Table feature is also useful for creating forms such as invoices that are 
formatted in tabular form. In fact. you may want to compare the Table feature 
against some of the other WordPerfect features, such as Math and Parallel 
Columns to see which features are best for you in specific situations. 

Before you begin working with tables. you should understand their basic 
structure. Tables consist of rows. which run horizontally. and columns. which 
run vertically. These rows and columns create cells which are labeled 
alphabetically from left to right and numerically from top to bottom. 

Wf'I ._;] 1 <1bS<!TVCl th°"' fnl 1owinc1 !':C-hi"dull> thi!'- wePk. Forwar d ar,y 
Questions to Helen in Personnel 
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John 

To create a table, 

Roger 

Becky 
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Suo 

-
David 

Ale• 

Doc l Pg I Ln 3.2S" Po~ I" 

1 Move the cursor to the left margin of the line where you want to create the 
table . 

z Press CulumnsfTatJI~ (All-F7J, then selet:t Tables (2 J. 

[8 Select Tables from the Lamut menu. 

3 Select Create ( 1 ). 

4 Enter the number of columns you want in your table (maximum of 32). 

5 Enter the number of rows you want in your table (maximum of 32,765). 

The table is displayed on the screen. At this point. you need to be aware that 
there are two modes for a table on the screen. In the normal editing mode, you 
can enter text in the table and do other things which are described in this 
reference section. In the table editing mode, you can position the table and edit 
the table structure itself. but you cannot enter text in the table. 
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When you are in the table editing mode, the Table Edit menu is displayed on the 
screen as it is now.

A  TABLE EDIT MENU

Table Edit: Press Exit when done Cell al Doc 1 Pg 1 Ln 1.14" Pos 1.12"
Ctrl-Arrows Column Widths; Ins Insert; Del Delete; Move Move/Copy;

^  1 Size; 2 Format; 3 Lines; 4 Header; 5 Math; 6 Options; 7 Join; 8 Split: 0

In this section, we will talk about what you can do in the normal editing mode, 
so

6 Press Exit (F7) to return to the normal editing mode.

Anytime the Table Edit menu is displayed on the screen, you can press Exit (F7) 
or Columns/Table (Alt-F7) to return to the normal editing mode. Unless 
otherwise noted, all information in this reference section pertains to table options 
in the normal editing mode.
If you want to learn about the table editing mode, read Table, Edit Structure and 
Table, Format Columns and Cells in Reference.

If you want to learn more about tables, we recommend that you read Lesson 34: 
Tables—Part l and Lesson 35: Tables—Part II in the WordPerfect Workbook.

Table Text
To include text in a table, use one of the cursor keys (see Cursor Movement 
below) to move to the cell where you want to type the text, then type the text. 
When you are finished typing text in a cell, press Tab to move to the next cell 
or ^Margin Release (Shift-Tab) to move to the previous cell.

I f you want to insert a Tab code into a cell (rather than move to the next cell), press 
Ctrl-v, then press Tab. I f you want to insert a Margin Release code into a celI (rather 
than move to the previous cell), press Ctrl-v, then press ♦Margin Release.

Enter is preset by WordPerfect to insert a hard return and move the cursor to the 
next line in the cell. If you want your cells to be only one line high regardless 
of the amount of text in the cell, you may make the change with an option on 
the Table Edit menu (see R ow  H eight under Table, F orm at Columns an d C ells in 
Reference).
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When you are in the table editing mode. the Table Edit menu is displayed on the 
screen as it is now. 

Tabl e Edit : Press E-.it when done Ce ll Al Doc 1 Pg 1 Ln 1 . 1 ◄ " Pos 1.12" 

Ct r l-Ar r ows Column Widths; r ... s Insert: Del Delete: Hovf! Mo ve / Copy: 
,,.,- 1 S1ze; 2 F'or-rnat: 3 L1 nes: ◄ Header-: 5 !'1ath: 6 Opt1ons: 7 Jo1n: 8 Split: 0 

In this section. we will talk about what you can do in the normal editing mode, 
so 

6 Press Exit (F7) to return to the normal editing mode. 

Anytime the Table Edit menu is displayed on the screen, you can press Exit (F7) 
or Columnsffable (Alt-F7) to return to the normal editing mode. Unless 
otherwise noted. all information in this reference section pertains to table options 
in the normal editing mode. 

If you want to learn about the table editing mode, read Tahle , Edit Structure and 
Table. Format Columns and Cells in Reference. 

If you want to learn more about tables. we recommend that you read Lesson 34: 
Tables-Part I and Lesson 35: Tables-Part fl in the WordPerfect Workbook. 

Table Text 
To include text in a table. use one of the cursor keys (see Cursor Movement 
below) to move to the cell where you want to type the text. then type the text. 
When you are finished typing text in a cell. press Tab to move to the next cell 
or •Margin Release (Shift-Tab) to move to the previous cell. 

If you want to insert a Tab code into a cell / rather than move to the next cell), press 
Ctrl-v. then press Tab. If you want to insert a Marts in Release code into a cell ( rather 
than move to the previous cell), press Ctrl-v, then press •Margin Release . 

Enter is preset by WordPerfect to insert a hard return and move the cursor to the 
next line in the cell. If you want your cells to be only one line high regardless 
of the amount of text in the cell, you may make the change with an option on 
the Table Edit menu (see Row Height under Table, Format Columns and Cells in 
Reference ). 



You can use most of the WordPerfect features in tables including footnotes, 
endnotes, font changes, and mark text features (i.e., cross-reference, index, table 
of contents, table of authorities, and lists).

Notes Adding a Row
If you have a keyboard with an enhanced BIOS and want to add a blank row to 
the table without using an option on the Table Edit menu, you may do so by 
moving the cursor to an existing row and pressing Ctrl-Insert. WordPerfect will 
add the blank row before the existing row and will pattern the new row structure 
after that of the existing row, keeping the same column and cell attributes as 
well as the same justification, column width, and line appearance settings 
specified in the Table Edit menu.

If you do not have a keyboard with an enhanced BIOS, you can assign this 
function to a key on your keyboard (see Action under Keyboard Layout, Edit in 
Reference). The function to assign is Block Copy.

I f you want to know how to add a row or column from the Table Edit menu, see Adding 
Rows or Columns under Table, Edit Structure in Reference. Likewise, see the same 
section if you want to add multiple rows or columns, or want to know how adding a row 
works with a row that contains a cell that spans more than one row.

Attributes
You can enter attribute codes such as Bold, Italics, and Underline in a table by 
selecting them as you normally would. These codes affect table text between the 
on and off codes just as they do normal text.

For information on other ways to assign attributes to table cells and columns, see 
Table, Format Columns and Cells in Reference.

Base Font
You can enter a Base Font code anywhere in a table, and the text following the 
code will be printed in that base font (see Font in Reference). Changing the 
base font to a smaller font is a good way to fit more text on a line in a cell.

Columns
You cannot include tables in newspaper or parallel columns, nor can you include 
newspaper or parallel columns in tables. You can, however, include tables in 
graphics boxes, which in turn can be included in columns. So, if you want to 
include tables in columns or create two tables side-by-side, put them in graphics 
boxes (see Graphics Boxes below).

Cross-Reference
WordPerfect assigns a number to each table (e.g., I, II, III), and these numbers 
fall in the same numbering sequence as table graphics boxes. So, if you have a 
table graphics box (whether or not it contains a table) at the beginning of a 
document, a table in the middle, and another table graphics box at the end, the
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You can use most of the WordPerfect features in tables including footnotes. 
endnotes, font changes, and mark text features (i.e .. cross-reference. index, tahle 
of contents, table of authorities, and lists). 

Adding a Row 
If you have a keyboard with an enhanced BIOS and want to add a blank row to 
the table without using an option on the Table Edit menu. you may do so by 
moving the cursor to an existing row and pressing Ctrl-Insert. WordPerfect will 
add the blank row before the existing row and will pattern the new row structure 
after that of the existing row. keeping the same column and cell attributes as 
well as the same justification, column width. and line appearance settings 
specified in the Table Edit menu. 

If you do not have a keyboard with an enhanced BIOS, you can assign this 
function to a key on your keyboard (see Action under Keyhoard Layout, Edit in 
Reference). The function to assign is Block Copy. 

If you 11·an1 to knoll' holl' to lldd ll roll' or column from the Tahle Edit menu, see Adding 
Rows or Columns under Table. Edit Structure in Reference. Likewise, see the same 
section if you want to add 11111/tiple rmn or columns. or l\'ant to know how adding a row 
ll'orks with a ro11· that contains a cell that spans more than one row. 

Attributes 
You can enter attribute codes such as Bold. Italics, and Underline in a table by 
selecting them as you normally would. These codes affect table text between the 
on and off codes just as they do normal text. 

For information on other ways to assign attributes to table cells and columns. see 
Table. Format Co/1111111s and Cells in Reference. 

Base Font 
You can enter a Base Font code anywhere in a table. and the text following the 
code will be printed in that base font (see Font in Reference) . Changing the 
base font to a smaller font is a good way to fit more text on a line in a cell. 

Columns 
You cannot include tables in newspaper or parallel columns, nor can you include 
newspaper or parallel columns in tables. You can, however, include tables in 
graphics boxes, which in turn can be included in columns. So, if you want to 
include tables in columns or create two tables side-by-side, put them in graphics 
boxes (see Graphics Boxes below). 

Cross-Reference 
WordPerfect assigns a number to each table (e .g. , I. II. III), and these numbers 
fall in the same numbering sequence as table graphics boxes. So. if you have a 
table graphics box (whether or not it contains a table) at the beginning of a 
document. a table in the middle. and another table graphics box at the end. the 
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first table graphics box is numbered one, the table is numbered two, and the last 
table graphics box is numbered three.

This is important to know if you are using the Cross-Reference feature to 
reference a table. To do so. you must reference the table as a table graphics box 
(see Cross-Reference in Reference).

Cursor Movement
The following is a list of table locations and the cursor keys that can move you 
to those locations (when the Table Edit menu is not displayed). To learn more 
about the cursor functions that are allowable when the Table Edit menu is 
displayed, see Cursor Movement under Table, Edit Structure in Reference.

Notice that in some cases you can get to the same location with one of two or 
three sets of cursor keys. This lets you choose the keys you feel most 
comfortable with. Remember that a dash means for you to hold the first key 
down and press the next key, while a comma means to press the first key, 
release it, then press the second key.

The Alt key combinations are for keyboards with an enhanced BIOS only, and 
the Home and arrow keys associated with Alt key combinations are not the 
Home and arrow keys on the Number Pad. If you don’t have a keyboard with 
an enhanced BIOS, you can assign the Alt-arrow key functions to another key 
with the Keyboard Layout feature (see Action under Keyboard Layout, Edit in 
Reference). The functions to assign are Item Up/Down/ Left/Right.

If there is no text in the cell where the cursor is located, the arrow keys move the cursor 
one cell in the direction of the arrow.

Location Cursor Keys

One Cell Down Alt-Down Arrow (1)

One Cell Left Shift-Tab
Go To.Left Arrow 
Alt-Left Arrow (<h)

One Cell Right Tab
Go To,Right Arrow 
Alt-Right Arrow (h>)

One Cell Up Alt-Up Arrow (T)

Beginning of Text in Cell Go To.Up Arrow

Last Line of Text in Cell Go To,Down Arrow

First Cell in a Column Go To,Home,Up Arrow 
Alt-Home,Up Arrow
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first table graphics box is numbered one. the table is numbered two. and the last 
table graphics box is numbered three . 

This is important to know if you are using the Cross-Reference feature IO 

reference a tahle . To do so. you must reference the table as a tahle graphics box 
(see Cross-Reference in Reference). 

Cursor Movement 
The following is a list of table locations and the cursor keys that can move you 
to those locations (when the Table Edit menu is not displayed). To learn more 
about the cursor functions that are allowable when the Table Edit menu is 
displayed. see Cursor Movement under Tahle. Edit Structure in Reference. 

Notice that in some cases you can get to the same location wirh one of two or 
three sets of cursor keys. This lets you choose the keys you feel most 
comfortable with. Remember that a dash means for you to hold the first key 
down and press the next key. while a comma means to press the first key. 
release it. then press the second key. 

The Alt key combinations are for keyboards with an enhanced BIOS only. and 
the Horne and arrow keys associated with Alt key combinations are not the 
Home and arrow keys on the Number Pad. If you don't have a keyboard with 
an enhanced BIOS, you can assign the Alt-arrow key functions to another key 
with the Keyboard Layout feature (see Action under Keyboard Layout, Edit in 
Reference) . The functions to assign are Item Up/Down/ Left/Right. 

If there is no text in the cell where the cursor is localed, the arrow keys move the cursor 
one cell in rhe direcrion of rhe arrott: 

Location 

One Ce ll Down 

One Cell Left 

One Cell Right 

One Cell Up 

Beginning of Text in Cell 

Last Line of Text in Cell 

First Cell in a Column 

Cursor Keys 

Alt-Down Arrow (1) 

Shift-Tab 
Go To.Left Arrow 
Alt-Left Arrow( (--) 

Tab 
Go To.Right Arrow 
Alt-Right Arrow (➔) 

Alt-Up Arrow (T) 

Go To.Up Arrow 

Go To.Down Arrow 

Go To,Home,Up Arrow 
Alt-Home.Up Arrow 
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Last Cell in a Column Go To,Home,Down Arrow 
Alt-Home,Down Arrow

First Cell in a Row Go To,Home,Left Arrow 
Home,Home,Home,Left Arrow 
Alt-Home,Left Arrow

Last Cell in a Row Go To.Home.Right Arrow 
Home,Home.Home,Right Arrow 
Alt-Home,Right Arrow

First Cell in the Table Go To,Home,Home,Up Arrow 
Alt-Home,Home,Up Arrow

Last Cell in the Table Go To,Home,Home,Down 
Arrow
Alt-Home,Home,Down Arrow

Deleting a Row
If you have a keyboard with an enhanced BIOS, you can delete a single table 
row and the text inside the row by moving the cursor to the row, pressing 
Ctrl-Delete, then typing y to confirm.

If you do not have a keyboard with an enhanced BIOS, you can assign this 
function to a key on your keyboard (see Action under Keyboard Layout, Edit in 
Reference). The function to assign is Block Move.

To undelete a deleted row, you must have the Table Edit menu displayed on the 
screen, then press Cancel (FI), and type y.
i f  y o u  w a n t  to  k n o w  h o w  to  d e le te  a  ro w  o r  c o lu m n  f r o m  th e  T a b le  E d i t  m e n u , o r  w a n t  to  
k n o w  h o w  to  d e le te  m u l t ip le  r o w s  o r  c o lu m n s , s e e  Deleting Rows or Columns u n d e r  
Table, Edit Structure in  Reference.

I f you want to know how deleting a row works with a row that contains a cell that spans 
more than one row, see Adding Rows or Columns under Table, Edit Structure in 
Reference.

Deleting a Table
To delete the table structure but not the text inside the table, delete the Table 
Definition code [Tbl Def], To delete the entire table (structure and text), block 
the table (including the Table Definition and Table Off codes [Tbl Off]) with the 
Block feature (Alt-F4), press Delete (Del) or Backspace, then type y.

I f you delete the Table Definition code without using Block, you cannot use Cancel (FI) 
to restore the code.

If you delete the structure but not the text, the columns will be separated by tabs, 
and the rows will be separated by hard returns.
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Location 

Last Cell in a Column 

First Cell in a Row 

Last Cell in a Row 

First Cell in the Table 

Last Cell in the Table 

Deleting a Row 

Cursor Keys 

Go To.Home.Down Arrow 
Alt-Home,Down Arrow 

Go To,Home,Left Arrow 
Home,Home,Home.Left Arrow 
Alt-Home.Left Arrow 

Go To.Home.Right Arrow 
Home.Home.Home.Right Arrow 
Alt-Home.Right Arrow 

Go To.Home,Home,Up Arrow 
Alt-Home.Home.Up Arrow 

Go To.Home.Home.Down 
Arrow 
Alt-Home,Home,Down Arrow 

If you have a keyboard with an enhanced BIOS, you can delete a single table 
row and the text inside the row by moving the cursor to the row, pressing 
Ctrl-Delete. then typing y to confirm. 

If you do not have a keyboard with an enhanced BIOS. you can assign this 
function to a key on your keyboard (see Action under Keyboard Layout, Edit in 
Reference). The function to assign is Block Move. 

To undelete a deleted row, you must have the Table Edit menu displayed on the 
screen. then press Cancel (FI), and type y. 

If ynu want to know hon- to dc:lctc " IVW or culumn from the Table Edit menu, or want to 
know how to delete multiple rows or columns. see Deleting Rows or Columns under 
Table. Edit Structure in Reference . 

If you wanr to know how deletinfi a row works with a row That contains a cell that spans 
more than one row, see Adding Rows or Columns under Table, Edit Structure in 
Reference. 

Deleting a Table 
To delete the table structure but not the text inside the table, delete the Table 
Definition code [Tbl Def]. To delete the entire table (structure and text), block 
the table (including the Table Definition and Table Off codes [Tbl Off]) with the 
Block feature (Alt-F4), press Delete (Del) or Backspace, then type y. 

If you delete the Table Definition code without using Block, you cannot use Cancel (FI) 
to restore the code. 

If you delete the structure but not the text, the columns will be separated by tabs, 
and the rows will be separated by hard returns. 

TABLE. CREATE 645 



Deleting Text
To delete text in a table cell, use the delete keys (or Block and delete) as you 
would with normal text. Delete to End of Line (Ctrl-End) does not cross cell 
boundaries.

Edit Option
The Edit option (Alt-F7,2,2) instructs WordPerfect to search backward from the 
cursor position and move the cursor to the first table it can find. If WordPerfect 
cannot find a table searching backward, it returns to the cursor position, then 
searches forward. Once the cursor is placed in a table, you can select an option 
from the Table Edit menu, or you can press Exit (F7) and edit the table text.

More information on the Table Edit menu can be found in Table, Edit Structure 
in Reference.

Converting Columns to Tables
If you want to turn existing tabular columns or parallel columns into a table, you 
must block the text with the Block feature (Alt-F4), press Columns/Table 
(Alt-F7), select Tables (2), then select Create (1). Next, select Tabular Column 
(1) or Parallel Column (2) depending on the text you are converting.

If you are converting tabular columns, the current tab settings will be used to 
define the table columns, while the hard returns in the text will define the table 
rows. If you are converting parallel columns, the parallel column definitions will 
be used to define the table columns, while Hard Page codes will define the table 
rows.

Formatting Codes
You can enter formatting codes such as Center, Tab Align, Flush Right, and 
Justification in a table by selecting them as you normally would. For 
information on other ways to assign formatting codes to table cells and columns, 
see Table, Format Columns and Cells in Reference.

Forms Fill-In
You can use the Table feature to create a form or to fill out pre-printed forms by 
creating the structure of the form with a tablets) and using merge codes to
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Deleting Text 
To delete text in a table cell. use the delete keys (or Block and delete) as you 
would with normal text. Delete to End of Line (Ctrl-End) does not cross cell 
boundaries. 

Edit Option 
The Edit option (Alt-F7 .2.2) instructs WordPerfect to search backward from the 
cursor position and move the cursor to the first table it can find . If WordPerfect 
cannot find a table searching backward. it returns to the cursor position, then 
searches forward. Once the cursor is placed in a table, you can select an option 
from the Table Edit menu. or you can press Exit (F7) and edit the table text. 

More information on the Table Edit menu can be found in Table, Edit Structure 
in Reference. 

Converting Columns to Tables 
If you want to turn existing tabular columns or parallel columns into a table. you 
must block the text with the Block feature (Alt-F4). press Columns/Table 
(Alt-F7 ), select Tables (2). then select Create (I) . Next, select Tabular Column 
( 1) or Parallel Column ( 2) depending on the text you are converting. 

If you are converting tabular columns, the current tab settings will be used to 
define the table columns. while the hard returns in the text will define the table 
rows. If you are converting parallel columns. the parallel column definitions will 
be used to define the table columns, while Hard Page codes will define the table 
rows. 

formatting Codes 
You can enter formatting codes such as Center, Tab Align, Flush Right. and 
Justification in a table by selecting them as you normally would. For 
information on other ways to assign formatting codes to table cells and columns. 
see Table, Format Cu/11111ns and Cells in Reference. 

Forms Fill-In 
You can use the Table feature to create a form or to till out pre-printed forms by 
creating the structure of the form with a table(s ) and using merge codes to 



prompt you for proper input. For more information on merge codes, see Merge 
in Reference.

HALVA International
Employee Survey

Name: {KEYBOARD}
Address: (KEYBOARD)

City: {KEYBOARD} State: (KEYBOARD] ZIP: {KEYBOARD}

Interests: {KEYBOARD}

Cell AS Doc 1 Pg 1 Ln 2.81" Pos 2.32"

For more information on Forms Fill-In, see Lesson 30: Forms Fill-In in the 
WordPerfect Workbook.

Graphics Boxes
You can include tables in graphics boxes. To do so, create the table in the 
graphics box Text Editor. This is the way to include tables in columns, and it is 
also the way to wrap text around a table on a page or create side-by-side tables.

In the example below, the table was created in a graphics box.

W ordPerfect' 5.1
Fact Sheet
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prompt you for proper input. For more information on merge codes, see Merf.?e 
in Reference. 

{l<EYBQll>RD) 

Address - ( KE:YROUI!" l 

HA L\IA I ntei-national 
Employer Survey 

I 

C1ty : I KEY BOARD ) 1st• t -, (l<E'fBO.liR C 1 (IIEYBOA~D J 

tntere s t1<: { KE:YBOARD) 

Cell AS Doc l Pg l Ln 1 8)'" Pas 2.32" 

For more information on Forms Fill-In. see lesson 30: Forms Fill-In in the 
WordPerfect Workbook. 

Graphics Boxes 
You can include tables in graphics boxes. To do so, create the table in the 
graphics box Text Editor. This is the way to include tables in columns. and it is 
also the way to wrap text around a table on a page or create side-by-side tables. 

In the example below, the table was created in a graphics box. 

WordPerfect' 5.1 
Fact Sheet 

WordPerfect 5.1: More Powerful, 
Easier to Use 

~-""­...... 11,.. .......... 
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If the table is larger than the graphics box, the rows and columns that do not fit 
within the box, yet fit on the page will still display in View Document 
(Shift-F7,6) and print. Some things you can do to keep a table within a graphics 
box are editing the size of the table, editing the size of the graphics box, or 
making sure that the table Position option is set to Full.

WordPerfect sets the Position option to Full when you create a table in a 
graphics box.

For more information on editing the size of the table, see Column, Width under 
Table, Format Columns and Cells in Reference. For more information on editing 
the size of the graphics box, see Graphics, Edit in Reference. For more 
information on the table Position option, see Options under Table, Edit Structure 
in Reference.

You can also create graphics boxes in tables if the table itself is not in a graphics 
box. As long as your cells are not set for a fixed height (see Format under 
Table, Edit Structure in Reference), the cells will expand lengthwise with a 
graphics box that has a Character or Paragraph anchor type. You cannot enter a 
box width larger than the cell width.

If a graphics box with a Page anchor type is positioned on a table, the text in the 
table will wrap around the box (if you specify that it should when you define the 
box), but the table lines will print on the graphics box. You can remedy this by 
turning off the table lines (see Lines under Table, Edit Structure in Reference).

Lesson 31: Graphics in the WordPerfect Workbook discusses tables and graphics boxes. 

Math
WordPerfect has a Math feature. This feature helps you perform mathematical 
calculations and is independent of tables. WordPerfect also has a Table Math 
feature. This feature lets you perform the same calculations as the Math feature, 
but in some instances may be easier to use.

WordPerfect assumes that Table Math is on in tables. For more information on 
using Table Math, see Table, Math in Reference. For more information on the 
Math feature, see Math in Reference.

Move
In the normal editing screen, pressing Move (Ctrl-F4) in a table displays the 
same options as it does in normal text. If the cursor is in a table and you select 
Sentence or Paragraph, however, no more than one entire cell of text is 
highlighted.

If the Table Edit menu is displayed, Move is specially tailored to moving text in 
tables, with options for moving rows and columns (see Table, Edit Structure in 
Reference).

If you use Block to move or copy the entire table (structure and text), you must 
include both the Table Definition and Table Off codes in the block. If you use 
Block to move the table text (without the table structure), you must not include

If the table is larger than the graphics box, the rows and columns that do not fit 
within the box, yet fit on the page will still display in View Document 
(Shift-F7,6 ) and print. Some things you can do to keep a table within a graphics 
box are editing the si ze of the table. editing the size of the graphics box, or 
making sure that the table Position option is set to Full. 

WordPerfect sets the Position option to Full when you create a table in a 
graphics box. 

For more information on editing the size of the table, see Column, Width under 
Table, Format Columns and Cells in Reference. For more information on editing 
the size of the graphics box, see Graphics, Edit in Reference. For more 
information on the table Position option, see Options under Table. Edit Structure 
in Reference. 

You can also create graphics boxes in tables if the table itself is not in a graphics 
box. As long as your cells are not set for a fixed height (see Format under 
Table, Edit Structure in Reference), the cells will expand lengthwise with a 
graphics box that has a Character or Paragraph anchor type. You cannot enter a 
box width larger than the cell width. 

If a graphics box with a Page anchor type is positioned on a table, the text in the 
table will wrap around the box (if you specify that it should when you define the 
box), but the table lines will print on the graphics box. You can remedy this by 
turning off the table lines (see Lines under Table, Edit Structure in Reference) . 

Lesson 31: Graphics in the WordPerfect Workbook discusses tables and graphics boxes. 

Math 
WordPerfect has a Math feature. This feature helps you perform mathematical 
calculations and is independent of tables. WordPerfect also has a Table Math 
feature. This feature lets you perform the same calculations as the Math feature, 
but in some instances may be easier to use. 

WordPerfect assumes that Table Math is on in tables. For more information on 
using Table Math, see Table, Math in Reference. For more information on the 
Math feature, see Math in Reference. 

Move 
In the normal editing screen, pressing Move (Ctrl-F4) in a table displays the 
same options as it does in normal text. If the cursor is in a table and you select 
Sentence or Paragraph, however, no more than one entire cell of text is 
highlighted. 

If the Table Edit menu is displayed, Move is specially tailored to moving text in 
tables, with options for moving rows and columns (see Table, Edit Structure in 
Reference) . 

If you use Block to move or copy the entire table (structure and text), you must 
include both the Table Definition and Table Off codes in the block. If you use 
Block to move the table text (without the table structure), you must not include 



either of the codes. In no situation should you include one code without the 
other.

When you move or copy table text (without the table structure), the text is 
separated into columns by tabs and into rows by hard returns.

When you are moving or copying text and then create a table, the “Move cursor; 
press Enter to retrieve” message is suppressed while you are in table editing 
mode. As soon as you exit Table Edit, the message should reappear.

If the Edit pull-down menu is used and Paste is selected, the text reappears.

Page Breaks
A table can span a page break. In other words, a table is broken at the page 
break and continued on the next page. If you want to protect the table that 
doesn’t exceed a page from being split by a page break, use Block Protect (see 
Block Protect in Reference).

WordPerfect breaks pages at a row boundary. Text within rows cannot be split 
by a page break.

If you want the same information repeated on the top row(s) of the table at the 
top of each page, use the Header feature on the Table Edit menu (see Header 
under Table, Edit Structure in Reference).

Parallel Columns
While WordPerfect has a Parallel Columns feature, tables can also be used to 
create parallel columns. You may want to try creating parallel columns with 
both features and decide which is easiest for you. The following set of columns 
was created using the Table feature with the lines turned off around the cells.

TABLE, CREATE 6 4 9

either of the codes. In no situation should you include one code without the 
other. 

When you move or copy table text (without the table structure), the text is 
separated into columns by tabs and into rows by hard returns. 

When you are moving or copying text and then create a table, the "Move cursor; 
press Enter to retrieve" message is suppressed while you are in table editing 
mode. As soon as you exit Table Edit, the message should reappear. 

If the Edit pull-down menu is used and Paste is selected, the text reappears. 

Page Breaks 
A table can span a page break. In other words. a table is broken at the page 
break and continued on the next page. If you want to protect the table that 
doesn't exceed a page from being split by a page break, use Block Protect (see 
Block Protect in Reference) . 

WordPerfect breaks pages at a row boundary. Text within rows cannot be split 
by a page break. 

If you want the same information repeated on the top row(s) of the table at the 
top of each page, use the Header feature on the Table Edit menu (see Header 
under Table, Edit Structure in Reference). 

Parallel Columns 
While WordPerfect has a Parallel Columns feature, tables can also be used to 
create parallel columns. You may want to try creating parallel columns with 
both features and decide which is easiest for you. The following set of columns 
was created using the Table feature with the lines turned off around the cells. 
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For more information on parallel columns, see Columns, Parallel in Reference.

Printing
The lines that are printed around a table are graphics lines. If your printer 
cannot print graphics, it may not be able to print table lines.

Occasionally, as in the case with imported spreadsheets or tables retrieved to a 
graphics box, a table width can be wider than the actual page width. If it is, 
only the information that fits on the page will be printed.

Sort
If the cursor is in a table and you select Sort (Ctrl-F9,2), you should notice that 
the Sort feature is tailored to tables. The main difference between a table sort 
and other types of sorts is that you specify which cell you want to sort when you 
define the sorting keys. In a sort, the cells are numbered from left to right on a 
row, with the left-most cell on a row numbered one.

If you sort a table, we recommend that you do not have cells in the table that 
span multiple rows. For an example of such cells, see Adding Rows or Columns 
under Table, Edit Structure in Reference.

For more information about sorting, see Sort in Reference.

Spreadsheets
You can import data from a PlanPerfect, Lotus 1-2-3, Microsoft Excel, Quattro, 
or Quattro Pro spreadsheet into a table. For more information on doing so, see 
Spreadsheet, Import and Link in Reference.

Status Line
When the cursor is located in a table, the "Cell” heading is added to the status 
line. This heading tells you the cell location of the cursor.

Styles
You can include styles in tables. You can also include tables in styles. If you 
edit a table that is located in a style, you must do so by first editing the style.

Table Codes
Tables are marked with a Table Definition and a Table Off code. Row and Cell 
codes are located between the Table Definition and Table Off codes.

You cannot delete the Row, Cell, and Table Off codes, but you can delete the 
Table Definition code. If you do so, the Cell codes in the table will be 
converted to tabs, the Row codes will be converted to hard returns, and the Table 
Off code will be deleted (see Deleting a Table above).

See Also: Lesson 34; Lesson 35; Columns, Parallel; Table, Edit Structure;
Table, Format Columns and Cells; Table, Math
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For more information on parallel columns, see Columns, Parallel in Reference. 

Printing 
The lines that are printed around a table are graphics lines. If your printer 
cannot print graphics, it may not be able to print table lines. 

Occasionally, as in the case with imponed spreadsheets or tables retrieved to a 
graphics box. a table width can be wider than the actual page width. If it is, 
only the information that fits on the page will be printed. 

Sort 
If the cursor is in a table and you select Sort (Ctrl-F9,2 ), you should notice that 
the Son feature is tailored to tables. The main difference between a table sort 
and other types of sons is that you specify which cell you want to son when you 
define the sorting keys. In a sort. the cells are numbered from left to right on a 
row, with the left-most cell on a row numbered one. 

If you sort a table. we recommend that you do not have cells in the table that 
span multiple rows. For an example of such cells. see Adding Rows or Columns 
under Table, Edit Structure in Reference . 

For more information about sorting, see Sort in Reference. 

Spreadsheets 
You can import data from a PlanPerfect, Lotus 1-2-3, Microsoft Excel. Quattro, 
or Quattro Pro spreadsheet into a table. For more information on doing so, see 
Spreadsheet, Import and Link in Reference. 

Status Line 
When the cursor is located in a table, the "Cell" heading is added to the status 
line. This heading tells you the cell location of the cursor. 

Styles 
You can include styles in tables. You can also include tables in styles. If you 
edit a table that is located in a style, you must do so by first editing the style. 

Table Codes 
Tables are marked with a Table Definition and a Table Off code. Row and Cell 
codes are located between the Table Definition and Table Off codes. 

You cannot delete the Row, Cell. and Table Off codes. but you can delete the 
Table Definition code. If you do so. the Cell codes in the table will be 
converted to tabs, the Row codes will be converted to hard returns, and the Table 
Off code will be deleted (see Deleting a Table above). 

See Also: Lesson 34; Lesson 35; Columns, Parallel; Table, Edit Structure; 
Table. Format Columns and Cells; Table, Math 



Table, Edit Structure

In Table, Create in Reference, we discuss how to create the table grid on the 
screen. We also talk about the two modes (normal editing and table editing) that 
are available with a table on the screen. In this section, we discuss the table 
editing mode. In this mode, you can position a table and edit its structure.
Unless otherwise noted, the information in this reference section pertains to table 
options in the table editing mode.

When you create a table, WordPerfect structures the table according to default 
settings. For example, the lines bordering the outside of the table are double 
lines, the cell height varies according to the size and amount of text in the cell, 
text is left aligned in a cell, and so on.

While these settings are useful in many situations, they may not be exactly what 
you want for your table. Using the options on the Table Edit menu, you can 
change the table structure. The screen below shows the Table Edit menu.

A  TABLE EDIT MENU

Table Edit: Press Exit when done Cell A1 Doc 1 Pg 1 Ln 1.14" Pos 1-12"
-cvs-i-m ■. uwo tuJunn m a w s ;  ins mserr; Eel Delete; Move Move/Copy;
1 Size; 2 Format; 3 Lines; 4 Header; 5 Math; 6 Options; 7 Join; 8 Split: 0

The Table Edit menu is extremely versatile. Chances are that it has one or more 
options which you will find useful in creating the table appearance you want. 
Carefully read the information in this section to find out more about each option.

When you create a table, the Table Edit menu is displayed, and you can edit the 
table structure at that point by selecting a Table Edit option (see the option 
headings under Notes below). If you do not know how to create a table or 
simply want to learn how to enter text in a table, see Table, Create in Reference.

When the Table Edit menu is not displayed, you can display it by following the 
steps below.

1 Move the cursor to a location inside the table.

2 Press Columns/Table (Alt-F7).

EH Select Tables from the Layout menu, then select Edit.
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Table, Edit Structure 

A TABLE EDIT MEN U 

In Table, Create in Reference, we discuss how to create the table grid on the 
screen. We also talk about the two modes (normal editing and table editing) that 
are available with a table on the screen. In this section, we discuss the table 
editing mode. In this mode, you can position a table and edit its structure. 
Unless otherwise noted. the information in this reference section pertains to table 
options in the table editing mode. 

When you create a table, WordPerfect structures the table according to default 
settings. For example. the lines bordering the outside of the table are double 
lines. the cell height varies according to the size and amount of text in the cell. 
text is left aligned in a cell, and so on. 

While these settings are useful in many situations. they may not be exactly what 
you want for your table. Using the options on the Table Edit menu. you can 
change the table structure. The screen below shows the Table Edit menu. 

Table Edit: Press [Nit when done Cell Al Doc l Pg 1 Ln 1.14" Po~ 1 12" 

The Table Edit menu is extremely versatile. Chances are that it has one or more 
options which you will find useful in creating the table appearance you want. 
Carefully read the information in this section to find out more about each option. 

When you create a table. the Table Edit menu is displayed, and you can edit the 
table structure at that point by selecting a Table Edit option (see the option 
headings under Notes below). If you do not know how to create a table or 
simply want to learn how to enter text in a table, see Tahle. Create in Reference. 

When the Table Edit menu is not displayed, you can display it by following the 
steps below. 

1 Move the cursor to a location inside the table. 

2 Press Columns/fable ( Alt-F7 ). 

[8] Select Tables from the Layout menu, then select Edit. 
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3 Select a menu option from the Table Edit menu and follow the procedure for 
making the change you want to make (see the option headings under Notes 
below).

If your cursor is not located in a table, you can edit a table structure by pressing 
Columns/Table (Alt-F7), selecting Tables (2), then selecting Edit (2). 
WordPerfect searches backward from the cursor position for the first table it can 
find, moves the cursor to that table, then displays the Table Edit menu. If 
WordPerfect cannot find a table searching backward, it returns to the cursor 
position and searches forward.

For more information on tables, see Lesson 34: Tables—Part I and Lesson 35: 
Tables—Part II in the WordPerfect Workbook.

Notes Adding Rows or Columns
With the Table Edit menu displayed on the screen, press Insert (Ins), select 
Rows (1) or Columns (2), then enter a number to insert copies of the row or 
column where the cursor is located. The new row or column will be added 
immediately before the row or column where the cursor is located and will 
contain the same column and cell attributes as well as the same justification and 
column width settings as the row where the cursor is located. Text is not copied.

If you use Block (Alt-F4) before pressing Insert tins), you don’t need to enter the number 
of rows or columns you want to add. WordPerfect assumes that the number of rows or 
columns that are blocked is the number of rows or columns you want to add.

If you are adding a column and the table does not occupy the entire space 
between the left and right margins, WordPerfect will try to give the new column
the same width as the current column, or at the very le a s t ,  in s e r t  th e  c o lu m n  w ith  
a minimum width. If the table already occupies the entire space between the 
margins. WordPerfect will split the current column into two columns.

If you want to learn more about how the table is positioned between margins and what 
you can do to change that position, see Options below.
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3 Select a menu option from the Table Edit menu and follow the procedure for 
making the change you want to make (see the option headings under Notes 
below). 

If your cursor is not located in a table, you can edit a table structure by pressing 
Columnsffable (Alt-F7), selecting Tables (2), then selecting Edit (2). 
WordPerfect searches backward from the cursor position for the first table it can 
find, moves the cursor to that table, then displays the Table Edit menu. If 
WordPerfect cannot find a table searching backward, it returns to the cursor 
position and searches forward. 

For more information on tables. see Lesson 34: Tables- Part I and Lesson 35: 
Tables- Part II in the WordPe,ject Workbook. 

Adding Rows or Columns 
With the Table Edit menu displayed on the screen. press Insert (Ins), select 
Rows ( 1) or Columns (2). then enter a number to insert copies of the row or 
column where the cursor is located. The new row or column will be added 
immediately before the row or column where the cursor is located and will 
contain the same column and cell attributes as well as the same justification and 
column width settings as the row where the cursor is located. Text is not copied. 

If you use Block (Alt-F4 ) before pressin[? lllsert (/11s ). you don't need to enter the numher 
of rows or co/umm you want to add. WordPerfect assumes that the number of rows or 
columns that are blocked is the number of rows or co/1111111s you want to add. 

If you are adding a column and the table does not occupy the entire space 
between the left and right margins. WordPerfect will try to give the new column 
the same width as the current column, or al the:: vt:ry l<.:<1:st, insert the <.:ulu11111 with 

a minimum width. If the table already occupies the entire space between the 
margins. WordPerfect will split the current column into two columns. 

If you want to learn more about how the table is positioned between margins and what 
you can do 10 change Iha/ posi1io11, see Options below. 



You may wonder what happens when you add a row patterned after a row such 
as row two shown below. Notice that the first cell in row two spans three rows.

Table Edit: Press Exit when done Cell A2 Doc 1 Pg 1 Ln 1.42" Pos 1.12"
Ctrl-Arrows Column Widths; Ins Insert; Del Delete; Move Move/Copy;
1 Size; 2 Format; 3 Lines; 4 Header; 5 Math; 6 Options: 7 Join; 8 Split: 0

In this case, WordPerfect functions differently depending on the cursor location 
at the time you add the new row.

If the cursor is located in the cell that spans multiple rows, this is what happens:

A  ADDED ROW

Table Edit: Press Exit when done Cell A2 Doc 1 Pg 1 Ln 1.42" Pos 1.12"
Ctrl-Arrows Column Widths; Ins Insert; Del Delete; Move Move/Copy;
1 Size; 2 Format: 3 Lines; A Header; 5 Math; 6 Options; 7 Join; 8 Split: 0

Notice that the entire row, including the large cell and its sub-rows were 
duplicated in the table.
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You may wonder what happens when you add a row patterned after a row such 
as row two shown below. Notice that the first cell in row two spans three rows. 

T.able tdit: Pre9!1 £"it when done Cell A2 Doc 1 Pg l Ln 1.42" Pos l.12"' 

Cu·l·Atrows Col umn Widths: tns fn se rt : Del Delete; Nove Move /Copy. 
I S1.te: 2 F"o rn,a t: J Lines; 4 He~der , 5 ""•Hh: 6 Options: 7 Join: 8 Split: 0 

In this case, WordPerfect functions differently depending on the cursor location 
at the time you add the new row. 

If the cursor is located in the cell that spans multiple rows, this is what happens: 

·rable Edi t: Press Eait wnen acne Cell A2 Doc l Pq 1 Ln 1.42" Pos 1.12'" 

Ctrl-Arrows Column Widths ; Ins Insert ; Del Delete: l'lovf! Move/Copy; 
1 S>Zf"; 2 For,.at· J Lines 4 Meader !i Nat n. 6 Opt ions; 7 .Join; e Split: C 

Notice that the entire row, including the large cell and its sub-rows were 
duplicated in the table. 
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If the cursor is not located in the cell that spans multiple rows, this is what 
happens:

A  ADDED ROW

>
1

Table Edit: Press Exit when done Cell B3 Doc 1 Pg 1 Ln 1.7" Pos 2.72"
Ctrl-Arrows Column Widths; Ins Insert; Del Delete; Move Move/Copy;
1 Size; 2 Format; 3 Lines: 4 Header; 5 Moth; 6 Options; 7 Join; 8 Split; 0

Notice that only a sub-row was duplicated, and the large cell was simply 
expanded.

WordPerfect follows the same principle when deleting the same type of rows and 
when adding or deleting columns that have a cell that spans several columns.

For information on adding rows or columns to the end of a table, see Size below.

Cursor Movement
W h e n  th e  T a b le  E d i t  m e n u  is  d is p la y e d ,  th e  c u r s o r  o c c u p ie s  a n  e n t ir e  ta b le  c e ll .

The following is a list of table locations and the cursor keys that can move you 
to those locations when the Table Edit menu is displayed. To learn more about 
the cursor functions that are allowable when the Table Edit menu is not 
displayed, see Cursor Movement under Table, Create in Reference.

Notice that in some cases you can move to the same location with one of two or 
more sets of cursor keys. This lets you choose the keys you feel most 
comfortable with. Remember that a dash means for you to hold the first key 
down and press the next key, while a comma means to press the first key, 
release it, then press the second key.

The Alt key combinations are for keyboards with an enhanced BIOS only, and 
the Home and arrow keys associated with the Alt key combinations are not the 
arrow keys on the number pad. If you don't have a keyboard with an enhanced 
BIOS, you can assign the Alt arrow key functions to another key with the 
Keyboard Layout feature (see Action under Keyboard Layout, Edit in Reference). 
The functions to assign are Item Up/Down/Left/Right.
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If the cursor is not located in the cell that spans multiple rows. this is what 
happens: 

I I I 

I 
I I 

~ I 

l 
I 

I 

~ 

Table Edit : Press E•i t when done Ce ll R] Doc l Pg l Ln 1.7" Pas 2 •2· 

Ct.- 1-Ar i-ows Colut11n Widths; Ins lnc;ert; Del Delete: l'love Move :opy; 
l S11.e; 2 f'orm,H; ] Lines· 4 HPadf'r; ::, 11,H h: 6 Options; 7 Join: 8 ~pl1t: 0 

Notice that only a sub-row was duplicated. and the large cell was simply 
expanded. 

WordPerfect follows the same principle when deleting the same type of rows and 
when adding or deleting columns that have a cell that spans several columns. 

For information on adding rows or columns to the end of a table. see Size below. 

Cursor Movement 
Wlle11 Ille Table EL1i1 menu i5 di5pluyed. the cursor occupie s ,rn entire ",hie cell 

The following is a list of table locations and the cursor keys that can move you 
to those locations when the Table Edit menu is displayed. To learn more about 
the cursor functions that are allowable when the Table Edit menu is not 
displayed, see Cursor Movement under Table, Create in Reference. 

Notice that in some cases you can move to the same location with one of two or 
more sets of cursor keys. This lets you choose the keys you feel most 
comfortable with. Remember that a dash means for you to hold the first key 
down and press the next key. while a comma means to press the first key, 
release it, then press the second key. 

The Alt key combinations are for keyboards with an enhanced BIOS only, and 
the Home and arrow keys associated with the Alt key combinations are not the 
arrow keys on the number pad. If you don"t have a keyboard with an enhanced 
BIOS, you can assign the Alt arrow key functions to another key with the 
Keyboard Layout feature (see Action under Keyboard Layout, Edit in Reference). 
The functions to assign are Item Up/Down/Left/Right. 



Location

One Cell Down

One Cell Left

One Cell Right

One Cell Up 

First Cell in a Column 

Last Cell in a Column 

First Cell in a Row

Last Cell in a Row

First Cell in the Table 

Last Cell in the Table 

Specific Cell

Cursor Keys

Down Arrow (F)
Go To,Down Arrow 
Alt-Down Arrow

Left Arrow (<-)
Shift-Tab 
Go To,Left Arrow 
A lt-Left Arrow

Right Arrow (->)
Tab
Go To,Right Arrow 
Alt-Right Arrow

Up Arrow (T)
Go To,Up Arrow 
Alt-Up Arrow

Flome,Up Arrow 
Go To.Flome,Up Arrow 
Alt-Flome,Up Arrow

Florae,Down Arrow 
Go To,Home,Down Arrow 
Alt-Home,Down Arrow

Home,Left Arrow 
Home,Home,Left Arrow 
Go To,Home,Left Arrow 
Alt-Home,Left Arrow

Home,Right Arrow 
Home,Home,Right Arrow 
End
Go To,Home,Right Arrow 
Alt-Home,Right Arrow

Home,Home,Up Arrow 
Go To,Home,Home,Up Arrow 
Alt-Home,Home,Up Arrow

Home,Home,Down Arrow 
Go To,Home,Home,Down Arrow 
Alt-Home,Home,Down Arrow

Go To,Cell Location (e.g„ A l)
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Location 

One Cell Down 

One Cell Left 

One Cell Right 

One Cell Up 

First Cell in a Column 

Last Cell in a Column 

First Cell in a Row 

Last Cell in a Row 

First Cell in the Table 

Last Cell in the Table 

Specific Cell 

Cursor Keys 

Down Arrow ( ! ) 
Go To.Down Arrow 
Alt-Down Arrow 

Left Arrow ( ~) 
Shift-Tab 
Go To,Left Arrow 
Alt-Left Arrow 

Right Arrow ( -t) 

Tab 
Go Tu.Right Arrow 
Alt -Right Arrow 

Up Arrow (i) 
Go To.Up Arrow 
Alt-Up Arrow 

Home.Up Arrow 
Go To.Home.Up Arrow 
Alt-Home.Up Arrow 

Home.Down Arrow 
Go To,Home,Down Arrow 
Alt-Home.Down Arrow 

Home.Left Arrow 
Home.Home.Left Arrow 
Go To.Home.Left Arrow 
Alt-Home.Left Arrow 

Home.Right Arrow 
Home.Home.Right Arrow 
End 
Go To.Home.Right Arrow 
Alt-Home.Right Arrow 

Home.Home.Up Arrow 
Go To,Home,Home,Up Arrow 
Alt-Home,Home,Up Arrow 

Home.Home.Down Arrow 
Go To,Home,Home,Down Arrow 
Alt-Home.Home.Down Arrow 

Go To.Cell Location (e.g .. A I) 
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Deleting Cell Contents
I f  the Table Edit menu is displayed and you want to delete the text in a block of 
cells without deleting the table structure, you may do so by blocking the text of 
the cells you want to delete, pressing Backspace, then typing y.

Pressing Delete to End of Line (Ctrl-End) with the Table Edit menu displayed 
deletes all o f the text on a row from the cursor forward.

Deleting Rows or Columns
Press Delete (Del), select Rows (1) or Columns (2), then enter a number to 
delete that many rows or columns from the table. Text, as well as the table 
structure, from the row on which the cursor is located forward w ill be deleted.

I f you use Block (Alt-F4) before pressing Delete (Del), you don’t need to enter the 
number o f rows or columns you want to delete. WordPerfect assumes that you want to 
delete the rows or columns you have blocked.

You may wonder what happens when you delete a row or column that contains a 
cell that spans multiple rows or columns. For a discussion o f this principle, see 
A d d i n g  R o w s  o r  C o lu m n s  above.

Format
The Format option lets you format a single cell in a table or an entire column of 
cells. It also lets you change the height o f a row o f cells. Since this option has 
several sub-options, it is discussed in detail in T a b le , F o r m a t  C o lu m n s  a n d  C e l l s  
in R e f e r e n c e .

Header
Header rows are rows that are repeated at the top o f every page for tables that 
span page breaks. Select Header (4), then enter a number i f  you want header 
rows. The number you enter is the number o f header rows (starting from the top 
o f the table) you want. For example, i f  you enter 2, the first two rows o f the 
table w ill be the header rows.
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Deleting Cell Contents 
If the Table Edit menu is displayed and you want to delete the text in a block of 
cells without deleting the table structure. you may do so by blocking the text of 
the cells you want to delete. pressing Backspace. then typing y. 

Pressing Delete to End of Line (Ctrl-End) with the Table Edit menu displayed 
deletes all of the text on a row from the cursor forward. 

Deleting Rows or Columns 
Press Delete (Del), select Rows (I) or Columns (2), then enter a number to 
delete that many rows or columns from the table. Text. as well as the table 
structure. from the row on which the cursor is located forward will be deleted. 

If you use Block (A lt-F4) before pressi11g Delete (Del). you don't need to enter the 
11umber of rows or colum11s you wa11t to delete. WordPerfect assumes that you wa11t to 
delete the rows or colwnllS you have blocked. 

You may wonder what happens when you delete a row or column that contains a 
cell that spans multiple rows or columns. For a discussion of this principle, see 
Addin[? Rows or Columns above. 

Format 
The Format option lets you format a single cell in a table or an entire column of 
cells. It also lets you change the height of a row of cells. Since this option has 
several sub-options, it is discussed in detail in Table. Format Columns and Cells 
in Reference. 

Header 
Header rows are rows that are repeated at the top of every page for tables that 
span page breaks. Select Header ( 4 ), then enter a number if you want header 
rows. The number you enter is the number of header rows (starting from the top 
of the table) you want. For example, if you enter 2, the first two rows of the 
table will be the header rows. 



The example below has two header rows.

Selecting Header, and entering zero (0) means that you don’ t want any header 
rows.

When the cursor is located in a header row, an asterisk (*) appears next to the 
cell name on the status line. Header rows are not displayed on pages other than 
the first one on which they appear in the normal editing screen but may be seen 
in the View Document screen (Shift-F7,6).

Join
To create one cell out of multiple cells, use the Block feature (Alt-F4) in the 
Table Edit menu to block the cells you want to join, select Join (7), then type y 
to confirm.

Text that was previously separated by columns w ill be separated by tabs in one 
cell and w ill continue to be positioned in approximately the same way.
Likewise, text that was previously separated by rows w ill be separated by hard 
returns. Should you then split the cell, the text can be repositioned in its original 
cell.

For information on splitting a cell, see S p l i t  below.

Lines
The Lines option lets you decide the type o f lines you want around your table. 
While in the Table Edit menu, use the Block feature (Alt-F4) to block the group 
o f cells whose line settings you want to change, then select Lines (3).

I f  you don’t use Block, only the cell in which the cursor is positioned is affected.
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The example below has two header rows. 
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Selecting Header, and entering zero (0) means that you don't want any header 
rows. 

When the cursor is located in a header row, an asterisk (* ) appears next to the 
cell name on the status line. Header rows are not displayed on pages other than 
the first one on which they appear in the normal editing screen but may be seen 
in the View Document screen (Shift-F7,6). 

Join 
To create one cell out of multiple cells, use the Block feature (Alt-F4) in the 
Table Edit menu to block the cells you want to join, select Join (7), then type y 
to confirm. 

Text that was previously separated by columns will be separated by tabs in one 
cell and will continue to be positioned in approximately the same way. 
Likewise, text that was previously separated by rows will be separated by hard 
returns. Should you then split the cell, the text can be repositioned in its original 
cell. 

For information on splitting a cell. see Split below. 

Lines 
The Lines option lets you decide the type of lines you want around your table. 
While in the Table Edit menu. use the Block feature (Alt-F4) to block the group 
of cells whose line settings you want to change, then select Lines (3) . 

If you don't use Block. only the cell in which the cursor is positioned is affected. 
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The first submenu that is displayed asks you which lines you want to change.
For example. Left changes the left border o f the group o f cells you have 
blocked. Inside refers to the lines inside the highlighted cells, and Outside refers 
to the outside borders o f the highlighted cells. A ll is the same as both Inside 
and Outside.

Each cell in a table has four borders and a setting for any one o f the four 
borders is independent o f borders on adjoining cells. In addition, there is no 
space between borders o f adjoining cells. Thus, a change to a border setting, 
when combined with the existing border o f an adjacent cell, may produce a 
thicker line than expected. I f  you want to be sure what your borders w ill look 
like, use View Document (Shift-F7,6).

Initially, the top and left borders for each cell are set as a single or double line, 
while the bottom and right borders are set for no line. This is true for all cells 
except the cells in the right-most column or the bottom row o f the table where 
the right or bottom borders must be set to create the table borders.

The Shade option on this submenu simply asks you whether you want to turn 
shading on or o ff for the blocked cells. You can set the percentage o f shading 
with the Options feature (see O p t i o n s  below). I f  shading is on, the “ Cell”  
heading on the status line is shown in reverse-video when the cursor is in a 
shaded cell.

When you select a location option (e.g., Left, Right, A ll) from the first submenu, 
you are placed in a submenu that lets you select the line style you want to use.
In the example below, all o f the cells are blocked and the A ll option has been 
selected from the first submenu. The next selection w ill determine the style for
a ll  o f  th e  l in e s  in  th e  ta b le

B lo c k  on Cell D4 Doc 1 pg 1 Ln 2.IS” Pos 5.97’

1 None; 2 Single; 3 Double; 4 Dashed; 5 Dotted; 6 Thick; 7 Extra Thick: 0
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The first suhmenu that is displayed asks you which lines you want to change. 
For example. Left changes the left horder of the group of cells you have 
blocked. Inside refers to the lines inside the highlighted cells. and Outside refers 
to the outside borders of the highlighted cells. All is the same as both Inside 
and Outside. 

Each cell in a table has four borders and a setting for any one of the four 
borders is independent of borders on adjoining cells. In addition, there is no 
space between borders of adjoining cells. Thus, a change to a border setting, 

when combined with the existing border of an adjacent cell, may produce a 

thicker line than expected. lf you want to be sure what your borders will look 
like, use View Document (Shift-F7,6). 

Initially, the top and left borders for each cell are set as a single or double line, 
while the bottom and right borders are set for no line. This is true for all cells 
except the cells in the right-most column or the bottom row of the table where 
the right or bottom borders must be set to create the table borders. 

The Shade option on this submenu simply asks you whether you want to turn 
shading on or off for the blocked cells. You can set the percentage of shading 
with the Options feature (see Options below). If shading is on, the "Cell" 
heading on the status line is shown in reverse-video when the cursor is in a 
shaded cell. 

When you select a location option (e.g., Left. Right, All) from the first submenu, 
you are placed in a submenu that lets you select the line style you want to use. 
In the example below, all of the cells are blocked and the All option has been 
selected from the first submenu. The next selection will determine the style for 
all of the lines in the tahle 

- ---------l-----

f ---- -- · ----1 
------ -- ------,----------,_ I 

Cl!ll n• noc l Pg l In 2.15· Pris 5_97• 

1 Nnrie; 2 s1r,9le: l Double: 4 Dashed; 5 Dotted; 6 Thick ; 7 E"tra Thick: 0 



You can determine the appearance for each style with the Border Options menu 
(Shift-F8,4,8).

I f  you want to create a 3-dimensional effect for a cell, a group o f cells, or an 
entire table, you can specify Thick (6) or Extra Thick (7) for two adjacent 
borders and Single (2) for the other two adjacent borders.

Arrows represent half-cell lines on the display screen. When you print a table, a 
line that is the same length as half o f a space w ill be printed instead of the 
arrow.

Math
Selecting Math (5) displays a menu o f Table Math options. While WordPerfect 
has a Math feature that is independent o f tables, you may find Table Math more 
suitable for your mathematical applications. Since this option contains several 
sub-options, it is discussed in detail under T a b le , M a th  in R e f e r e n c e .

Move
The Move feature in the Table Edit menu is tailored to tables. After you press 
Move (Ctrl-F4) in the Table Edit menu, you can choose the current block o f text 
or the row or column o f cells where the cursor is located. You can then move, 
copy, or delete the block, row, or column just as you can normal text. I f  you 
choose a row or column, the table structure codes are moved as well as the text 
inside the cells.

To retrieve the block, row, or column, move the cursor to a table location and 
press Enter. When you do so, the block, row, or column w ill be retrieved at the 
cursor position. I f  you are retrieving a row or column, WordPerfect inserts it in 
front o f the row or column where the cursor is located.

You m ust retrieve the sam e type o f  item  that you m o v ed  or co p ied . In other
words, you cannot move a row and retrieve it as a column. You can, however, 
retrieve a row or column as a block of cells by pressing Cancel (F I) to clear the 
"Move Cursor ...”  message, pressing Move (Ctrl-F4), selecting Retrieve (4), then 
selecting Block (1).

I f  you are retrieving a block, WordPerfect inserts the text into existing cells and 
deletes any text that may have previously existed in those cells. It inserts the 
text in the same layout as the original block.
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You can determine the appearance for each style with the Border Options menu 
( Shift-F8,4,8). 

If you want to create a 3-dimensional effect for a cell, a group of cells, or an 
entire table, you can specify Thick (6) or Extra Thick (7) for two adjacent 
borders and Single (2) for the other two adjacent borders. 

Arrows represent half-cell lines on the display screen. When you print a table, a 
line that is the same length as half of a space will be printed instead of the 
arrow. 

Math 
Selecting Math (5) displays a menu of Table Math options. While WordPerfect 
has a Math feature that is independent of tables, you may find Table Math more 
suitable for your mathematical applications. Since this option contains several 
sub-options, it is discussed in detail under Table, Math in Reference. 

Move 
The Move feature in the Table Edit menu is tailored to tables. After you press 
Move (Ctrl-F4) in the Table Edit menu, you can choose the current block of text 
or the row or column of cells where the cursor is located. You can then move. 
copy. or delete the block, row, or column just as you can normal text. If you 
choose a row or column, the table structure codes are moved as well as the text 
inside the cells. 

To retrieve the block, row. or column. move the cursor to a table location and 
press Enter. When you do so. the block. row, or column will be retrieved at the 
cursor position. If you are retrieving a row or column, WordPerfect inserts it in 
front of the row or column where the cursor is located. 

You must retrieve the some type of item that you moved or copied. In other 
words, you cannot move a row and retrieve it as a colurnn. You can, however, 
retrieve a row or column as a block of cells by pressing Cancel (Fl) to clear the 
"Move Cursor ... " message. pressing Move (Ctrl-F4), selecting Retrieve (4), then 
selecting Block ( 1 ). 

If you are retrieving a block. WordPerfect inserts the text into existing cells and 
deletes any text that may have previously existed in those cells. It inserts the 
text in the same layout as the original block. 
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For example, i f  you block the following cells, move them as a block, and 
retrieve them as a block in cell B l,

Block on Cell D4 DOC 1 Pg 1 Ln 1-90" Poa 5"
Ctrl-Arrows Column widths; ins Insert; del Delete; Move Move/Copy;
1 Size; 2 Format; 3 Lines; 4 Header; 5 Math; 6 Options; 7 Join; B Split: 0

Your new table w ill look like this:

Month Shift Three Shift Four
January Lucy Bill Jane
February Julio Sarah Abe
March Trlsh Michael Carla

Table Edit: Press Exit when done Cell al Doc 1 Pg 1 Ln 1.14" Poa 2.4"

Ctrl-arrows Column Widths; Ins Insert; Del Delete; Move Move/Copy;
1 Size; 2 Format; 3 Lines; 4 Header; 5 Math; 6 Options; 7 Join; S Split; 0

I f  you retrieve table text into a table that has a different number o f columns, 
only the number o f columns that w ill fit into the new table w ill be retrieved.

A  separate buffer (or storage area) is used to save text that is moved or copied 
with the Move feature in the Table Edit menu. This allows you to retrieve text 
into other tables in the same or different documents. To do so, move to the 
table, then with the Table Edit menu displayed, press Move (Ctrl-F4), select 
Retrieve (4), and select the item you want to retrieve.

When you exit WordPerfect, the buffer is emptied.

I f  you are not in the Table Edit menu, Move works differently. For more 
information, see M o v e  under T a b le , C r e a t e  in R e f e r e n c e .
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For example, if you block the following cells, move them as a block, and 
retrieve them as a block in cell BI . 

Month Shift One Shift Two Shlft Three Shift Four 

January Art Jene 

February Wendy 

March Mark 

I• .. r, n, I I 
~1=-- ~ S l~ 1t\ I 
~ sh~•~ 

Abe 

Carla 

Block on Cf!ll n, Doc 1 Pg J Ln l QAN Pno s• 
Ctcl-Ari-ow ■ Co lU"' " loUOths: Ina Insert; Oel Delete; No ve Mova /Copy: 
1 s1:re: 2 f' or111at; l Lines : 4 Meader: 5 PMt h; 6 Op tions: 7 Join; 8 Split: n 

Your new table will look like this: 

6hlft T>ir•• Shift PDur 

January Lucy Bill 

February Jul l 0 Sa r eh 

March Trl •"' Mt~hael Carla 

tablt"I Edit: Prcssi E•it when done 

Ctrl-Arrows Colu1'n 1111(fth8; Ina Insert ; O@l Delete; l'lcw11 Mova/Copy: 
1 Sii:e; 2 Format: 3 Linea; 4 H@a de r; 5 Hat h; 6 Opt ions; 7 Join; B Sp lit: o 

If you retrieve table text into a table that has a different number of columns, 
only the number of columns that will fit into the new table will be retrieved. 

A separate buffer (or storage area) is used to save text that is moved or copied 
with the Move feature in the Table Edit menu. This allows you to retrieve text 
into other tables in the same or different documents. To do so, move to the 
table, then with the Table Edit menu displayed, press Move (Ctrl-F4), select 
Retrieve (4), and select the item you want to retrieve . 

When you exit WordPerfect, the buffer is emptied. 

If you are not in the Table Edit menu. Move works differently. For more 
information, see Move under Table. Create in Reference. 



Multiple Tables
If you want to create a single table whose top and bottom halves are quite 
different in structure, you may find it easier to create two tables to produce the 
same effect. You can create the second table immediately following the first and 
use the Lines option on the Table Edit menu to change line appearance as 
necessary to make the two tables appear as one (see L in e s  above).

Options
Select Options (6) to change certain settings for all cells in the current table. 

Display Negative Results
Select Display Negative Results (2), then select With Minus Signs (1) to 
display negative numbers with minus signs (e.g., -23) or select With 
Parentheses (2) to display negative numbers inside o f parentheses (e.g., (23)). 
This affects how results are displayed in math calculations. You can enter 
negative numbers yourself with e i t h e r  a minus sign or parentheses.

For information on math and tables see T a b le , M a th  in R e f e r e n c e .

I f a result is already displayed with a minus sign and you decide to re-display it with 
parentheses, you must delete the minus sign before recalculating the number. 
Otherwise, the number mar appear with both a minus sign and parentheses (e.g., 
- ( 9 8 ) ) .

Gray Shading
Select Gray Shading (4), then enter a percentage to determine how much a 
cell w ill be shaded (100% is black). To turn shading on or off, use the Lines 
option (see L in e s  above).

Position of Table
Select Position o f Table (3), then select the alignment option o f your choice 
f o r  t h e  t a b le .  L e f t  a l i g n s  t h e  t a b l e  w i t h  the left m a r g i n ,  R i g h t  a l i g n s  the table 
with the right margin, and Center centers the table between margins. Full 
adjusts the table width to fill the current margins.

Left is the default (initial setting) unless the table is being created in a graphics box. 
I f so. Full is used to keep the width o f the table within the graphics box.

I f  you select Full and the table moves to an area with different margins (e.g, 
a graphics box), or you change the margins where the table is located, 
WordPerfect adjusts the table width so the columns w ill fit between the 
margins.

Set Position prompts you to enter a specific position location for the table.
For example, i f  you enter 2", the table is aligned 2 "  from the left edge o f the 
paper.

You should realize that when a table is originally created and Left is selected 
for the table position, WordPerfect checks the current margins, formats the 
table to occupy the entire space between the left margin and right margin and 
aligns the table with the left margin. Only when the table occupies less
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Multiple Tables 
If you want to create a single table whose top and bottom halves are quite 
different in structure, you may find it easier to create two tables to produce the 
same effect. You can create the second table immediately following the first and 
use the Lines option on the Table Edit menu to change line appearance as 
necessary to make the two tables appear as one (see Lines above). 

Options 
Select Options (6) to change certain settings for all cells in the current table. 

Display Negati\·e Results 
Select Display Negative Results (2), then select With Minus Signs (I) to 
display negative numbers with minus signs (e.g., -23) or select With 
Parentheses (2) to display negative numbers inside of parentheses (e.g., (23)). 
This affects how results are displayed in math calculations. You can enter 
negative numbers yourself with either a minus sign or parentheses. 

For information on math and tables see Table. Math in Reference. 

If a result is already displaved with a minus sign and you decide to re-display it with 
parentheses, you must delete the minus sig11 before recalrnlating the number. 
Otherwise. the number may appear with both a mi11us sign and parentheses (e.g., 
-(98)). 

Gray Shading 
Select Gray Shading (4), then enter a percentage to determine how much a 
cell will be shaded ( IOOo/c is black). To turn shading on or off, use the Lines 
option (see Lines above) . 

Position of Table 
Select Position of Table ( 3 ), then select the alignment option of your choice 
for the Luble. Left ulign~ rhe table with che lefl margin, Righi aligns !he table 
with the right margin, and Center centers the table between margins. Full 
adjusts the table width to fill the current margins. 

Left is rhe default (initial setting) unless the rable is being created in a graphics box. 
If so, Full is used to keep the width of the table within the graphics box. 

If you select Full and the table moves to an area with different margins (e.g, 
a graphics box), or you change the margins where the table is located, 
WordPerfect adjusts the table width so the columns will fit between the 
margins. 

Set Position prompts you to enter a specific position location for the table. 
For example, if you enter 2", the table is aligned 2" from the left edge of the 
paper. 

You should realize that when a table is originally created and Left is selected 
for the table position, WordPerfect checks the current margins, formats the 
table to occupy the entire space between the left margin and right margin and 
aligns the table with the left margin. Only when the table occupies less 
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space than the entire distance between margins do the Right and Center 
options come into effect.

One way to create a table that occupies less space than the entire distance 
between margins is to set the Position option to Left or Right, then decrease 
the size o f one or more columns in the table. When you decrease the size of 
a column and the Position option is set to Left or Right, the size o f the entire 
table decreases (see C o lu m n ,  W id th  under T a b le , F o r m a t  C o lu m n s  a n d  C e l l s  

in R e f e r e n c e ) .

However, i f  you size columns with the Position o f Table option set to Full, 
WordPerfect w ill only adjust the column widths. The width o f the entire 
table w ill remain the same (i.e., extending from left to right margin).

Spacing Between Text and Lines
Spacing Between Text and Lines or “ gutter spacing,”  determines how much 
space you have between text and cell borders. To change spacing, select 
Spacing Between Text and Lines (1), press Enter until you move to the 
spacing value you want to change, then enter a measurement. This allows 
you to “ tighten”  or “ loosen" the table appearance.

Restoring a Row or Column
Pressing Cancel (F I), then typing y for Yes while the Table Edit menu is 
displayed allows you to restore the last row, column, or block o f cells (text and 
structure for rows and columns, text only for blocks) that you deleted. Only the 
last row, column, or block that you deleted is stored in the Table Delete buffer.

The Table Delete buffer is a separate buffer than the one for non-table text, so 
you can use C a n c e l  t w i t h  t h e  T a b l e  E d i t  menu d i s p l a y e d )  t o  m o v e  t a b l e  c o n t e n t s  

from one table to another in the same or different documents.

You cannot restore rows or columns that were deleted with the Size option (see Size 
below).

Size
The Size option is used to add rows and columns to or delete them from the end 
o f a table. After selecting Size (1) a submenu is displayed. The options on this 
submenu are described below.

I f  you enter a number for the Size option that is smaller than the existing number o f 
columns or rows, WordPerfect prompts you to confirm the deletion o f columns or rows.

Columns
Select Columns (2), then enter a number to add columns to or delete them 
from the right end of the table. The number that is displayed after you select 
this option is the number o f columns that currently exist in the table.

For example, i f  your table has four columns and you want to add two 
columns to the right end o f the table, enter 6. When you add columns with 
this option, WordPerfect uses the structure o f the right-most column in the
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space than the entire distance between margins do the Right and Center 
options come into effect. 

One way to create a table that occupies less space than the entire distance 
between margins is to set the Position option to Left or Right, then decrease 
the size of one or more columns in the table. When you decrease the size of 
a column and the Position option is set to Left or Right, the size of the entire 
table decreases (see Column, Width u:1der Table, Format Columns and Cells 
in Reference). 

However, if you size columns with the Position of Table option set to Full, 
WordPerfect will only adjust the column widths. The width of the entire 
table will remain the same (i.e., extending from left to right margin). 

Spacing Between Text and Lines 
Spacing Between Text and Lines or "gutter :,pacing," determines how much 
space you have between text and cell borders. To change spacing. select 
Spacing Between Text and Lines (I), press Enter until you move to the 
spacing value you want to change, then enter a measurement. This allows 
you to "tighten" or "loosen" the table appearance. 

Restoring a Row or Column 
Pressing Cancel (Fl), then typing y for Yes while the Table Edit menu is 
displayed allows you to restore the last row, column, or block of cells (text and 
structure for rows and columns, text only for blocks) that you deleted. Only the 
last row. column, or block that you deleted is stored in the Table Delete buffer. 

The Table Delete buffer is a separate buffer than the one for non-table text, so 
you can use Cancel l with the Table El.Iii menu Llisplayed) 10 move rnble contcnt5 

from one table to another in the same or different documents. 

You cannot restore rows or columns that were deleted with the Size option ( see Size 
below). 

Size 
The Size option is used to add rows and columns to or delete them from the end 
of a table. After selecting Size (1) a submenu is displayed. The options on this 
submenu are described below. 

If you enter a number for the Si::.e option that is smaller than the existing number of 
columns or rows. WordPe,fect prompts you to confirm the deletion of columns or rows. 

Columns 
Select Columns (2), then enter a number to add columns to or delete them 
from the right end of the table. The number that is displayed after you select 
this option is the number of columns that currently exist in the table. 

For example, if your table has four columns and you want to add two 
columns to the right end of the table. enter 6. When you add columns with 
this option, WordPerfect uses the structure of the right-most column in the 



table as the pattern for the columns you are adding. Text is not copied to 
the new column.

Rows
Select Rows (1), then enter a number to add rows to or delete rows from the 
end o f the table. The number that is displayed after you select this option is 
the number o f rows that currently exists in the table.

For example, i f  your table has four rows and you want to add two rows to 
the end o f the table, enter 6. When you add rows with this option, 
WordPerfect uses the structure o f the last row in the table as the pattern for 
the rows you are adding. Text is not copied to the new rows.

Additional information on adding and deleting columns and rows may be found 
under A d d i n g  R o w s  o r  C o lu m n s  and D e l e t i n g  R o w s  o r  C o lu m n s  above.

Split
To split a single cell into multiple rows or columns, move the cursor to the cell, 
then select Split (8). After selecting Split, select Rows (1) or Columns (2) to 
split the cell into rows or columns, then enter the number o f rows or columns 
you want to create from the single cell.

For example, i f  you want to split a cell into 3 rows, select Split (8), select Rows 
(1), then enter 3.

When you split a cell into rows or columns, WordPerfect w ill try to use 
previously existing rows or columns as a pattern for the new columns.
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table as the pattern for the columns you are adding. Text is not copied to 
the new column. 

Rows 
Select Rows ( 1 ), then enter a number to add rows to or delete rows from the 
end of the table. The number that is displayed after you select this option is 
the number of rows that currently exists in the table. 

For example, if your table has four rows and you want to add two rows to 
the end of the tabk. enter 6. When you add rows with this option, 
WordPerfect uses the structure of the last row in the table as the pattern for 
the rows you are adding. Text is not copied to the new rows. 

Additional information on adding and deleting columns and rows may be found 
under Adding Rows or Columns and Deleting Rows or Columns above. 

Split 
To split a single cell into multiple rows or columns, move the cursor to the cell, 
then select Split (8). After selecting Split, select Rows ( 1) or Columns (2) to 
split the cell into rows or columns, then enter the number of rows or columns 
you want to create from the single cell. 

For example, if you want to split a cell into 3 rows. select Split (8), select Rows 
(I), then enter 3. 

When you split a cell into rows or columns, WordPerfect will try to use 
previously existing rows or columns as a pattern for the new columns. 
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In the example below, the highlighted cell in the first screen is split into three 
columns in the second screen.

Table Edit: P r e s s  Exit when d o n e  Cell b 2 Doc 1 Pq 1 Ln 1.42" p o s  3 .2 6 “

Ctrl-Rrrawa Column Widths; Ins insert; Del Delete; Move Move/Copy;
1 Size; 2 Format; 3 Lines; 4 Header; 5 Math; 6 Options; 7 Join; 8 Split: 0

Table Edit: Press Exit when done Cell B2 Doc 1 Pg 1 Dn 1-42" Pos 3.26"

Ctrl-Rrrowa Column Widths; Ins Insert; Del Delete; Move Move/Copy; 
l  S i z e ;  2 Format; 3 L in e s ;  4 H e a d e r; 5 M ath ; 6 Options; 7 Join; 0 Split: 0

You can also split several cells at once by blocking the cells with the Block 
feature (Alt-F4) in the Table Edit menu. The number you enter is the number of 
rows or columns that w ill be created in each blocked cell.

See Also: Lesson 34; Lesson 35; Columns, Parallel; Table, Create; Table,
Format Columns and Cells; Table, Math
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In the example below, the highlighted cell in the first screen is split into three 

columns in the second screen. 

Cell Bl Dc:ie J PQ 1 tn 1.•l" Po" 3.26" 

Ctrl-A:rrou• Col1Jmn Wi(Jtt,a: In ■ Inaert:; tl•l Delete; Movl!! Move/Copy: 

1 Size: 2 Por1nat: 3 Lines: 4 Header: 5 Plath; 6 Opt10n9; ? Jo in: e Split: 0 

Ctrl-Arrows Column W1dt1'111; In• Insart; D•l Delete: l'lav• Move /Copy; 
I St,e: 2 Por1t1a t: J Lin1!!111: 4 Hecider: !5 "stt'I ; fi Options; 7 Join: e Split: O 

You can also split several cells at once by blocking the cells with the Block 
feature (Alt-F4) in the Table Edit menu. The number you enter is the number of 
rows or columns that will be created in each blocked cell. 

See Also: Lesson 34; Lesson 35; Columns. Parallel: Table, Create; Table, 
Format Columns and Cells; Table, Math 



Table, Format Columns and Cells

This reference section describes the Format option on the Table Edit menu. I f  
you want to learn how to create a table or edit text in a table, see T a b le , C r e a t e  

in R e f e r e n c e .  I f  you want to learn more about some o f the other Table Edit 
options, see T a b le , E d i t  S t r u c tu r e  in R e f e r e n c e .  Unless otherwise noted, the 
information in this reference section pertains to table options in the table edit 
mode (when the Table Edit menu is displayed).

You may want to assign a particular format (attributes, size, justification, etc.) to 
cells or columns in a table. The Format option on the Table Edit menu makes 
this process easy.

For example, in the screen below, you w ill notice that the numbers in the left­
most column o f the table are bolded and right justified, while the numbers in the 
right-most column o f the table are decimal-aligned. A ll o f these settings were 
made with the Format option on the Table Edit menu.

You can use Block (Alt-F4) to format several cells or columns. Simply block 
the cells or columns you want to format, then fo llow  the steps below. I f  you are 
blocking columns, you only need to block one cell in the column to represent the 
entire column.

1 Make sure that the cursor is in a table and the Table Edit menu is displayed.

To d is p la y  th e  T ab le  E d it  m en u , m o v e  th e  c u r s o r  to  th e  ta b le , th en  p r e s s  C o lu m n s /T a b le  
( A l t - F 7 ) . ' 2 3

2 Use the Block feature (Alt-F4) to block the cells or columns you want to 
format.

3 Select Format (2) to display the Format submenu.
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Table, Format Columns and Cells 

This reference section describes the Format option on the Table Edit menu. If 
you want to learn how to create a table or edit text in a table. see Table. Create 
in Reference. If you want to learn more about some of the other Table Edit 
options, see Table, Edit Structure in Reference. Unless otherwise noted, the 
information in this reference section pertains to table options in the table edit 
mode (when the Table Edit menu is displayed). 

You may want to assign a particular format (attributes, size, justification, etc.) to 
cells or columns in a table. The Format option on the Table Edit menu makes 
this process easy. 

For example, in the screen below, you will notice that the numbers in the left­
most column of the table are balded and right justified, while the numbers in the 
right-most column of the table are decimal-aligned. All of these settings were 
made with the Format option on the Table Edit menu. 

Student Grade 

001 93. 4 567 

002 88. 4 53 

OOJ 97 . 23 4 1 

004 82.87 4 5 

005 75. 68 

006 99. 999 

007 89. 48953 

008 92.987 

009 77.89 

010 93. 236 

You can use Block (Alt-F4) to format several cells or columns. Simply block 
the cells or columns you want to format, then follow the steps below. If you are 
blocking columns, you only need to block one cell in the column to represent the 
entire column. 

1 Make sure that the cursor is in a table and the Table Edit menu is displayed. 

To display the Table Edit menu. move the cursor to the table, then press Columns/Table 
( Alt-F7). 

2 Use the Block feature (Alt-F4) to block the cells or columns you want to 
format. 

3 Select Format (2) to display the Format submenu. 

TABLE. FORMAT COLUMNS AND CELLS 665 



4 Select Cell (1) to display the options for cell formatting. 

o r

Select Column (2) to display the options for column formatting.

A third option. Row Height also appears at this point. For information on Row 
Height, see R o w  H e i g h t  under N o t e s  below.

5 Select an option and enter the information. For information on each o f the 
Cell and Column options, see the appropriate heading below.

For more information on tables, see L e s s o n  3 4 :  T a b le s — P a r t  I  and L e s s o n  3 5 :  

T a b le s — P a r t  I I  in the W o r d P e r f e c t  W o r k b o o k .

Cell, Attributes
Select Attributes (2) from the Cell Format menu, then select the attribute o f your 
choice for text in the cell. Normal turns o ff all attributes for text in the cell, 
while Reset resets the cell attributes to the column attributes setting (see C o lu m n ,  
A t t r i b u t e s  below). Settings made with the Attributes feature in the normal 
editing screen (Ctrl-F8,1 or 2) are added to any settings made with this option 
(see A t t r i b u t e s  in R e f e r e n c e ) .

I f  y o u  w a n t  to  b o ld  o r  u n d e r l in e  a  c e ll, y o u  c a n  d o  s o  w ith o u t  h a v in g  to  g o  in to  th e  
F o r m a t  o p t io n  b y  m o v in g  to  th e  c e l l  (w ith  th e  T a b le  E d i t  m e n u  d is p la y e d )  a n d  p r e s s in g  
B o ld  (F 6 )  o r  U n d e r lin e  (F 8 ).

Cell, Justify
Select Justify (3) from the Cell Format menu, then select the justification setting 
o f your choice (Left, Right, Center, Full, D ecim a l-Align) tor texi in the cell. 
Reset resets the cell justification to the column justification setting (see C o lu m n ,  

J u s t i f y  below). Settings made with the Justification feature in the normal editing 
screen (Shift-F8,1.3) override any settings made with this option (see 
J u s t i f i c a t io n  in R e f e r e n c e ) .

Cell, Lock
Select Lock (5), then select Lock On (1) from the Cell Format menu when you 
want to “ lock”  a cell. Locking a cell prevents you (or anybody else) from 
changing the information in the cell. Lock is especially useful when you are 
using the Table feature to fill out forms because you can display a form heading 
without worrying about someone altering information in that cell.

You can move the cursor into a locked cell when the Table Edit menu is 
displayed (see T a b le , E d i t  S t r u c tu r e  in R e f e r e n c e ) .  When the cursor is located in 
a locked cell, the Cell heading on the status line is shown in brackets.

Math formulas are always calculated when you select Calculate even i f  the 
formula is located in a locked cell (see T a b le , M a t h  in R e f e r e n c e ) . Spreadsheet 
data can also be imported into locked cells (see S p r e a d s h e e t s ,  I m p o r t  a n d  L in k  in 
R e f e r e n c e ) .
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4 Select Cell ( 1) to display the options for cell formatting. 

or 

Select Column (2) to display the options for column formatting. 

A third option. Row Height also appears at this point. For information on Row 
Height, see Row Height under Notes below. 

5 Select an option and enter the information . For information on each of the 
Cell and Column options. see the appropriate heading below. 

For more information on tables, see Lesson 34: Tables-Part I and Lesson 35: 
Tables-Part II in the WordPe,fect Workbook. 

Cell, Attributes 
Select Attributes (2) from the Cell Format menu. then select the attribute of your 
choice for text in the cell. Normal turns off all attributes for text in the cell, 
while Reset resets the cell anributes to the column attributes setting (see Column, 
Attribwes below). Settings made with the Attributes feature in the normal 
editing screen (Ctrl-F8. I or 2) are added to any settings made with this option 
(see Attributes in Reference). 

If vou want to bold or underline a cell. wm can do so without having to go into the 
Fonnat option bv moving lo the cell (wirh the Table Edit menu displayed) and pressing 
Bold (F6) or Underline (F8). 

Cell, Justify 
Select Justify (3 ) from the Cell Format menu. then select the justification setting 
of your choice ( Len. Kight, Center. FuJI. Dec1maJ-Align) tor iex1 iu !111:: cell. 

Reset resets the cell justification to the column justification setting (see Column, 
Justify below). Settings made with the Justification feature in the normal editing 
screen (Shift-F8,1,3) override any settings made with this option (see 
Justification in Reference). 

Cell, Lock 
Select Lock (5), then select Lock On (I) from the Cell Format menu when you 
want to "lock" a cell. Locking a cell prevents you (or anybody else) from 
changing the information in the cell. Lock is especially useful when you are 
using the Table feature to fill out forms because you can display a form heading 
without worrying about someone altering information in that cell. 

You can move the cursor into a locked cell when the Table Edit menu is 
displayed (see Table, Edit Structure in Reference) . When the cursor is located in 
a locked cell, the Cell heading on the status line is shown in brackets. 

Math formulas are always calculated when you select Calculate even if the 
formula is located in a locked cell (see Table, Math in Reference). Spreadsheet 
data can also be imported into locked cells (see Spreadsheets, Import and Link in 
Reference). 
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You cannot use the Move feature to move text to a locked cell.

Select Lock (5), then select Lock O ff (2) when you want to unlock a cell.

Cell, Type
Selecting Type (1) from the Cell Format menu displays two options: Numeric 
and Text. Normally, WordPerfect considers all cells numeric which means that 
as long as they contain a valid number, they can be calculated with the Math 
options (see M a th  below).

I f  you want to specifically mark a cell as non-numeric, select Text (2). When 
you are in a text cell, a pair o f quotation marks (") is placed next to the Cell 
heading on the status line (e.g., "A l).

I f  you mark a cell that contains a formula as a text cell, it w ill not be calculated. 
Also, text cells cannot be referenced by formulas in other cells. For more 
information on math in tables, see T a b le , M a th  in R e f e r e n c e .

Cell, Vertical Alignment
Selecting Vertical Alignment (4) from the Cell Format menu displays three 
options: Top, Bottom, and Center. These options determine how text is aligned 
vertically in a cell. You w ill not notice the change on the screen, but the text 
w ill display in View Document (Shift-F7,6) and print properly.

Column, Attributes
Select Attributes (2) from the Column Format menu, then select an attribute for 
text in the column. Normal turns o ff all column attributes.

Column, # Digits
Select # Digits (4) from the Column Format menu, then enter a number (up to 4) 
to specify the allowable number o f digits to the right o f a decimal point. For 
example, enter 3 to specify three digits to the right o f a decimal point (e.g., 
35.465). Math results w ill be calculated and displayed according to this setting.

This option also helps WordPerfect position the decimal point i f  you select 
decimal-aligned justification for the column or cell.

This option does not lim it the numbers to the right o f the decimal point that y o u  

can enter.

Column, Justify
Select Justify (3) from the Column Format menu, then select an option (Left, 
Right, Center, Full, or Decimal-Align) to change the justification for text in a 
column.

More information about Justification can be found in J u s t i f i c a t io n  in R e f e r e n c e .  

Decimal-Align justification means that characters w ill be aligned on the 
alignment character. For more information, see C o lu m n  #  D i g i t s  above and 
A l i g n m e n t  C h a r a c t e r  under T a b  A l i g n  in R e f e r e n c e .
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You cannot use the Move feature to move text to a locked cell. 

Select Lock (5), then select Lock Off (2) when you want to unlock a cell. 

Cell, Type 
Selecting Type ( 1) from the Cell Format menu displays two options: Numeric 
and Text. Normally, WordPerfect considers all cells numeric which means that 
as long as they contain a valid number, they can he calculated with the Math 
options (see Math below). 

If you want to specifically mark a cell as non-numeric, select Text (2). When 
you are in a text cell, a pair of quotation marks (") is placed next to the Cell 
heading on the status line (e.g., "Al ). 

If you mark a cell that contains a formula as a text cell, it will not be calculated. 
Also, text cells cannot be referenced by formulas in other cells. For more 
information on math in tables, see Table. Math in Reference. 

Cell, Vertical Alignment 
Selecting Vertical Alignment ( 4) from the Cell Format menu displays three 
options: Top, Bottom, and Center. These options determine how text is aligned 
vertically in a cell. You will not notice the change on the screen, but the text 
will display in View Document (Shift-F7,6) and print properly. 

Column, Attributes 
Select Attributes (2) from the Column Format menu, then select an attribute for 
text in the column . Normal turns off all column attributes. 

Column, # Digits 
Select# Digits (4) from the Column Format menu, then enter a number (up to 4) 
to specify the allowable number of digits to the right of a decimal point. For 
example, enter 3 to specify three digits to the right of a decimal point (e.g., 
35.465). Math results will be calculated and displayed according to this setting. 

This option also helps WordPerfect position the decimal point if you select 
decimal -aligned justification for the column or cell. 

This option does not limit the numbers to the right of the decimal point that you 
can enter. 

Column, Justify 
Select Justify (3 ) from the Column Format menu. then select an option (Left. 
Right, Center, Full, or Decimal-Align) to change the justification for text in a 
column. 

More information about Justification can be found in Justificarion in Reference. 
Decimal-Align justification means that characters will be aligned on the 
alignment character. For more information, see Column # Digits above and 
Alignment Character under Tab Align in Reference. 
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Column, Width
When WordPerfect creates a table, it checks the current margins and the number 
o f columns you specify, then sets default column widths. Selecting Width (1), 
then entering a measurement allows you to change the width o f a column to that 
measurement.

When a column width is increased, the table grows until the right margin is 
reached. When the right margin is reached, WordPerfect decreases the largest 
column to the right o f the expanded column to make room for the expanded 
column. When a column width is decreased, the table width decreases.

In the first screen below, notice that the cursor is located in cell C l.

Table Edit: Press Exit when done Cell Cl noc 1 Pg 1 Ln 1.14" P o s  3.7"

Ctrl-Arrowa Column Widths: In9 Insert; Del Delate; Move Move/Copy;
1 Size; 2 Format; 3 Lines; 4 Header; 5 Math; 6 options; 7 Join; 8 Split: 0

When you expand the width o f cell C l, the width o f cell D1 (the widest cell to 
the right o f C l)  decreases.

Table Edit: Press Exit when done Cell Cl Doc 1 Pg 1 Ln 1.14“ Pos 3.7''

Ctrl-Arrowa Column Widths; Ins Insert; Del Delete; Move Move/Copy;
1 Size; 2 Format; 3 Lines; 4 Header: 5 Math; 6 Options; 7 Join; 8 Split: 0
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Column, Width 
When WordPerfect creates a table, it checks the current margins and the number 
of columns you specify, then sets default column widths. Selecting Width (I), 
then entering a measurement allows you to change the width of a column to that 
measurement. 

When a column width is increased. the table grows unti I the right margin is 
reached. When the right margin is reached, WordPerfect decreases the largest 
column to the right of the expanded column to make room for the expanded 
column. When a column width is decreased . the table width decreases. 

In the first screen below, notice that the cursor is located in cell C I . 

I I 

1' .;ii bl• lidJt : Pre:!ls taJt when don@ Cell Cl Coe l Pq 1 Lr, l. 14" " "" .1. 7-

Ctrl - llrrow11 Column Width!i! In s Inacirt; r:iel O.:alqt:1111; Ko,,.11 Hove/Copy: 
l Siz:e; 2 For-,.at; 3 Lines: 4 Header- : S Nath : 6 Opti ons: 7 Jotr,: 8 Split: 0 

When you expand the width of cell CI. the width of cell DI (the widest cell to 
the right of CI) decreases. 

I I 

T a bl• t:f'lit:: Press l:•it when done Cell C l l)ot': 1 Pq I Ln 1.14" Pn111 .1. 7" 

Ctrl-"r i-o .. • Column llrli dths: Jns Insert; Del Delete; H,.,.,., Move /Copy : 
l S iz:e: 2 Pormet; 3 Lines: 4 Header: 5 Nat t.; 6 Options; '1 .Join: 8 Split: 0 
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Notes

If all cells to the right of the expanded column are the same size, they are 
decreased equally.

When the Table Edit menu is displayed, you can also increase and decrease column 
widths in one character increments by moving the cursor to a column and pressing 
Ctrl-Right Arrow to increase width and Ctrl-Left Arrow to decrease width.

Codes
Changes made with Cell and Column options do not insert codes into your 
document. They simply modify the existing [Cell] and [Tbl Def] codes.

Inserting Tabs
Tab settings above a table are valid for tabs used within the table. You can also 
change tab settings within a table. For more information on setting tabs, see T a b  

S e t  in R e f e r e n c e .

I f  you want to insert a Tab code into a cell (rather than move to the next cell), 
press C tr l-v , then press Tab.

I f  you want to insert a Margin Release code into a cell (rather than move to the 
previous cell), press C trl-v , then press Shift-Tab.

Precedence
When assigning formats to a table, WordPerfect has a system o f precedence.
First o f all, settings made with individual features in the normal editing screen 
(e.g., Attributes, Justification) are added to or override (depending on the feature) 
any settings made with the Table Format feature.

For example, i f  you turn on Bold, all text between the Bold codes is bolded 
regardless o f any settings you make with the Table Format option. The text may 
be bo lded  and ita lic ized  o r bo lded  and underlined  (depending  on your Table 
Format settings), but at the very least, the text w ill be bolded.

I f  you set Justification to Right with the Justification feature, that setting 
overrides any setting you make with the Cell or Column, Justify options.

Second, settings made with the Cell option override any settings made with the 
Column option. I f  text is located in a cell where the Cell option calls for right- 
aligned text and the Column option calls for left-aligned text, the text in the cell 
w ill be right-aligned.

Row Height
Select Format (2) from the Table Edit menu, then select Row Height (3) to 
display a submenu. Select one o f the options on the submenu to determine how 
WordPerfect w ill calculate the height o f the row where the cursor is located.
The submenu options are described below.

You can use the Block feature (Alt-F4) while in the Table Edit menu to block several 
rows o f text, then use the Row Height option to change the height fo r all the rows in the 
block.
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Notes 

If all cells to the right of the expanded column are the same size, they are 
decreased equally. 

Wh en the Table Edit menu is displayed. you can also increase and decrease column 
widths in one character increments by moving the cursor to a column and pressing 
Ctrl-Righc Arrow ru increase widrh and Ctrl-Left Arrow ro decrease width. 

Codes 
Changes made with Cell and Column options do not insert codes into your 
document. They simply modify the existing [Cell ] and [Tb! Def] codes. 

Inserting Tabs 
Tab settings above a table are valid for tabs used within the table . You can also 
change tab settings within a table . For more information on setting tabs, see Tab 
Set in Reference . 

If you want to insert a Tab code into a cell (rather than move to the next cell) , 
press CtrI-v. then press Tab. 

If you want to insert a Margin Release code into a cell (rather than move to the 
previous cell). press Ctrl-v, then press Shift-Tab. 

Precedence 
When assigning formats to a table, WordPerfect has a system of precedence. 
First of all, settings made with individual features in the normal editing screen 
(e.g., Attributes, Justification) are added to or override (depending on the feature) 
any settings made with the Table Format feature. 

For example, if you tum on Bold, all text between the Bold codes is bolded 
regardless of any settings you make with the Table Format option. The text may 
be bolded and italicize d or bolded and underlined (depending on your Table 
Format settings ). but at the very least. the text will be bolded. 

If you set Justification to Right with the Justification feature, that setting 
overrides any setting you make with the Cell or Column, Justify options. 

Second. settings made with the Cell option override any settings made with the 
Column option. If text is located in a cell where the Cell option calls for right­
aligned text and the Column option calls for left-aligned text, the text in the cell 
will be right-aligned. 

Row Height 
Select Format (2) from the Table Edit menu, then select Row Height (3) to 
display a submenu. Select one of the options on the submenu to determine how 
WordPerfect will calculate the height of the row where the cursor is located. 
The submenu options are described below. 

You can use the Block fea ture ( Alt-F4 I while in the Table Edit menu to block several 
rows of text, rhen use the Row Heighr option lo change rhe height for all the rows in rhe 
block. 
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The S i n g l e  L in e  settings allow for only one line o f text in a cell. You cannot 
insert text that extends beyond one line in Single Line cells. Pressing Enter in a 
cell with a single line row height moves the cursor to the next cell.

I f  you already have more than one line o f text in a cell and use this option to 
change the row height to a single line setting, you w ill notice that text that 
extends beyond the right border o f the cell w ill not wrap, w ill not be displayed, 
w ill not show in Reveal Codes, and w ill not print. It w ill, however, be 
remembered by WordPerfect in case you reset the row height to a multi-line 
setting.

Select Single Line Fixed (1), then enter a measurement to set the row height at 
that measurement regardless o f text size. Text that w ill not fit in the 
measurement you enter w ill not be displayed in View Document, nor w ill it 
print. Select Single Line Auto (2), to have WordPerfect calculate the row height 
according to the height of the text in the cell.

The M u l t i - l in e  settings allow text to wrap within the cell (just as it does outside 
o f tables when you reach the end o f a line). Pressing Enter in a cell with a 
multi-line row height inserts a hard return and moves the cursor to the next line 
o f the cell.

Select M ulti-line Fixed (3), then enter a measurement to set the row height at 
that measurement regardless o f text size. With this setting, text that wraps below 
the specified height w ill not print and cannot be viewed in View Document. 
Select M ulti-line Auto (4), to have WordPerfect calculate the row height 
according to the height o f the text in the cell.

See Also: L esson  34; L esson  35; T able, C reate ; Table, E dit S tructure; Table, 
Math

Table, Math

Math lends itself well to tabular form, and you can perform four-function math 
in WordPerfect tables. In fact, depending on your application, you may prefer to 
use Table Math rather than the Math feature described in M a th  in R e f e r e n c e .

You should try both Table Math and the Math feature to see which is best for 
you.
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The Single Line settings allow for only one line of text in a cell. You cannot 
insert text that extends beyond one line in Single Line cells . Pressing Enter in a 
cell with a single line row height moves the cursor to the next cell. 

If you already have more than one line of text in a cell and use this option to 
change the row height to a single line setting, you will notice that text that 
extends beyond the right border of the cell will not wrap. will not be displayed, 
will not show in Reveal Codes. and will not print. It will. however. be 
remembered by WordPerfect in case you reset the row height to a multi-line 
setting. 

Select Single Line Fixed ( I), then enter a measurement to set the row height at 
that measurement regardless of text size. Text that will not fit in the 
measurement you enter will not be displayed in View Document. nor will it 
print. Select Single Line Auto (2), to have WordPerfect calculate the row height 
according to the height of the text in the cell. 

The Multi-line settings allow text to wrap within the cell (just as it does outside 
of tables when you reach the end of a line). Pressing Enter in a cell with a 
multi-line row height inserts a hard return and moves the cursor to the next line 
of the cell. 

Select Multi -line Fixed (3 ), then enter a measurement to set the row height at 
that measurement regardless of text size. With this setting, text that wraps below 
the specified height will not print and cannot be viewed in View Document. 
Select Multi-line Auto (4). to have WordPerfect calculate the row height 
according to the height of the text in the cell. 

See Also: Lesson 34; Lesson 35; Table , Create; Table , Edit Structure ; Table, 

Math 

Math lends itself well to tabular form, and you can perform four-function math 
in WordPerfect tables. In fact, depending on your application. you may prefer 10 

use Table Math rather than the Math feature described in Math in Reference. 
You should try both Table Math and the Math feature to see which is best for 
you. 



The following invoice was created and calculated with the Table feature:

1 Make sure that the cursor is in a table and the Table Edit menu is displayed.

To display the Table Edit menu, move the cursor to the table, then press C o lu m n s /T a b le  
(AU-F7).'

2 Select Math (5) to display the Math submenu.

3 Choose a math option and enter the appropriate information (see the options 
under N o t e s  below).

Notes Calculate
When you enter a formula in a table, WordPerfect immediately calculates it.

To have WordPerfect re-calculate all formulas or functions you may have 
entered in the table (see F o r m u la  and F u n c t io n s  below), select Math (5) from the 
Table Edit menu, then select Calculate (1).

I f  you make changes to any cells that would affect a calculated result, re­
calculate the results. The last result calculated is the result that is displayed and 
printed.

Copy Formula
To copy a formula from one cell to another, move the cursor to the cell that 
contains the formula you want to copy, then select Math (5) from the Table Edit 
menu. Next, select Copy Formula (3), select Cell (1), move to the cell where 
you want to copy the formula, then press Enter.

To copy a formula from one cell to the cell(s) underneath or to the right o f the 
cell, move the cursor to the cell that contains the formula you want to copy,
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The following invoice was created and calculated with the Table feature : 

HALVAlnt......,Uon•I 
~voica 

" 

1 Make sure that the cursor is in a table and the Table Edit menu is displayed. 

To displav the Table Edit menu, move the cursor to the table, then press Columns/Table 
(A lt-F7/. 

2 Select Math (5) to display the Math submenu. 

3 Choose a math option and enter the appropriate information (see the options 
under Notes below). 

Calculate 
When you enter a formula in a table, WordPerfect immediately calculates it. 

To have WordPerfect re-calculate all formulas or functions you may have 
entered in the table (see Formula and Functions below), select Math (5) from the 
Table Edit menu. then select Calculate (I). 

If you make changes to any cells that would affect a calculated result, re­
calculate the results. The last result calculated is the result that is displayed and 
printed. 

Copy Formula 
To copy a formula from one cell to another, move the cursor to the cell that 
contains the formula you want to copy, then select Math (5) from the Table Edit 
menu. Next, select Copy Formula (3), select Cell (I), move to the cell where 
you want to copy the formula, then press Enter. 

To copy a formula from one cell to the cell(s) underneath or to the right of the 
cell, move the cursor to the cell that contains the formula you want to copy, 
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select Math (5), select Copy Formula (3), select Down (2) or Right (3), then 
enter a number to copy the formula down or to the right the specified number o f 
times.

For example, i f  you enter 3 after selecting Down, WordPerfect w ill copy the 
formula to the three cells directly beneath the left margin o f the cell in which the 
cursor is located.

O n ly  th e  fo r m u la  is  c o p ie d  to  th e  c e l l  w ith  th is  o p tio n . C e ll  a ttr ib u te s , ju s tif ic a tio n , a n d  
o th e r  c e l l  c o n te n ts  a r e  not.

Formula
To enter a math formula in the cell where the cursor is located, select Math (5) 
from the Table Edit menu, then select Formula (2). A  formula may reference 
any cell in the table. The following are some examples o f formulas that you can 
enter in a table:

A1*A2 Multiplies the number in cell A1 by the number in cell A2.

B1-B2/C1 Subtracts the number in cell B2 from the number in cell B l,
then divides the difference by the number in C 1.

D 3+D 4-A1 Adds the number in cell D3 to the number in D4, then
subtracts the number in A1 from the sum.

I f  you begin to create a formula, then realize you need to exit the formula 
definition to check the location o f a cell, you can do so. WordPerfect maintains 
the formula, so that you can return to the formula and make the necessary 
editing changes.

I f  you wish, you can simply create a formula for a table cell that does not 
reference any other cells (e.g., 65.4*34). This is useful for any quick 
calculations you may need to make.

You can also enter column letters without numbers (B*C) as a formula. I f  you 
do, WordPerfect w ill assume you are referring to the specified columns on the 
row where the formula is located. For example, i f  you enter (B*C) in a cell on 
row 2, WordPerfect w ill treat the formula as B2*C2.

In order for WordPerfect to correctly calculate a formula, the cells represented in 
the formula must contain a valid number. Positive and negative decimal 
numbers (e.g., 23.4) as well as integers (e.g., -45) are considered valid numbers. 
Cells with letters only are not considered valid numbers, but cells that contain 
any numbers at all are considered to contain valid numbers. I f  you want to 
specifically mark a cell as non-numeric, you can do so with the Format option 
(see C e l l ,  T y p e  under T a b le , F o r m a t  C o lu m n s  a n d  C e l l s  in R e f e r e n c e ) .

I f  a cell contains two numbers on separate lines, WordPerfect uses the number 
closest to the bottom in calculations. I f  the two numbers are on the same line, 
any spaces between the digits are ignored and the two numbers are interpreted as 
one number (e.g., 2 4 is interpreted as 24 in calculation).
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select Math (5), select Copy Formula (3), select Down (2) or Right (3), then 
enter a number to copy the formula down or to the right the specified number of 
times. 

For example, if you enter 3 after selecting Down, WordPerfect will copy the 
formula to the three cells directly beneath the left margin of the cell in which the 
cursor is located. 

Only the formula is copied to the cell with this option. Cell attributes, justification, and 
other cell contents are not. 

Formula 
To enter a math formula in the cell where the cursor is located. select Math (5) 
from the Table Edit menu, then select Formula (2). A formula may reference 
any cell in the table. The following are some examples of formulas that you can 
enter in a table: 

Al*A2 

81-82/Cl 

D3+04-Al 

Multiplies the number in cell A I by the number in cell A2. 

Subtracts the number in cell 82 from the number in cell BI, 
then divides the difference by the number in CI. 

Adds the number in cell D3 to the number in D4, then 
subtracts the number in Al from the sum. 

If you begin to create a formula, then realize you need to exit the formula 
definition to check the location of a cell, you can do so. WordPerfect maintains 
the formula. so that you can return to the formula and make the necessary 
editing changes. 

If you wish, you can simply create a formula for a table cell that does not 
reference any other cells (e.g., 65.4*34). This is useful for any quick 
calculations you may need to make. 

You can also enter column letters without numbers (B*C) as a formula. If you 
do, WordPerfect will assume you are referring to the specified columns on the 

row where the formula is located. For example, if you enter (B*C) in a cell on 
row 2, WordPerfect will treat the formula as B2*C2. 

In order for WordPerfect to correctly calculate a formula, the cells represented in 
the formula must contain a valid number. Positive and negative decimal 
numbers (e.g., 23.4) as well as integers (e.g., -45) are considered valid numbers. 
Cells with letters only are not considered valid numbers, but cells that contain 
any numbers at all are considered to contain valid numbers. If you want to 
specifically mark a cell as non-numeric, you can do so with the Format option 
(see Cell, Type under Tahle, Format Columns and Cells in Reference). 

If a cell contains two numbers on separate lines. WordPerfect uses the number 
closest to the bottom in calculations. If the two numbers are on the same line. 

any spaces between the digits are ignored and the two numbers are interpreted as 
one number (e.g., 2 4 is interpreted as 24 in calculation). 



I f  WordPerfect cannot calculate the formula (e.g., one o f the cells you are 
referencing in a formula is a text cell), the calculated result w ill be displayed as 
two question marks (??). Check the formula to make sure that it is correct and 
that the cells you are referencing are numeric cells.

You must enter the addition (+), subtraction (-), multiplication (*), and division 
(/) operators from the keyboard. Do not confuse them with the functions (see 
F u n c t i o n s  below).

WordPerfect calculates math formulas in tables the same way it does in the Math 
feature. When there are two or more operators, they are calculated from left to 
right. Parentheses can change the order o f operation. For more information on 
calculation order, see C a l c u l a t i o n  O r d e r  under M a th ,  F o r m u l a s  in R e f e r e n c e .

As you add rows or columns to your table or when you copy formulas to other 
cells, WordPerfect uses a concept called “ relative cell references”  to update 
formulas in your table. For example, i f  you have a formula in cell B 1 that 
references cell A1 (the cell that is one cell to the left) and move that formula to 
cell D8, the formula w ill reference cell C8 (the cell that is one cell to the left).

I f  rows or columns are inserted or deleted between a formula and the cell it 
references, the formula may need to be edited. I f  you are unsure about the 
formula, move to the cell that contains the formula. When you are in a cell that 
contains a formula, the formula is shown at the left edge o f the screen just below 
the table.

To delete a formula from a cell, move to a location inside the table, press 
Columns/Table (Alt-F7) to enter the Table Edit menu. Move the cursor to the 
cell that has the formula and press Backspace.

Functions (+, =, *)
The Functions (+, =, *> are used in calculations and function the same way they 
do in the Math feature. You can enter a function by selecting Math (5) from the 
Table Edit menu, then selecting the function, or by selecting Math, selecting 
Formula (2), then entering the function. I f  you type a plus sign, an equal sign, 
or an asterisk from the keyboard without selecting Math, then selecting Formula, 
WordPerfect w ill not treat those symbols as functions.
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If WordPerfect cannot calculate the formula (e.g., one of the cells you are 
referencing in a formula is a text cell), the calculated result will be displayed as 
two question marks (??). Check the formula to make sure that it is correct and 
that the cells you are referencing are numeric cells. 

You must enter the addition(+), subtraction(-), multiplication(*), and division 
(/) operators from the keyboard. Do not confuse them with the functions (see 
Functions below). 

WordPerfect calculates math formulas in tables the same way it does in the Math 
feature . When there are two or more operators. they are calculated from left to 
right. Parentheses can change the order of operation. For more information on 
calculation order, see Calculation Order under Math, Formulas in Reference. 

As you add rows or columns to your table or when you copy formulas to other 
cells, WordPerfect uses a concept called "relative cell references" to update 
formulas in your table. For example, if you have a formula in cell 8 I that 
references cell A 1 (the cell that is one cell to the left) and move that formula to 
cell D8, the formula will reference cell CS (the cell that is one cell to the left). 

If rows or columns are inserted or deleted between a formula and the cell it 
references, the formula may need to be edited. If you are unsure about the 
formula, move to the cell that contains the formula. When you are in a cell that 
contains a formula, the formula is shown at the left edge of the screen just below 
the table. 

To delete a formula from a cell, move to a location inside the table, press 
Columns/fable (Alt-F7) to enter the Table Edit menu. Move the cursor to the 
cell that has the formula and press Backspace. 

Functions (+, =, *) 
The Fu11uium· (-t-, =, "'J are used in calculations and function the same way they 
do in the Math feature. You can enter a function by selecting Math (5) from the 
Table Edit menu, then selecting the function, or by selecting Math, selecting 
Formula (2), then entering the function. If you type a plus sign, an equal sign, 
or an asterisk from the keyboard without selecting Math, then selecting Formula, 
WordPerfect will not treat those symbols as functions. 
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The Subtotal function (+) adds the numbers directly above the function. For 
example, Subtotal functions in cells B3 and B6 below display the following 
results when calculated:

A  SUBTOTAL ONE 
A  SUBTOTAL TWO

A  SUBTOTAL ONE 
A  SUBTOTAL TWO 
A  SUBTOTAL THREE 
A  TOTAL ONE 
A  TOTAL TWO

Result 1 94.56
Result 2 89.54

subtotal 1 194.10 92. OS Down

Result 3 9a. 65
Result 4 93.23

Subtotal 2 £ ►  191.88 95.94 Up

Total 1

Result 5

Subtotal 3

Total 2

Grand Total

Cell DIO Doc 1 Pg 1 Ln 3.66" Poe 6.07"

The Total function (=) adds the subtotals directly above the function. For 
example, Total functions in B7 and BIO below display the following result:

Result 1 94.56

Result 2 89-54

Subtotal 1 £ *  184.10 92.05 Down
Result 3 98.65
Result 4 93.23

Subtotal 2 ^ 1 9 1 . 8 0 95.94 Up

Total 1 375.98 <3 94.00 up

Result 5 93.45

Subtotal 3 \ P  93.45 93.45 up

Total 2 ^  93.45 93.45 Up

Grand Total

Cell DIO Doc 1 Pg 1 Ln 3.66" Poa 6.07"
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A SUBTOTAL ONE 

A SUBTOTAL TWO 

A SUBTOTAL ONE 

A SUBTOTAL TWO 

A SUBTOTAL THREE 
;h TOTAL ONE 

A. TOTAL TWO 
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The Subtotal function (+) adds the numbers directly above the function. For 
example, Subtotal functions in cells B3 and 86 below display the following 
results when calculated: 

R~sult I 'H. 56 

t).. tA4-10 

■<1111111lt ] 

R@.su1t 4 t;lJ. 23 

C:,. l'ill.8fl 95. g ,11 Up 

■• • ult S 

S u.l:itotal J 

C@ll IH(I rloc 1 Fg 1 Ln 3. 66 " F[lll CL01 " 

The Total function (=) adds the subtotals directly above the function. For 
example, Total functions in 87 and 810 below display the following result: 

Rl!! GU lt 1 Cl4. 56 

Rf!!lult l 89- 54 

P> "' 10 92.0S Dawn 

■l!sault J 'Hl .O~ 

93.23 

S ul:itotal :I ~ 1'31. 88 gs. 911 Up 

'T ot.al 1 375.98 oCll 'l4.00 Up 

R@!lUlt S 93.45 

S u.tittital J ~ 93.4' gJ,45 Up 

Tatal l [♦ 9 3 .45 

Gr,1n cl Tntal 

Cell D10 Doc I Pg I LR J.66" Fait 6.07" 



The Grand Total function (*) adds the totals directly above the function. For
example, the Grand Total function in B 11 below displays the following result:

A  TOTAL ONE 
A  TOTAL TWO 
A  GRAND TOTAL

Result 1 94.56

[Result 2 89. S4

Subtotal 1 104.10 92.05 Down
Result 3 98.65

Result 4 93.23

Subtotal 2 191.88 95-94 Up
Total 1 375.98 94.00 Up
Result 5 93.45

Subtotal 3 93.45 93.45 Up
Total 2 [ >  93.45 93.45 Up
Grand T o t a l [5^469.43 93.69 uE

Cell Dll Doc 1 Fg 1 In 3.94" Pos 6.07"

Negative Numbers
You can enter negative numbers with either a minus sign or parentheses.

You can change the way negative numbers are displayed with a setting on the 
Options menu (see O p t i o n s  under T a b le , E d i t  S t r u c tu r e  in R e f e r e n c e ).

See Also: Table, Create; Table, Edit Structure; Table, Format Columns and 
Cells
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A TOTAL ONE 

bl. TOTAL TWO 

A GRAND TOTAL 

The Grand Total function (*) adds the totals directly above the function. For 
example, the Grand Total function in B 11 below displays the following result: 

Re sult l 9•L~ 6 

All!!9ul t ' M . 54 

Subtotal l J8 4 .1 0 '.l2 . 05 Down 

Rl!,ult 3 9 0 . 6 5 

Re$ult . g3. 23 

Subtotal ' J 91 _ 88 " " Up 

Total l ~ 3,s .se 94. 00 Up 

R@!a1lt 5 93. 4 5 

Subtotal Q3. 4.'.i 93. 4S Up 

To tal ' I), 93 .45 q3_ 4 5 Up 

Grand Total r-. <l69. 4:1 93. 89 Up 

Cell Dll Doc l Pg 1 Ln 3.94" Pos 6 .07" 

Negative Numbers 
You can enter negative numbers with either a minus sign or parentheses. 

You can change the way negative numbers are displayed with a setting on the 
Options menu (see Options under Table, Edit Structure in Reference). 

See Also: Table, Create; Table, Edit Structure: Table, Format Columns and 
Cells 
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Table of Authorities

A  table o f authorities is a list of citations. This table is used primarily for legal 
briefs to list where citations o f specific cases and statutes occur in a document.

A table o f authorities can be divided into one or more sections (e.g., cases, 
statutes, regulations) with a different format for each section. WordPerfect sorts 
the authorities within each section alphanumerically.

A  SECTION HEADING 
A  AUTHORITY (CITATION) 
A  PAGE NUMBERING STYLE TABLE OF AUTHORITIES

Constitution, Statutes, and Regulations:

United States Constitution:
Fifth Amendment (Equal Protection

^  Clause] ............................
Sixth Amendment (Right to Speedy

Civil Rights Act of 1964:

42 U.S.C. 1981 . . . .
42 U.S.C. 1982 . . . .
42 U.S.C. 1983 . . . .
42 U.S.C. 1988 . . . .

«, t ,  9, ll, 13, 16 

. . . . 12, 19, 54

5
5
4
2

Equal Access to Justice Act:
20 U.S.C. 2412(b).................................... 4, 22, 41
28 U.S.C. 2412(d)...................................... 22, 41

There are three basic steps to creating a table o f authorities:

• Mark the authorities you want included in the table.
• Define each section o f the table.
• Generate the table.

Each step is exclusive of the others. For example, you could mark text as you 
write, define the different sections while formatting the document, and generate 
the table just before your final edit. Later, you could edit the marked text or the 
table definition, and then regenerate the table.

The instructions for these three steps are divided into separate sections in 
R e f e r e n c e .  To begin, see T a b le  o f  A u t h o r i t i e s ,  M a r k  T e x t, then see T a b le  o f  

A u t h o r i t i e s ,  D e f in e , and finally see G e n e r a t e .

Notes Master Documents
I f  your document is extremely long, you may want to use the Master Documents 
feature to break it into smaller pieces. You can still generate one table of 
authorities for the master document and all subdocuments (see M a s t e r  

D o c u m e n t s  in R e f e r e n c e ).
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Table of Authorities 

A SECT ION HEADING 

A AUTHORITY (CITATION) 

..\ PAGE NUMBERING STYLE 

Notes 

676 TABLE OF AUTHORITIES 

A table of authorities is a list of citations. This table is used primarily for legal 
briefs to list where citations of specific cases and statutes occur in a document. 

A table of authorities can be divided into one or more sections (e.g., cases, 
statutes, regulations) with a different format for each section. WordPerfect sorts 
the authorities within each section alphanumerically. 

'l'Ali l [ or AUTHOR]TIES 

Constitution. Statutes:, an rl RiP gulations: 

Unit,.d States Constitut-ioti: 

Fifth ,.mendment (Equal Prot.'1ction 
Clause] ........... . 

SiJCth Amendment (Right to Speedy 

Civil Rights Act of 1964 : 

42 U.S.C 1981 
42 u.s.c. 1982 
42 u.s.c. 1983 
42 u.s.c. 1988 

EQUdl ,.ccess to Just.lee Act; 

28 U.S .C 2412( b) .• 
2B U . S.C 2412(d) • , 

13, 16 

12, 19, 54 

5 
5 

• 4 
. 2 

. 4. 22. 41 
22, 41 

There are three basic steps to creating a table of authorities: 

• Mark the authorities you want included in the table. 
• Define each section of the table. 
• Generate the table . 

Each step is exclusive of the others. For example, you could mark text as you 
write. define the different sections while formatting the document, and generate 
the table just before your final edit. Later, you could edit the marked text or the 
table definition, and then regenerate the table. 

The instructions for these three steps are divided into separate sections in 
Reference. To begin, see Table of Authorities, Mark Text, then see Table of 
Authorities, Define, and finally see Generate. 

Master Documents 
If your document is extremely long. you may want to use the Master Documents 
feature to break it into smaller pieces. You can still generate one table of 
authorities for the master document and all subdocuments (see Master 
Documents in Reference) . 



Table of Authorities Design
Before you begin marking the authorities for a table, you should consider the design 
o f the table, especially the number o f sections and the order each section w ill 
appear. When you mark an authority, you w ill be asked for the section number.

See Also: Generate; Table o f Authorities, Define; Table o f Authorities, Mark 
Text

Table of Authorities, Define

Once you have marked the authorities you want (see T a b le  o f  A u t h o r i t i e s ,  M a r k  

T e x t in R e f e r e n c e ) ,  you are ready to define where and how they should appear in 
the table of authorities.

Since you marked each authority in the document for a specific section in the 
table, you should already know what type o f authority each section w ill include. 
One or more o f the following categories are commonly used (and may even 
serve as section headings):

• Cases
• Constitution, Statutes, and Regulations
• Legislative Material
• Treaties
• Miscellaneous

For each section you include, you need to create a heading, then define the 
format for that section.

1 Move the cursor to the place in your document where you want the section 
to appear when it is generated.

2 I f  you want the section on a separate page, press Hard Page (Ctrl-Enter).

3 Type a heading (e.g.. Cases:, Treaties:), then press Enter as many times as 
you want to add extra spacing.

You can use any formatting you want for the heading (e.g., bold, indents).

4 Press Mark Text (Alt-F5), select Define (5), then select Define Table o f 
Authorities (4).

CB S e le c t  D e f in e  f r o m  th e  M a r k  m en u , th en  s e le c t  T able  o f  A u th o r it ie s .

5 Enter the number o f the section you want to define (1 to 16).

S e c tio n s  d o  N O T  h a v e  to  b e  o r d e r e d  s e q u e n tia l ly  in th e  d o cu m en t.

6 Set the dot leader, underlining, and blank line options from the displayed 
menu (see F o r m a t  O p t i o n s  below).
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Table of Authorities Design 
Before you begin marking the authorities for a table, you should consider the design 
of the table, especially the number of sections and the order each section will 
appear. When you mark an authority, you will be asked for the section number. 

See Also: Generate; Table of Authorities, Define; Table of Authorities, Mark 
Text 

Table of Authorities, Define 

Once you have marked the authorities you want (see Table of Authorities, Mark 
Text in Reference). you are ready to define where and how they should appear in 
the table of authorities. 

Since you marked each authority in the document for a specific section in the 
table, you should already know what type of authority each section will include. 
One or more of the following categories are commonly used (and may even 
serve as section headings): 

• Cases 
• Constitution, Statutes, and Regulations 
• Legislative Material 
• Treaties 
• Miscellaneous 

For each section you include, you need to create a heading, then define the 
format for that section. 

1 Move the cursor to the place in your document where you want the section 
to appear when it is generated. 

2 If you want the section on a separate page, press Hard Page (Ctrl-Enter). 

3 Type a heading (e.g., Cases:, Treaties:), then press Enter as many times as 
you want to add extra spacing. 

You can use any formatting you want for the heading (e.g .. bold, indents). 

4 Press Mark Text (Alt-FS), select Define (5), then select Define Table of 
Authorities ( 4 ). 

CB Select Define from the Mark menu, then select Table of Authorities. 

5 Enter the number of the section you want to define ( I to 16). 

Sections do NOT hm•e to be ordered sequentially in the dornment. 

6 Set the dot leader, underlining, and blank line options from the displayed 
menu (see Format Options below). 
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Notes

7 Press Exit (F7) or Enter to save the section definition.

Follow the steps above for each section you want in the table (you w ill probably 
want to skip step 2 for each additional section). Each section can have its own 
unique format i f  you choose.

You should now set a new page number for the page immediately following the 
table o f authorities. I f  you do not, page number references may not be accurate 
after the table is generated (since the table w ill likely introduce new pages into 
the document). I f  a New Page Number code is not found when the table is 
generated, a warning message w ill appear.

To set a new page number,

1 Press Hard Page (Ctrl-Enter) to insert a hard page break after the table of 
authorities.

2 Press Format (Shift-F8), then select Page (2).

CB S e le c t  P a g e  f r o m  th e  L a y o u t  m enu.

3 Select Page Numbering (6), select New Page Number (1), and enter the page 
number you want the document to start with after the table of authorities.

4 Press Exit (F7).

Once you have defined all the sections o f the table, inserted a new page number, 
and marked the text for each section, you can generate the table (see G e n e r a t e  in 
R e f e r e n c e ) .

[Det Mark:]
Each time you define a section o f the table, [Def Mark:ToA,#] (where #  represents 
the section number you defined) is inserted into the Reveal Codes screen at the 
cursor position. The table section w ill be generated at this code. I f  you are using 
the Master Documents feature, [Def Mark:] should be in the master document 
and not in one o f the subdocuments (see M a s t e r  D o c u m e n t s  in R e f e r e n c e ) .

Format Options
After entering the section number, a menu appears that lets you set the format 
for the section.

Dot Leaders (1)
Type y to include a dot leader with page numbers aligned at the right 
margin; type n to keep the numbers flush right, without a dot leader.

Blank Line Between Authorities (2)
Type y for double spacing between authorities; type n for single spacing. 

Underlining Allowed (3)
Type y to keep Underline codes in the text o f the entries in this section; type 
n to have all Underline codes deleted when the table is generated.
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Notes 

7 Press Exit (F7) or Enter to save the section definition. 

Follow the steps above for each section you want in the table (you will probably 
want to skip step 2 for each additional section). Each section can have its own 
unique format if you choose. 

You should now set a new page number for the page immediately following the 
table of authorities. If you do not, page number references may not be accurate 
after the table is generated (since the table will likely introduce new pages into 
the document). If a New Page Number code is not found when the table is 
generated, a warning message will appear. 

To set a new page number, 

1 Press Hard Page (Ctrl-Enter) to insert a hard page break after the table of 
authorities. 

2 Press Format (Shift-FS), then select Page (2). 

[8 Select Page from rhe Lamut menu. 

3 Select Page Numbering (6), select New Page Number (I), and enter the page 
number you want the document to start with after the table of authorities. 

4 Press Exit (F7). 

Once you have defined all the sections of the table, inserted a new page number. 
and marked the text for each section, you can generate the table (see Generate in 
Reference). 

[Def Mark:) 
Each time you define a section of the table, [Def Mark:ToA,#] (where# represents 
the section number you defined) is inserted into the Reveal Codes screen at the 
cursor position. The table section will be generated at this code. If you are using 
the Master Documents feature, [Def Mark:] should be in the master document 
and not in one of the subdocuments (see Master Documents in Reference). 

Format Options 
After entering the section number, a menu appears that lets you set the format 
for the section. 

Dot Leaders (I) 
Type y to include a dot leader with page numbers aligned at the right 
margin; type n to keep the numbers flush right, without a dot leader. 

Blank Line Between Authorities (2) 
Type y for double spacing between authorities; type n for single spacing. 

Underlining Allowed (3) 
Type y to keep Underline codes in the text of the entries in this section; type 
n to have all Underline codes deleted when the table is generated. 
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You can change these settings permanently with the Initial Settings option on the 
Setup key (see I n i t i a l  S e t t i n g s  in R e f e r e n c e ) .

Numbering Type
I f  you want to change the type o f number used in a table o f authorities (from 
Arabic to Roman, for example), you can use the New Page Number feature 
(Shift-F8,2,6,l). Changing the page number type with the New Page Number 
feature affects both page numbers displayed in the document and those generated 
in a table, list, or index. See P a g e  N u m b e r i n g  in R e f e r e n c e  for details.

See Also: Generate; Table of Authorities; Table of Authorities, Mark Text

Table of A u th o rities , M a rk  Text

After you have a firm idea o f how you would like your table o f authorities 
organized (e.g., number o f sections, section headings, section order), the next 
step in creating a table o f authorities is to mark the authorities (citations) you 
want listed in the table. You can mark authorities within the body o f the 
document, as well as in footnotes, endnotes, and graphic boxes.

The first time you mark an authority, you edit the text as you want it to appear 
in the table. This mark is called the f u l l  f o r m .  As part o f the fu ll form mark, 
you also assign a nickname or s h o r t  f o r m ,  which may simply be a part o f the fu ll 
form text (e.g., the first name in the case being cited). The short form is used 
for convenience each subsequent time you mark the authority (since some 
authorities can be quite long).

To mark an authority,

1 Find an occurrence o f the authority within the document and block the text 
(Alt-F4).

2 Press Mark Text (Alt-F5) and select ToA (4).

CB Select Table o f Authorities from the Mark menu, then select Mark Full.

3 Enter the section number o f the table where you want the authority inserted 
(1 through 16).

4 Edit the text in the special editing screen to make it appear as you want it in 
the table.

You can use most WordPerfect editing and formatting features to edit the full 
form text (see F u l l  F o r m  below).

5 Press Exit (F7) to save the edited text.
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You can change these settings permanently with the Initial Settings option on the 
Setup key (see Initial Settinxs in Reference). 

Numbering Type 
If you want to change the type of number used in a table of authorities (from 
Arabic to Roman. for example), you can use the New Page Number feature 
(Shift-FS.2,6, I). Changing the page number type with the New Page Number 
feature affects both page numbers displayed in the document and those generated 
in a table, list, or index. See Page Numbering in Reference for details. 

See Also: Generate; Table of Authorities; Table of Authorities, Mark Text 

Table of Authorities, Mark Text 

After you have a firm idea of how you would like your table of authorities 
organized (e.g., number of sections, section headings, section order), the next 
step in creating a table of authorities is to mark the authorities (citations) you 
want listed in the table. You can mark authorities within the body of the 
document, as well as in footnotes, endnotes, and graphic boxes. 

The first time you mark an authority, you edit the text as you want it to appear 
in the table. This mark is called the full form. As part of the full form mark, 
you also assign a nickname or short furm, which may simply be a part of the full 
form text (e.g., the first name in the case being cited). The short form is used 
for convenience each subsequent time you mark the authority (since some 
authorities can be quite long). 

To mark an authority. 

1 Find an occurrence of the authority within the document and block the text 
(Alt-F4). 

2 Press Mark Text ( Alt-FS) and select ToA ( 4 ). 

[BJ Select Table of Authorities from the Mark menu, then select Mark Full. 

3 Enter the section number of the table where you want the authority inserted 
(I through I 6 ). 

4 Edit the text in the special editing screen to make it appear as you want it in 
the table. 

You can use most WordPerfect editing and formatting features to edit the full 
form text (see Full Form below). 

5 Press Exit (F7) to save the edited text. 
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A  [ToA:#; t e x t .  Full Form] code (where # represents the section number you 
defined, and t e x t  represents the text o f the short form) is inserted into the Reveal 
Codes screen at the cursor.

You are now asked to enter a short form nickname.

6 Press Enter to use the displayed text as the short form name. 

o r

Edit the text and press Enter to use the short form name you want.

The short form name must be unique, since it is used to identify other 
occurrences o f the same authority in the text (see S h o r t  F o r m  below).

After entering the short form name, a Mark Text code for the fu ll form name is 
inserted into your text at the cursor position.

Now you can mark all subsequent occurrences o f that authority with the short 
form.

7 Press Home,Home,Up Arrow (T) to move the cursor to the beginning o f the 
document.

8 Press Extended Search (Home,F2) to search through text, footnotes, 
endnotes, and graphic boxes for an occurrence o f the authority.

9 Type a few characters or words o f the authority (or type the entire authority 
i f  you want), then press ^Search (F2) to start the search.

When the search ends, the cursor w ill be to the right o f the characters you
s e a r c h e d  f o r .

10 Press Mark Text (Alt-F5) and select ToA Short Form (4).

ra Select Table o f Authorities from the Mark menu, then select Mark Short.

11 I f  the short form name is displayed, press Enter to accept it. 

o r

Enter the correct short form name.

Repeat steps 8 through 11 until you have marked every occurrence o f the 
authority.

I f  you block the short form text before step 10 above, the short form name w ill 
always be displayed in step 11.

After entering the short form name, a \ T o A \ \ t e x t ]  code (where t e x t  represents the 
text o f the short form) is inserted into the text at the cursor position.

Once you have marked all your authorities, you are ready to define the table of 
authorities (see T a b le  o f  A u t h o r i t i e s ,  D e f in e  in R e f e r e n c e ) .
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A [ToA:#; text: Full Form] code (where # represents the section number you 
defined, and text represents the text of the short fonn ) is inserted into the Reveal 
Codes screen at the cursor. 

You are now asked to enter a short form nickname. 

6 Press Enter to use the displayed text as the short form name. 

or 

Edit the text and press Enter to use the short form name you want. 

The short form name must be unique, since it is used to identify other 
occurrences of the same authority in the text (see Short Fonn below). 

After entering the short fonn name, a Mark Text code for the full form name is 
inserted into your text at the cursor position. 

Now you can mark all subsequent occurrences of that authority with the short 
form. 

7 Press Home,Home,Up Arrow (i ) to move the cursor to the beginning of the 
document. 

8 Press Extended Search (Home,F2) to search through text, footnotes, 
endnotes, and graphic boxes for an occurrence of the authority. 

9 Type a few characters or words of the authority (or type the entire authority 
if you want), then press •Search (F2) to start the search. 

When the search ends, the cursor will be to the right of the characters you 
~cun.:hcd for. 

10 Press Mark Text (Alt-FS) and select ToA Short Form (4). 

1 81 Select Table of Authorities from the Mark menu, then select Mark Short. 

11 If the short form name is displayed, press Enter to accept it. 

or 

Enter the correct short form name. 

Repeat steps 8 through 11 until you have marked every occurrence of the 
authority. 

If you block the short form text before step l O above, the short form name will 
always be displayed in step 11. 

After entering the short form name, a [ToA:;text] code (where text represents the 
text of the short form) is inserted into the text at the cursor position. 

Once you have marked all your authorities, you are ready to define the table of 
authorities (see Table of Authorines, Define in Reference). 
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Notes Full Form
A fu ll form contains the text o f a complete citation as it w ill appear in the table 
o f authorities. The text o f a fu ll form citation can be up to 30 lines long. You 
may want to include bold, italics, etc. You may also want to shorten the lines 
with Enter or indent the beginning o f all lines after the first line by pressing 
♦ I n d e n t  ( F 4 ) ,  then ♦ M a r g i n  R e l e a s e  (Shift-Tab) at the beginning o f the first 
line.

Full Form, Edit
After you have generated a table o f authorities, you may need to change a fu ll 
form. To edit a fu ll form, find the first occurrence o f the authority (use ♦Search 
(F2) or the page reference listed in the original table).

1 Move the cursor to the immediate right o f the [ToA:] code (use Reveal 
Codes to be sure).

2 Press Mark Text (Alt-F5), select Define (5), then select Edit Table of 
Authorities Full Form (5).

US Select Table o f Authorities from the Mark menu, then select Edit Full.

3 Edit the Full Form text ( if  desired).

4 Press E x it (F7) to save the changes.

5 Enter the section number.

I f  there is no Mark Text code for the fu ll form before the cursor, the text o f the 
nearest fu ll form after the cursor is displayed.

Once you have edited the fu ll form, you w ill need to generate the table of 
authorities again to display the changes.

Short Form
A short form is an abbreviation o f the fu ll form. It is used for convenience in 
marking, so you don’ t have to keep entering the complete text o f the fu ll form. 
Only one short form name can be assigned to any single authority in the 
document. I f  the short form you enter is already associated with another fu ll 
form o f an authority, an error message appears when you generate the table o f 
authorities, and WordPerfect places asterisks instead o f page numbers next to the 
text o f the second fu ll form.

I f  you enter a short form name that does not match any existing fu ll forms, the 
short form name appears with an asterisk at the beginning o f the table o f 
authorities when generated.

See Also: Generate; Table o f Authorities; Table o f Authorities, Define
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Notes Full Form 
A full fonn contains the text of a complete citation as it will appear in the table 
of authorities. The text of a full fonn citation can be up to 30 lines long. You 
may want to include bold, italics. etc. You may also want to shorten the lines 
with Enter or indent the beginning of all lines after the first line by pressing 
Undent (F4), then •Margin Release (Shift-Tab) at the beginning of the first 
line. 

Full Form, Edit 
After you have generated a table of authorities, you may need to change a full 
form. To edit a full form, find the first occurrence of the authority (use •Search 
(F2) or the page reference listed in the original table). 

1 Move the cursor to the immediate right of the [ToA:] code (use Reveal 
Codes to be sure) . 

2 Press Mark Text (Alt-F5), select Define (5), then select Edit Table of 
Authorities Full Form (5). 

[8) Select Table of Authorities from the Mark menu, then select Edit Full. 

3 Edit the Full Form text (if desired). 

4 Press Exit (F7) to save the changes. 

5 Enter the section number. 

If there is no Mark Text code for the full form before the cursor, the text of the 
nearest full form after the cursor is displayed. 

Once you have edited the full form, you will need to generate the table of 
authorities again to display the changes. 

Short Form 
A short form is an abbreviation of the full form. It is used for convenience in 
marking, so you don ' t have to keep entering the complete text of the full form. 
Only one short form name can be assigned to any single authority in the 
document. If the short form you enter is already associated with another full 
form of an authority, an error message appears when you generate the table of 
authorities, and WordPerfect places asterisks instead of page numbers next to the 
text of the second full form. 

If you enter a short form name that does not match any existing full forms, the 
short form name appears with an asterisk at the beginning of the table of 
authorities when generated. 

See Also: Generate; Table of Authorities; Table of Authorities, Define 
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Table of Contents

You can have WordPerfect generate (create) a table o f contents for a document. 
You can include up to five levels and define the numbering style for each level.

A  LEVEL ONE 
A  LEVEL TWO 
A  LEVEL THREE 
A  NUMBERING STYLE

When the table o f contents is generated, the entries w ill be listed in the order in 
which they appear in the document.

There are three basic steps to creating a table o f contents:

• Mark the text you want included in the table.
• Define the location o f the table and the numbering style for each level.
• Generate the table.

Each step is exclusive o f the others. For example, you could mark text as you 
write, define the table while formatting the document, and generate the table just 
before your final edit. Later, you could edit the marked text or the table 
definition, and then regenerate the table.

The instructions for these three steps are divided into separate sections in 
R e f e r e n c e .  To begin, see T a b le  o f  C o n te n t s ,  M a r k  T e x t, then see T a b le  o f  

C o n te n t s ,  D e f in e , and finally see G e n e r a t e .

Notes Master Documents
I f  your document is extremely long, you may want to use the Master Documents 
feature to break it into smaller pieces. You can still generate one table of 
contents for the master document and all subdocuments (see M a s t e r  D o c u m e n t s  

in R e f e r e n c e ) .

See Also: Lesson 22; Generate; Table o f Contents, Define; Table o f Contents, 
Mark Text
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Table of Contents 

A. LEVEL ONE 

A LEVEL TWO 

& LEVEL THREE 

.& NUMBERING STYLE 

Notes 
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You can have WordPerfect generate (create) a table of contents for a document. 
You can include up to five levels and define the numbering style for each level. 
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When the table of contents is generated. the entries will be listed in the order in 
which they appear in the document. 

There arc three basic steps to creating a tahle of contents: 

• Mark the text you want included in the table. 
• Define the location of the table and the numbering style for each level. 
• Generate the table. 

Each step is exclusive of the others. For example, you could mark text as you 
write, define the table while formatting the document, and generate the table just 
before your final edit. Later, you could edit the marked text or the table 
definition. and then regenerate the table. 

The instructions for these three steps are divided into separate sections in 
Reference. To begin, see Tahle of Contents, Mark Text, then see Table of 
Contents. Define, and finally see Generate. 

Master Documents 
lf your document is extremely long, you may want to use the Master Documents 
feature to break it into smaller pieces. You can still generate one table of 
contents for the master document and all subdocuments (see Master Documents 
in Reference). 

See Also: Lesson 22; Generate: Table of Contents, Define; Table of Contents, 
Mark Text 



Table of Contents, Define

Once you have marked the text you want (see T a b le  o f  C o n te n t s ,  M a r k  T e x t in 
R e f e r e n c e ) ,  you need to define the location for the table o f contents and the 
numbering style for each level o f heading.

To define the location and numbering style.

1 Move the cursor to the place in the document where you want the table to 
appear (usually the beginning o f the document).

2 I f  you are at the beginning o f the document and want the table generated on 
a page o f its own, press Hard Page (Ctrl-Enter) to create a page break, then 
press Up Arrow (T).

3 I f  you want to type a heading (title) for the table, type it now, then press 
Enter as many times as you want to add extra spacing.

4 Press M a r k  Text (Alt-F5), select Define (5), then select Define Table of 
Contents (1).

31 Select Define from the Mark menu, then select Table o f Contents.

5 Enter the number o f heading levels you want in the table by selecting 
Number o f Levels (1) and entering a number (1 through 5).

6 Select Display Last Level in Wrapped Format (2) and type y to wrap the last 
level o f entries ( if  you selected more than one level). See W r a p p e d  L e v e l s  

below.

o r

Skip to step 7 i f  you do not want the last level to wrap ( if  you have selected 
more than one level).

7 Select Page Numbering (3) and enter a numbering style for each level (see 
N u m b e r i n g  S t y l e s  below). Use the arrow keys to move among the levels.

8 Press E xit (F7) to exit the Page Numbering menu.

A t this point, you may want to set a new page number for the page immediately 
following the table o f contents. I f  you do not, page number references may not 
be accurate after the table is generated (since the table w ill likely introduce new 
pages into the document).

To insert a new page number,

1 Move the cursor down until it is just below the page break you created in 
step 2 above.

2 Press Format (Shift-F8), then select Page (2).

ZB Select Page from the Layout menu.
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Once you have marked the text you want (see Table of Contents. Mark Text in 
Reference) , you need to define the location for the table of contents and the 
numbering style for each level of heading. 

To define the location and numbering style. 

1 Move the cursor to the place in the document where you want the table to 
appear (usually the beginning of the document). 

2 If you are at the beginning of the document and want the table generated on 
a page of its own, press Hard Page (Ori-Enter) to create a page break, then 
press Up Arrow (i). 

3 If you want to type a heading (title ) for the table, type it now, then press 
Enter as many times as you want to add extra spacing. 

4 Press Mark Text (Alt-F5 ), select Define (5), then select Define Table of 
Contents ( I) . 

[8 Select Define from the Mark menu. then select Table {!l Contents. 

5 Enter the number of heading levels you want in the table by selecting 
Number of Levels (I ) and entering a number ( I through 5 ). 

6 Select Display Last Level in Wrapped Format (2) and type y to wrap the last 
level of entries (if you selected more than one level) . See Wrapped Levels 
below. 

or 

Skip to step 7 if you do not want the last leve l to wrap ( if you have selec ted 
more than one level). 

7 Select Page Numbering (3) and enter a numbering style for each level (see 
Numbering Styles below). Use the arrow keys to move among the levels. 

8 Press Exit (F7) to exit the Page Numbering menu . 

At this point, you may want to set a new page number for the page immediately 
following the table of contents . If you do not. page number references may not 
be accurate after the table is generated (since the table will likely introduce new 
pages into the document). 

To insert a new page number, 

1 Move the cursor uown until it is just below the page break you created in 
step 2 above. 

2 Press Format (Shift-F8), then select Page (2). 

'.J3I Select Page from the Layout mena. 
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3 Select Page Numbering (6), select New Page Number (1), and enter the page 
number you want the document to start with after the table o f contents.

4 Press E x it (F7).

Once you have defined the table o f contents, set a new page number i f  you 
wanted, and marked the text for the table, you are ready to generate it (see 
G e n e r a t e  in R e f e r e n c e ) .

[Def Mark:]
When you select a numbering style, [Def Mark: ToC,#:#] (where the first # 
represents the number o f levels in the table, and the second #  represents the 
numbering style for each level) is inserted into your text at the cursor position. 
The table w ill be generated at this code. I f  you are using the Master Documents 
feature. [Def Mark:] should be in the master document and not in one o f the 
subdocuments (see M a s t e r  D o c u m e n t s  in R e f e r e n c e ) .

Numbering Styles
Numbering styles refer to the way the page numbers are displayed. You can 
choose one o f the following five numbering styles for each level o f heading:

• No page numbers
• Page numbers following the entries (separated by a space)
• Page numbers in parentheses following the entries (separated by a space)
• Flush right page numbers
• Flush right page numbers with dot leaders

You cannot select a flush right style for the last level i f  you also want it to wrap 
(see W r a p p e d  L e v e l s  below).

The five options above affect the placement o f page numbers in a table of 
contents. I f  you want to change the actual type o f number used (from Arabic to 
Roman, for example), you can use the New Page Numbering feature on the 
Format menu (Shift-F8,2,6,l). Changing the page number type with the New 
Page Number feature affects both page numbers displayed in the document and 
those generated in a table, list, or index. See P a g e  N u m b e r i n g  in R e f e r e n c e  for 
details.

Wrapped Levels
When WordPerfect wraps the last level o f heading in a table o f contents, the 
headings follow one another, wrapping at the right margin as i f  they were one 
paragraph o f information. Page numbers are placed in parentheses following 
each heading.

You cannot select a flush right style for the last level i f  you also want it to wrap.

See Also: Lesson 22; Generate; Table of Contents; Table of Contents, Mark
Text
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3 Select Page Numbering (6), select New Page Number (I), and enter the page 
number you want the document to start with after the table of contents. 

4 Press Exit (F7 ). 

Once you have defined the table of contents, set a new page number if you 
wanted. and marked the text for the table, you are ready to generate it (see 
Generate in Reference). 

[Def Mark:) 
When you select a numbering style, [Def Mark: ToC.#:#] (where the first # 
represents the number of levels in the table, and the second # represents the 
numbering style for each level) is inserted mto your text at the cursor position. 
The table will be generated at this code. If you are using the Master Documents 
feature. [Def Mark:] should be in the master document and not in one of the 
subdocuments (see Master Dornments in Reference). 

Numbering Styles 
Numbering styles refer to the way the page numbers are displayed. You can 
choose one of the following five numbering styles for each level of heading: 

• No page numbers 
• Page numbers following the entries (separated by a space) 
• Page numbers in parentheses following the entries (separated by a space) 
• Flush right page numbers 
• Flush right page numbers with dot leaders 

You cannot select a flush right style for the last level if you also want it to wrap 
(see Wrapped Levels below). 

The five options above affect the placement of page numbers in a table of 
contents. If you want to change the actual type of number used (from Arabic to 
Roman, for example), you can use the New Page Numbering feature on the 
Format menu (Shift-F8,2,6, 1 ). Changing the page number type with the New 
Page Number feature affects both page numbers displayed in the document and 
those generated in a table, list, or index. See Page Numbering in Reference for 
details. 

Wrapped Levels 
When WordPerfect wraps the last level of heading in a table of contents. the 
headings follow one another. wrapping at the right margin as if they were one 
paragraph of information. Page numbers are placed in parentheses following 
each heading. 

You cannot select a flush right style for the last level if you also want it to wrap. 

See Also: Lesson 22; Generate; Table of Contents; Table of Contents, Mark 
Text 



Table of Contents, Mark Text

The first step in creating a table o f contents is marking the text you want 
included in the table.

To mark text,

1 Block the word or phrase you want included (Alt-F4).

2 Press Mark Text (Alt-F5) and select ToC ( l) .

LB S e le c t  T ab le  o f  C o n te n ts  f r o m  th e  M a r k  m enu .

3 Enter the table level number in which you want to include the text (1 
through 5).

Repeat the steps above for each item you want included in the table. Once you 
have marked all the entries you want, you should define the table. See T a b le  o f  
C o n te n t s .  D e f in e  in R e f e r e n c e .

Notes [Mark:] and [End Mark:]
When you mark text, [Mark:ToC,#J (where # represents the level number for the 
marked text) is inserted before the text in the Reveal Codes screen, and 
[End Mark:] is inserted after. Any codes included in the block o f text (Bold, 
Underline, Center) are included with the text when the table is generated.

I f  you decide you do not want a word or phrase included in a table, delete 
[Mark:] before generating.

See Also: Lesson 22; Generate; Table o f Contents; Table o f Contents, Define

Text In/Out

The Text In/Out feature is used to import and export text in various usable 
formats. It does the following:

• Retrieves a DOS (ASCII) text file into WordPerfect.

• Saves the document on your screen as a DOS text file, as a WordPerfect 4.2 
or 5.0 file, or in a generic word processing format.

• Converts a block o f text to a comment.

• Imports information from cells in a spreadsheet, or links spreadsheet cells to 
a WordPerfect document. For more information on these features, see 
S p r e a d s h e e t .  I m p o r t  a n d  L in k  in R e f e r e n c e .

For document conversions other than those listed above, see the sections under 
S e e  A l s o  below.
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Table of Contents, Mark Text 
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Text In/Out 

The first step in creating a table of contents is marking the text you want 
included in the table. 

To mark text, 

1 Block the word or phrase you want included (Alt-F4). 

2 Press Mark Text (Alt-FS) and select ToC ( 1 ). 

rn Select Table of Contents from the Mark menu. 

3 Enter the table level number in which you want to include the text ( 1 
through 5). 

Repeat the steps above for each item you want included in the table. Once you 
have marked all the entries you want, you should define the table. See Table of 
Contents. Define in Reference. 

(Mark:] and [End Mark:] 
When you mark text. [Mark:ToC.#J ( where # represents the level number for the 
marked text) is inserted before the text in the Reveal Codes screen. and 
[End Mark:] is inserted after. Any codes included in the block of text (Bold, 
Underline, Center) are included with the text when the table is generated. 

lf you decide you do not want a word or phrase included in a table, delete 
[Mark:) before generating. 

See Also: Lesson 22; Generate; Table of Contents; Table of Contents, Define 

The Text In/Out feature is used to import and export text in various usable 
formats. It does the following: 

• Retrieves a DOS (ASCII) text file into WordPerfect. 

• Saves the document on your screen as a DOS text file. as a WordPerfect 4.2 
or 5.0 file, or in a generic word processing format. 

• Converts a block of text to a comment. 

• Imports information from cells in a spreadsheet. or links spreadsheet cells to 
a WordPerfect document. For more information on these features. see 
Spreadsheet. Import and Link in Reference. 

For document conversions other than those listed above. see the sections under 
See Also below. 
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The Text In/Out key also contains the Locked Document (Password) and 
Document Comments features (see L o c k e d  D o c u m e n t s  and D o c u m e n t  C o m m e n t s  

in R e f e r e n c e ) .

To retrieve (import) a DOS text file into WordPerfect,

1 Press Text In/Out (Ctrl-F5), select DOS Text (1), then select Retrieve 
(CR/LF to [HRt]) (2), or Retrieve (CR/LF to [SRt] in Ft-Zone) (3) (see 
C R /L F  below).

US S e le c t  T ext In  o n  th e  F i le  m en u , th en  s e le c t  D O S  Text ( C R /L F  to  H R t)  o r  D O S  Text 
( C R /L F  to  S R t).

2 Enter the filename o f the DOS text file to be retrieved.

To save (export) a WordPerfect document in a different file format,

1 Press Text In/Out (Ctrl-F5), select DOS Text (1), then select Save (1) to 
save the file in DOS Text format.

o r

Press Text In/Out (Ctrl-F5), select Save As (3), then select Generic (1), 
WordPerfect 5.0 (2). or WordPerfect 4.2 (3) to save the file in another 
format.

LB S e le c t  Text O u t on  th e  F i le  m en u , th en  s e le c t  D O S  T ex t, G e n e r ic , W P 5 .0  o r  W P 4 .2 .

2 Enter a filename for the converted (output) file.

I f  th e  f i le n a m e  a lr e a d y  ex is ts , y o u  a r e  p r o m p te d  to  r e p la c e  th e  f i le . T ype y  to  r e p la c e  th e
f i l e ,  n r  n  t o  e n t e r  a  d i f f e r e n t  f i l e n a m e .

Notes Block to Comment
I f  Block (Alt-F4) is on when you press Text In/Out (Ctrl-F5), you are asked i f  
you want to create a comment (see D o c u m e n t  C o m m e n t s  in R e f e r e n c e ) .  I f  you 
type y for yes, the blocked text becomes a comment.

CR/LF
CR/LF (Carriage Return/Line Feed) is a set o f codes in a DOS text file that ends 
a line and moves the cursor to the beginning o f the next line. I f  you choose to 
have CR/LF’s converted to soft returns, the retrieved text file more closely 
matches WordPerfect format.

When CR/LF’s are converted to soft returns in the hyphenation zone (see 
H y p h e n a t i o n  Z o n e  in R e f e r e n c e ) ,  hard returns in the middle o f a paragraph are 
eliminated. Any sequence o f two or more < C R x L F >  codes preserves the 
original format (i.e., converts each pair o f codes to hard returns).

I f  you are converting CR/LF’s to hard returns, you may want to reset your 
margins to make them wider than those o f the document which you are 
retrieving. This helps to preserve the current format of your document.
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The Text In/Out key also contains the Locked Document (Password) and 
Document Comments features (see Locked Documents and Document Comments 
in Reference). 

To retrieve (import) a DOS text tile into WordPerfect. 

1 Press Text In/Out (Ctrl-FS ), select DOS Text ( 1 ). then select Retrieve 
(CR/LF to [HRt]) (2), or Retrieve (CR/LF to [SRt] in H-Zone) (3) (see 
CRILF below). 

[81 Select Text In on the File menu, then select DOS Text (CR/LF to HRt) or DOS Text 
/CR/LF to SRt ). 

2 Enter the filename of the DOS text file to be retrieved. 

To save (export) a WordPerfect document in a different tile format, 

1 Press Text In/Out (Ctrl-FS ), select DOS Text ( 1 ), then select Save (I) to 
save the file in DOS Text format. 

or 

Press Text In/Out (Ctrl-F5), select Save As (3). then select Generic (I). 
WordPerfect 5.0 (2). or WordPerfect 4.2 (3) to save the file in another 
format. 

[8] Select Text Out on the File menu, then select DOS Text, Generic, WP5.0 or WP4.2. 

2 Enter a filename for the converted ( output) file. 

If the filename already exists, _,·011 are prompted to replace the file. Tvpe y to replace the 
filo, or 11 to entl'r o dijf.,rent fil ,momt>. 

Block to Comment 
If Block (Alt-F4) is on when you press Text In/Out (Ctrl-FS), you are asked if 
you want to create a comment (see Document Comments in Reference). If you 
type y for yes, the blocked text becomes a comment. 

CR/LF 
CR/LF (Carriage Return/Line Feed) is a set of codes in a DOS text file that ends 
a line and moves the cursor to the beginning of the next line. If you choose to 
have CR/LF's converted to soft returns, the retrieved text file more closely 
matches WordPerfect format. 

When CR/LF's are converted to soft returns in the hyphenation zone (see 
Hyphenation Zone in Reference), hard returns in the middle of a paragraph are 
eliminated. Any sequence of two or more <CR><LF> codes preserves the 
original format (i.e., converts each pair of codes to hard returns) . 

If you are converting CR/LF' s to hard returns, you may want to reset your 
margins to make them wider than those of the document which you are 
retrieving. This helps to preserve the current format of your document. 



If you are converting CR/LF’s to soft returns, you should set the width of your 
margins as close as possible to the margins of your DOS text file.

Default Filename
When you use the Text Out feature to save a DOS text or generic word 
processor file that was retrieved using Text In in the same format, a default 
filename appears next to the prompt. You can press Enter to save the file under 
its original name and format.

If you use Save (F10) or Exit (F7) to save a file which was retrieved as DOS 
text through Text In, no default filename appears. If you enter a filename, the 
file is saved in WordPerfect format, not DOS text format.

When you save any version of a WordPerfect document in the same or later 
version WordPerfect format, a default filename appears. If you save the 
WordPerfect document in the format of a previous WordPerfect version, or in a 
different format, the default filename does not appear at the “Document to be 
saved’’ prompt. To display the default filename, press Retrieve (Shift-FlO).

DOS Text Files
Sometimes you may want to preserve just the text of a document, without any of 
the formatting codes. You can accomplish this by saving the file as a DOS text 
file. A DOS text file contains text, spaces, and carriage returns. Formatting 
codes are eliminated to make the file acceptable to many other programs. For 
example, some grammar-checkers cannot handle WordPerfect documents, but can 
check a DOS text file. Some output devices also require a DOS text file.

When you save a WordPerfect document as a DOS text file, codes for features 
such as Date, Soft Hyphens, and Paragraph Numbering are converted to ASCII 
text. (Soft hyphens are converted to hard hyphens.) *Indent, Undent*, Center, 
Tab Align, and Flush Right are converted to spaces. Columns, footnotes, 
endnotes, headers, footers, etc., are deleted. You can preserve these formats with 
space fill in the file by printing to disk. If you do so, however, all the printing 
codes will also be contained in DOS format in the file. (See Printing to Disk in 
Reference for more information on using this feature.)

When you use Text In to retrieve a DOS text file as a WordPerfect document, 
you must specify how you want the end-of-line codes converted. See CRJLF 
above. You can also retrieve the file through the List Files menu (see List Files 
in Reference)', however, you cannot specify how you want the Carriage Returns 
and Line Feeds converted when you retrieve them this way.

If you want to edit a DOS text file (e.g., CONFIG.SYS or AUTOEXEC.BAT), 
Text In/Out lets you use WordPerfect as a “program editor” to retrieve and save 
the file. If you use the Text In feature to edit batch files, be sure to save your 
changes as a text file using Text Out. If you use the WordPerfect Save feature, 
the text file will be saved as a WordPerfect document and will no longer be 
recognized as a batch file by DOS. (To correct this situation, simply retrieve the 
file in WordPerfect using Retrieve (Shift-FlO) or List (F5, 1), then use the Text 
Out feature to export the file in DOS Text format.)
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If you are converting CR/LF's to soft returns, you should set the width of your 
margins as close as possible to the margins of your DOS text file. 

Default Filename 
When you use the Text Out feature to save a DOS text or generic word 
processor file that was retrieved using Text In in the same format, a default 
filename appears next to the prompt. You can press Enter to save the file under 
its original name and format. 

If you use Save (FI 0) or Exit (F7) to save a file which was retrieved as DOS 
text through Text In, no default filename appears. If you enter a filename, the 
file is saved in WordPerfect format. not DOS text format. 

When you save any version of a WordPerfect document in the same or later 
version WordPerfect format, a default filename appears. If you save the 
WordPerfect document in the format of a previous WordPerfect version, or in a 
different format, the default filename does not appear at the "Document to be 
saved'' prompt. To display the default filename, press Retrieve (Shift-FIO). 

DOS Text Files 
Sometimes you may want to preserve just the text of a document, without any of 
the formatting codes. You can accomplish this by saving the file as a DOS text 
file. A DOS text file contains text, spaces, and carriage returns. Formatting 
codes are eliminated to make the file acceptable to many other programs. For 
example, some grammar-checkers cannot handle WordPerfect documents, but can 
check a DOS text file. Some output devices also require a DOS text file. 

When you save a WordPerfect document as a DOS text file, codes for features 
such as Date. Soft Hyphens, and Paragraph Numbering are converted to ASCII 
text. (Soft hyphens are converted to hard hyphens.) • Indent, • Indent•, Center, 
Tab Align, un<l Flush Right are convened to spaces. Columns, footnotes, 
endnotes, headers, footers, etc., are deleted. You can preserve these formats with 
space fill in the file by printing to disk. If you do so, however. all the printing 
codes will also be contained in DOS format in the file. (See Printing to Disk in 
Reference for more information on using this feature.) 

When you use Text In to retrieve a DOS text file as a WordPerfect document, 
you must specify how you want the end-of-line codes converted. See CRILF 
above. You can also retrieve the file through the List Files menu (see List Files 
in Reference); however, you cannot specify how you want the Carriage Returns 
and Line Feeds converted when you retrieve them this way. 

If you want to edit a DOS text file (e.g., CONFIG.SYS or AUTOEXEC.BAT), 
Text In/Out lets you use WordPerfect as a "program editor" to retrieve and save 
the file. If you use the Text In feature to edit batch files, be sure to save your 
changes as a text file using Text Out. If you use the WordPerfect Save feature, 
the text file will be saved as a WordPerfect document and will no longer be 
recognized as a batch file by DOS. (To correct this situation, simply retrieve the 
file in WordPerfect using Retrieve (Shift-FI 0) or List (FS, I), then use the Text 
Out feature to export the file in DOS Text format.) 
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Extended Characters
Extended characters from the WordPerfect character sets that are not located in 
the IBM character set are stored as ASCII character 254 (a box) when converted 
to a DOS text, generic word processor, or WordPerfect 4.2 or 5.0 file.

Generic Word Processor Format
A file saved in a generic word processing format is saved without WordPerfect- 
specific codes. Text format is maintained, however. Spaces are used in place of 
Center, Flush Right, and Soft Return codes. <C R xLF> is used in place of hard 
returns, Indent codes are converted to Tabs, and Tab codes are retained.

WordPerfect 4.2 or 5.0 Format
Save your WordPerfect 5.1 documents in WordPerfect 4.2 or 5.0 format when 
you want to edit or use the document in their respective versions of WordPerfect. 
You may also want to save documents in 4.2 or 5.0 format when you wish to 
use them with other companies’ software products which accept 4.2 or 5.0 
format files, or for conversion to WordPerfect for other hardware systems.

If a 5.1 code has no corresponding 4.2 code, the code is deleted from the 
document during the conversion to 4.2 format (unless you modify the .CRS file), 
(see Document Conversion, WordPerfect 5.1 to 4.2 in Reference). If a 5.1 code 
has no corresponding 5.0 code, [Unknown] appears in place of that code in the 
5.0 document. The [Unknown] codes are ignored by WordPerfect 5.0; however, 
you can see them in the Reveal Codes screen. Although the codes are ignored in 
WordPerfect 5.0, the original meaning of each code is preserved. If you retrieve 
the document back into 5.1 format, they are restored as originally entered. (You 
can check this in Reveal Codes of WordPerfect 5.1.)

B e c a u s e  th e  [ U n k n o w n ]  c o d e s  a r e  n o t  r e c o g n i z e d  in  W o r d P e r f e c t  5 .0 ,  y o u  m a y  h a v e  to  
m a k e  s o m e  f o r m a t t i n g  a d ju s tm e n t s  t o  th e  c o n v e r t e d  f i l e .

The conversion of a WordPerfect 5.1 file to a 5.0 file does not use a .CRS file. 
The conversion of a WordPerfect 5.1 file to a 4.2 file does use a .CRS file. A 
.CRS file allows you to specify how certain codes are converted. For more 
information on .CRS files, see Document Conversion, WordPerfect 5.1 to 4.2 in 
Reference for more information on .CRS files.

Without a .CRS file, 5.1 tables are converted to parallel columns, merge 
commands that have a 5.0 or 4.2 equivalent are converted to their 4.2 or 5.0 
equivalent code, and left and full justification are converted to justification off 
and on, respectively.

Files in 4.2 and 5.0 format require no manual conversion to be compatible with 
WordPerfect 5.1. When you retrieve a 4.2 or 5.0 document into 5.1, it is 
converted to a 5.1 format.

See Also: Convert Program; Document Comments; Document Conversion, 
WordPerfect 5.1 to 4.2; DOS and WordPerfect; Focked Documents; Spreadsheet, 
Import and Link

Extended Characters 
Extended characters from the WordPerfect character sets that are not located in 
the IBM character set are stored as ASCII character 254 (a box) when converted 
to a DOS text. generic word processor, or WordPerfect 4.2 or 5.0 file. 

Generic Word Processor Format 
A file saved in a generic word processing format is saved without WordPerfect­
specific codes. Text format is maintained. however. Spaces are used in place of 
Center, Flush Right, and Soft Return codes. <CR><LF> is used in place of hard 
returns, Indent codes are converted to Tabs, and Tab codes are retained. 

WordPerfect 4.2 or 5.0 Format 
Save your WordPerfect 5.1 documents in WordPerfect 4.2 or 5.0 format when 
you want to edit or use the document in their respective versions of WordPerfect. 
You may also want to save documents in 4.2 or 5.0 format when you wish to 
use them with other companies' software products which accept 4.2 or 5.0 
format files, or for conversion to WordPerfect for other hardware systems. 

If a 5.1 code has no corresponding 4.2 code, the code is deleted from the 
document during the conversion to 4.2 format (unless you modify the .CRS file). 
(see Document Conversion, WordPerfect 5.1 to 4.2 in Reference) . If a 5.1 code 
has no corresponding 5.0 code, (Unknown) appears in place of that code in the 
5.0 document. The I Unknown] codes are ignored by WordPerfect 5.0; however, 
you can see them in the Reveal Codes screen. Although the codes are ignored in 
WordPerfect 5.0, the original meaning of each code is preserved. If you retrieve 
the document back into 5.1 format, they are restored as originally entered. (You 
can check this in Reveal Codes of WordPerfect 5.1 .) 

Because the [ Unknown] codes are not recognized in WordPerfect 5.0. you may have to 
make some formatting adjustmems to the converted file. 

The conversion of a WordPerfect 5.1 file to a 5.0 file does not use a .CRS file. 
The conversion of a WordPerfect 5.1 file to a 4.2 file does use a .CRS file. A 
.CRS file allows you to specify how certain codes are converted. For more 
information on .CRS files, see Document Conversion, WordPerfect 5.1 to 4.2 in 
Reference for more information on .CRS files . 

Without a .CRS file, 5.1 tables are converted to parallel columns, merge 
commands that have a 5.0 or 4.2 equivalent are converted to their 4.2 or 5.0 
equivalent code. and left and full justification are converted to justification off 
and on. respectively. 

Files in 4.2 and 5.0 format require no manual conversion to be compatible with 
WordPerfect 5.1. When you retrieve a 4.2 or 5.0 document into 5.1, it is 
converted to a 5.1 format. 

See Also: Convert Program; Document Comments; Document Conversion, 
WordPerfect 5.1 to 4.2; DOS and WordPerfect; Locked Documents; Spreadsheet, 
Import and Link 



Text Screen Type

Since WordPerfect can run on several different types of display cards with 
several different types of monitors, it needs to know the type of display card and 
monitor you have. This information is necessary because the method for 
displaying graphics and text on the screen differs from display card to display 
card and monitor to monitor.

A text driver is one of the files WordPerfect uses to communicate with a display 
card and monitor. These files, which end with a .VRS (video resource file) 
extension, are used to correctly display text in non-graphics screens.

If you have trouble displaying text on your monitor screen or notice an unwanted 
change in text display after you exit a graphics screen such as View Document, 
it could be that the correct text driver isn’t selected.

WordPerfect uses a feature called Text Screen Type to select the correct text 
driver. When you install WordPerfect, it attempts to automatically select the 
correct text driver for your system.

The initial text driver WordPerfect selects is a text driver that works with most 
common display cards and monitors. This driver resides in the 
STANDARD.VRS file which is installed with the WordPerfect program files and 
should reside in the directory where WP.EXE is located. If this driver does not 
access some of the features your display card and monitor have, such as an 
extended text mode (more than 25 rows and 80 columns) or a text font, you may 
want to select your own text driver.

To do so,

1 Press Setup (Shift-Fl).

[ 3  S e l e c t  S e tu p  f r o m  th e  F i l e  m e n u .

2 Select Display (2), then select Text Screen Type (3).

3 Move the cursor to the type of display card and/or monitor you have, then 
press Enter to select it.

I f  y o u  d o n ’t  k n o w  th e  t y p e  o f  d i s p l a y  c a r d  a n d  m o n i to r  y o u  h a v e ,  c o n s u l t  th e  

d o c u m e n ta t io n  th a t  a c c o m p a n i e d  th e m  o r  a s k  th e  p e r s o n  w h o  in s t a l l e d  th e m .

4 Move the cursor to your specific display card and/or monitor, then press 
Enter to select it.

At this point, WordPerfect displays a Helps and Hints screen for the text driver it 
will use for your display card and monitor. Read this information.

5 Press Exit (F7) until you return to the normal editing screen.

This setting is stored in the WPfWPJ.SET file and remains in effect each time 
you start WordPerfect.
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Text Screen Type 

Since WordPerfect can run on several different types of display cards with 
several different types of monitors, it needs to know the type of display card and 
monitor you have. This information is necessary because the method for 
displaying graphics and text on the screen differs from display card to display 
card and monitor to monitor. 

A text driver is one of the files WordPerfect uses to communicate with a display 
card and monitor. These files, which end with a .YRS (video resource file) 
extension, are used to correctly display text in non-graphics screens. 

If you have trouble displaying text on your monitor screen or notice an unwanted 
change in text display after you exit a graphics screen such as View Document, 
it could be that the correct text driver isn't selected. 

WordPerfect uses a feature called Text Screen Type to select the correct text 
driver. When you install WordPerfect, it attempts to automatically select the 
correct text driver for your system. 

The initial text driver WordPerfect selects is a text driver that works with most 
common display cards and monitors. This driver resides in the 
STANDARD. VRS file which is installed with the WordPerfect program files and 
should reside in the directory where WP.EXE is located. If this driver does not 
access some of the features your display card and monitor have, such as an 
extended text mode (more than 25 rows and 80 columns) or a text font. you may 
want to select your own text driver. 

To do so, 

1 Press Setup (Shift-Fl). 

[Bl Select Setup from The File menu. 

2 Select Display (2), then select Text Screen Type (3 ). 

3 Move the cursor to the type of display card and/or monitor you have, then 
press Enter to select it. 

If you don't know the type of display card and monitor you have, consult the 
documentation that accompanied them or ask the person who installed them. 

4 Move the cursor to your specific display card and/or monitor, then press 
Enter to select it. 

At this point, WordPerfect displays a Helps and Hints screen for the text driver it 
will use for your display card and monitor. Read this information. 

5 Press Exit (F7) until you return to the normal editing screen. 

This setting is stored in the WP{ WP) .SET file and remains in effect each time 
you start WordPerfect. 
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Notes Auto-Select
WordPerfect initially selects your text driver automatically. If you selected one 
yourself, but now wish to have WordPerfect select one automatically, go to the 
Setup: Text Screen Driver menu (Shift-F 1,2,3), then choose Auto-Select (2).

WordPerfect makes a “best guess” at the type of display card and monitor you 
have.

Card or Monitor Not Shown
If your display card or monitor is not shown on either of the selection menus, 
then the information for that display card is not located in the directory where 
WP.EXE resides.

If you have files ending with a .VRS extension in a directory other than where 
WP.EXE resides, make sure you are in the Setup: Text Screen Driver menu 
(Shift-F 1,2,3), then select Other Disk (3). After you do so, enter the pathname 
to where your .VRS files are kept. WordPerfect will display those files on the 
Setup: Text Screen Driver menu.

Important: S T A N D A R D . V R S  i s  i n s t a l l e d  w i th  th e  W o r d P e r f e c t  f i l e s ,  h u t  a d d i t i o n a l  . V R S  

f i l e s  a r e  i n s t a l l e d  w i th  th e  g r a p h i c s  d r i v e r  f i l e s .  I f  y o u  c h o s e  n o t  to  in s ta l l  th e  g r a p h i c s  

d r i v e r  f i l e s  w h e n  y o u  i n s t a l l e d  W o r d P e r f e c t  a n d  h a v e  n o t  s u b s e q u e n t l y  d o n e  s o , y o u  m u s t  

d o  s o  to  u s e  a n y  o f  W o r d P e r f e c t ' s  o t h e r  .V R S  f i l e s .

If you do not have .VRS files in any directory other than the directory where 
WP.EXE is located and your display card or monitor is not shown on either of 
the selection menus, send the name of your display card and monitor, a brief 
description of the problem you are having, your return address, and your 
te lep h on e num ber to:

Graphics/Text Driver
Attn: WordPerfect Corporation Information Services 
1555 N. Technology Way 
Orem, UT 84057 '

At WordPerfect Corporation we are constantly updating our software and there is 
a chance that we may have created a driver for your graphics card. In the 
meantime, try using the /ss startup option if your problem involves extended text 
mode (see Appendix N: Startup Options).

Extended Text Mode
If your monitor has an extended text mode, it can have more than the usual 25 
rows and 80 columns of text on the screen. If WordPerfect appears not to 
support the extended text mode for your monitor, follow the steps above and 
make sure the correct display card and monitor are selected in the Text Screen 
Type feature.

The extended text mode will be active while you are in WordPerfect. When you 
exit WordPerfect, the text mode will return to what it was before you entered 
WordPerfect.
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Auto-Select 
WordPerfect initially selects your text driver auwmatically. If you selected one 
yourself, but now wish to have WordPerfect select one automatically, go to the 
Setup: Text Screen Driver menu (Shift-F 1.2,3), then choose Auto-Select (2) . 

WordPerfect makes a "best guess" at the type of display card and monitor you 
have. 

Card or Monitor Not Shown 
If your display card or monitor is not shown on either of the selection menus, 
then the information for that display card is not located in the directory where 
WP.EXE resides. 

If you have files ending with a .YRS extension in a directory other than where 
WP.EXE resides, make sure you are in the Setup: Text Screen Driver menu 
(Shift-Fl,2,3 ), then select Other Disk (3). After you do so, enter the pathname 
to where your . YRS files are kept. WordPerfect will display those tiles on the 
Setup: Text Screen Driver menu. 

Important: STANDARD. VRS is installed with the WordPerfect files, h11t additional . VRS 
files are installed v,ith the graphics driver files. If you chose 1101 to install the graphics 
driver files when you imtalled WordPerfect and have not .rnhseq11e111ly done so, yo11 111,isr 
do so to use 011y of Word Pe if eel 's other . VRS files. 

If you do not have . YRS fi Jes in any directory other than the directory where 
WP.EXE is located and your display card or monitor is not shown on either of 
the selection menus. send the name of your display card and monitor, a brief 
description of the problem you are having. your return address. and your 
telephone number to: 

Graphicsffext Driver 
Attn: WordPerfect Corporation Information Services 
1555 N. Technology Way 
Orem, UT 84057 

At WordPerfect Corporation we are constantly updating our software and there is 
a chance that we may have created a driver for your graphics card. In the 
meantime, try using the /ss startup option if your problem involves extended text 
mode (see Appendix N: Startup Options) . 

Extended Text Mode 
If your monitor has an extended text mode, it can have more than the usual 25 
rows and 80 columns of text on the screen. If WordPerfect appears not to 
support the extended text mode for your monitor, follow the steps above and 
make sure the correct display card and monitor are selected in the Text Screen 
Type feature. 

The extended text mode will be active while you are in WordPerfect. When you 
exit WordPerfect. the text mode will return to what it was before you entered 
WordPerfect. 



If your display card and monitor are selected and WordPerfect still can’t use 
extended text mode or if your display card and monitor don't appear on the 
Setup: Text Screen Driver menu, you may want to try the /ss startup option (see 
Appendix N: Startup Options).

Graphics Screen Type
The Graphics Screen Type option is used to select a graphics driver. Like text 
drivers, graphics drivers end with a .VRS extension.

Graphics screen drivers are used to display graphics screens such as the Graphics 
Editor, the Equation Editor, and the View Document screen. If you are having 
problems displaying one of these screens, see Graphics Screen Type in 
Reference.

Name Search
The Name Search option on the Setup: Text Screen Driver menu (Shift-F 1,2,3) 
helps you easily move the cursor to the name of your display card or monitor.
To use the option, select Name Search (n), then begin typing the name of your 
display card or monitor. As you type letters, the cursor moves to the first name 
on the list that matches those letters. Press Enter or an arrow key to reset Name 
Search.

Other Disk
The Other Disk option is used in case your display card or monitor is not 
displayed on the Setup: Text Screen Driver menu. For more information, see 
Card or Monitor Not Shown above.

STANDARD.VRS
STANDARD.VRS is a special graphics and text driver that comes with 
WordPerfect, and it contains information for most common display cards and 
monitors. This driver should reside in the directory where WP.EXE is located.

Text Fonts and Palettes
Some graphics cards give you the ability to create text fonts or use color palettes 
for display purposes. Selecting a Text Screen Type with the Save Font feature 
will allow you to load these fonts so that you can use them in WordPerfect and 
DOS. (You must have a screen font to use the Save Font feature.) To activate 
the Save Font feature, exit WordPerfect, load the font from DOS, and restart 
WordPerfect. After you exit WordPerfect, the font will be active in DOS, as 
well as when you re-enter WordPerfect.

If you have an appropriate graphics card and you feel that WordPerfect is not 
supporting all of the features of your card, or if text does not appear correctly 
when you exit a graphics screen or WordPerfect, follow the steps at the 
beginning of this reference section and select your display card and monitor.

After you do, the Helps and Hints screen will give you more information about 
what WordPerfect will and will not support with your card and monitor.
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If your display card and monitor are selected and WordPerfect sti II can't use 

extended text mode or if your display card and monitor don't appear on the 
Setup: Text Screen Driver menu, you may want to try the /ss startup option (see 
Appendix N: Startup Options ). 

Graphics Screen Type 
The Graphics Screen Type option is used to select a graphics driver. Like text 
drivers, graphics drivers end with a .YRS extension. 

Graphics screen drivers are used to display graphics screens such as the Graphics 
Editor, the Equation Editor, and the View Document screen. If you are having 
problems displaying one of these screens, see Graphics Screen Type in 
Reference. 

Name Search 
The Name Search option on the Setup: Text Screen Driver menu (Shift-F 1,2,3 ) 
helps you easily move the cursor to the name of your display card or monitor. 
To use the option, select Name Search (n), then begin typing the name of your 
display card or monitor. As you type letters. the cursor moves to the first name 
on the list that matches those letters . Press Enter or an arrow key to reset Name 
Search. 

Other Disk 
The Other Disk option is used in case your display card or monitor is not 
displayed on the Setup: Text Screen Driver menu. For more information, see 
Card or Monitor Not Shown above. 

STANDARD.VAS 
STANDARD.YRS is a special graphics and text driver that comes with 
WordPerfect. and it contains information for most common display cards and 
monitors. This driver should reside in the directory where WP.EXE is located. 

Text Fonts and Palettes 
Some graphics cards give you the ability to create text fonts or use color palettes 
for display purposes . Selecting a Text Screen Type with the Save Font feature 
will allow you to load these fonts so that you can use them in WordPerfect and 
DOS. (You must have a screen font to use the Save Font feature .) To activate 
the Save Font feature, exit WordPerfect. load the font from DOS, and restart 
WordPerfect. After you exit WordPerfect, the font will be active in DOS, as 
well as when you re-enter WordPerfect. 

If you have an appropriate graphics card and you feel that WordPerfect is not 
supporting all of the features of your card, or if text does not appear correctly 
when you exit a graphics screen or WordPerfect, follow the steps at the 
beginning of this reference section and select your display card and monitor. 

After you do. the Helps and Hints screen will give you more information about 
what WordPerfect will and will not support with your card and monitor. 
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Thesaurus

If you still are having trouble, see Card or Monitor Not Shown above.

Wrong Driver
You must have the card and monitor for the text screen type you select. If you 
don’t, WordPerfect may not be able to display text properly.

See Also: Display Setup; Graphics Screen Type

The WordPerfect Thesaurus searches for and displays synonyms (words with the 
same or very similar meaning) of words in your text or words you enter from the 
keyboard. Antonyms (words with the opposite meaning) are also displayed.

Up to 3 words and their references can be displayed side-by-side on a single 
screen.

Important: T h e  T h e s a u r u s  f i l e  n e e d s  to  b e  in s t a l l e d  p r o p e r l y  b e f o r e  u s in g  th e  T h e s a u r u s .  
I f  y o u  c h o s e  n o r  t o  in s ta l l  th e  T h e s a u r u s  f i l e s  w h e n  y o u  in s t a l l e d  W o r d P e r fe c t ,  o r  h a v e  

n o t  s u b s e q u e n t l y  i n s t a l l e d  th e m , y o u  m u s t  d o  s o  n o w  to  u s e  th e  T h e s a u r u s ,  ( s e e  th e  

Installation Instructions c a r d ) .

To look up words with the Thesaurus,

1 Move the cursor to the word you want to look up.
2  P ress T h e s a u ru s  ( A lt -F l)  to d isp lay  the T hesaurus screen.

US S e le c t  T h e s a u r u s  o n  th e  T o o l s  m e n u .

3 Select an option (see the information pertaining to each option under Notes 
below).

Notes Clearing Columns
If you only have a single headword, you can clear all the columns in the 
Thesaurus screen by selecting Clear Column (4) or by pressing Backspace or 
Delete (Del).

If you have more than one headword, you can dear the columns for a particular 
headword by pressing Left or Right Arrow (<—/—>) to move the Reference menu 
to the column containing that headword (see Reference Menu below), and 
selecting Clear Column (4) or pressing Backspace or Delete (Del).

Exiting the Thesaurus
Should you finish using the Thesaurus without replacing a word, press Exit (F7)
to return to your document.

692 THESAURUS
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If you still are having trouble, see Card or Monitor Not Shown above. 

Wrong Driver 
You must have the card and monitor for the text screen type you select. If you 
don't, WordPerfect may not be able to display text properly. 

See Also: Display Setup; Graphics Screen Type 

The WordPerfect Thesaurus searches for and displays synonyms (words with the 
same or very similar meaning) of words in your text or words you enter from the 
keyboard. Antonyms (words with the opposite meaning) are also displayed . 

Up to 3 words and their references can be displayed side-by-side on a single 
screen. 

Important: The Thesaurus file needs to be installed properly before using the Thesaurus. 
If you chose 1101 to insw/1 the Thesaurus files ll'hen you ins wiled WordPerfect, or have 
not subsequent/_y installed them, you must do so now to use the Thesaurus, (see the 
Installation Instructions card). 

To look up words with the Thesaurus, 

1 Move the cursor to the word you want to look up. 

2 Press Thesaurus (Alt-FI) to display the Thesaurus screen. 

c:B Select Thesaurus on the Tools menu. 

3 Select an option (see the information pertaining to each option under Notes 
below). 

Clearing Columns 
If you only have a single headword. you can clear all the columns in the 
Thesaurus screen by selecting Clear Column (4) or by pressing Backspace or 
Delete (Del). 

If you have more than one headword. you can clear the columns for a particular 
headword by pressing Left or Right Arrow ( ,__;_,,) to move the Reference menu 
to the column containing that headword (see Reference Menu below), and 
selecting Clear Column (4) or pressing Backspace or Delete (Del). 

Exiting the Thesaurus 
Should you finish using the Thesaurus without replacing a word. press Exit (F7) 
to return to your document. 
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HEADWORD

REFERENCE

SUBGROUP

Headwords, References, and Subgroups
When WordPerfect displays alternatives for a word, they are arranged according 
to headwords, references, and subgroups.

To is human, to forgive sublime.

Fblunder-(n)
1 •error 1 A -error

faux pas B •fumble
fc. gaffe C •inaccuracy

impropriety D miscalculation
• mistake

mistake-(v)--------------
blunder-(v )-------------- 2 E - blunder
*►2 -botch F •confuse

- bungle G err
- fumble H -misunderstand

blunder-(ant)------------
3 •succeed

1 Replace Word; 2 View Doc 3 Look Up Word; 4 Clear Column: 0

A headword is a word that can be looked up in the Thesaurus. The words under 
the headword are divided into nouns (n), verbs (v), adjectives (a), and antonyms 
(ant), and are called references. References marked with a bullet (•) are other 
headwords or words which, if selected, will display other useful words.

A subgroup is a group of words with the same basic meaning. Subgroups are 
numbered under the headword.

Look Up Word
While in the Thesaurus screen, you can look up other words in one of the
following ways:

• Select Look Up Word (3) from the Thesaurus menu and enter the word.

• Type the letter which is next to a word marked with a bullet (•).

• Select View Document (2), move the cursor to another word in the 
document, then press Thesaurus (Alt-Fl). This clears the screen of all 
headwords except the one you are looking up.

The selected headword and its references fill the column(s) to the right. If the 
columns are already filled, then the last column is replaced by the new 
headword.

Moving Through Columns
When you first display the Thesaurus screen, the references for the headword 
that do not fit in the first column spill over to the second and third columns.

If you select a second headword, any references from the first headword in 
columns 2 and 3 are moved to column 1 below the screen, so that they are not 
visible. The same is true if you select a third headword. All references are
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A HEADWORD 

..&. REFERENCE 

A SUBGROUP 

Headwords, References, and Subgroups 
When WordPerfect displays alternatives for a word, they are arranged according 
to headwords, references, and subgroups. 

is tn.,,.en, to fargtua subl 1,.,., 

l~: 1[_:_:_q--~:1•~~\~-~-,:-,,a-.- -
·m1st:alu! 

111i~ t,11ke-(\IJ---­
blunder-(vl----l 2 E ·tilund@r 
► 2 · botch · con fuse 

· bungll'I err 
• fu111blll! H · mu1unden1t:and 

blunder-(ant)--- 1 
3 '~UCC@@d 

I 
1 Fieplace Word; 2 View Doc 3 Look Up Word; 4 C lear : olumn: O 

A headword is a word that can be looked up in the Thesaurus. The words under 
the headword are divided into nouns (n), verbs (v), adjectives (a), and antonyms 
(ant), and are called references. References marked with a bullet (•) are other 
headwords or words which. if selected, will display other useful words. 

A subgroup is a group of words with the same basic meaning. Subgroups are 
numbered under the headword. 

Look Up Word 
While in the Thesaurus screen, you can look up other words in one of the 
following ways: 

• Select Look Up Word (3 J from the Thesaurus menu and enter the word. 

• Type the letter which is next to a word marked with a bullet (•). 

• Select View Document (2), move the cursor to another word in the 
document. then press Thesaurus (Alt-Fl). This clears the screen of all 
headwords except the one you are looking up. 

The selected headword and its references fill the column(s) to the right. If the 
columns are already filled, then the last column is replaced by the new 
headword. 

Moving Through Columns 
When you first display the Thesaurus screen, the references for the headword 
that do not fit in the first column spill over to the second and third columns. 

If you select a second headword, any references from the first headword in 
columns 2 and 3 are moved to column I below the screen. so that they are not 
visible. The same is true if you select a third headword. All references are 
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placed beneath column 2 and cannot be seen without scrolling through the list. 
Any references in column 3 from the second headword are moved back to 
column 2.

You can scroll through all the references in a column by moving the Reference 
menu to the column and using Up Arrow (T). Down Arrow (f),
Screen Up (- on the number pad). Screen Down (+ on the number pad),
Page Up (PgUp), or Page Down (PgDn). Press Home twice and then 
Up Arrow or Down Arrow to move to the first or last subgroup. Go to a 
particular subgroup by pressing Go To (Ctrl-Home), then entering the subgroup 
number.

Reference Menu
The Reference menu is the column of bolded letters next to the words, and can 
be moved from column to column with Left Arrow (<-) and Right Arrow (-»). 
You can use the Reference menu letters to look up headwords listed on the 
Thesaurus screen (see Look Up Word above).

Replace Word
Once you have found the word in the Thesaurus that you want to substitute for 
the word in your document, move the Reference menu to the column where the 
word is listed, select Replace Word (1) (or press Insert), then type the bolded 
letter next to the word.

The word is replaced, the Thesaurus is exited, and you are returned to your 
document.

iwo Disk Drives
If you are running WordPerfect from disk drives, save your document, then 
replace your data diskette in drive B with the diskette you labeled “Thesaurus” 
before starting the Thesaurus. When you exit the Thesaurus, re-insert your data 
diskette into drive B.

View Document
When the Thesaurus screen is displayed, four lines of your document are 
displayed at the top of the screen with the headword highlighted. When you 
want to view another part of the document or look up another word, select View 
Document (2) and use the cursor keys to scroll through the text.

When you finish, press Exit (F7) to return to the Thesaurus.

WPtWPIUS.THS Not Found
WordPerfect first looks for the WP{WP}US.THS file in the default directory. If 
it is not found, it then checks the directory specified in Location of Files (see 
Location of Files in Reference). If it is still not found, WordPerfect looks in the 
directory where WP.EXE is located. If the file is not found in any of these 
locations, “File not found—WP{WPJUS.THS" appears.
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placed beneath column 2 and cannot be seen without scrolling through the list. 
Any references in column 3 from the second headword are moved back to 
column 2. 

You can scroll through all the references in a column by moving the Reference 
menu to the column and using Up Arrow (i), Down Arrow (.l, ), 
Screen Up (- on the number pad ). Screen Down (+ on the number pad), 
Page Up (PgUp) . or Page Down (PgDn). Press Home twice and then 
Up Arrow or Down Arrow to move to the first or last subgroup. Go to a 
panicular suhgroup by pressing Go To (Ctrl-Home), then entering the suhgroup 
number. 

Reference Menu 
The Reference menu is the column of balded letters next to the words. and can 
be moved from column to column with Left Arrow (i-) and Right Arrow(-➔ ), 

You can use the Reference menu letters to look up headwords listed on the 
Thesaurus screen (see Look Up Word above), 

Replace Word 
Once you have found the word in the Thesaurus that you want to substitute for 
the word in your document. move the Reference menu to the column where the 
word is listed. sek(.:t Replace Word (I) (or press lnsc:rt), then type the bolde<l 
letter next to the word. 

The word is replaced, the Thesaurus is exited, and you are returned to your 
document. 

TWO Disk Drives 
If you are running WordPerfect from disk drives, save your document, then 
replace your data diskette in drive B with the diskette you labeled "Thesaurus" 
before starting the Thesaurus. When you exit the Thesaurus, re-insert your data 
diskette into drive B. 

View Document 
When the Thesaurus screen is displayed, four lines of your document are 
displayed at the top of the screen with the headword highlighted. When you 
want to view another part of the document or look up another word, select View 
Document (2) and use the cursor keys to scroll through the text. 

When you finish. press Exit (F7) to return to the Thesaurus. 

WP(WPIUS. THS Not Found 
WordPerfect first looks for the WP! WP f US.THS file in the default directory, If 
it is not found. it then checks the directory specified in Location of Files (see 
Location of Files in Reference). If it is still not found, WordPerfect looks in the 
directory where WP.EXE is located. If the file is not found in any of these 
locations, "File not found-WP! WP } US.THS" appears . 



Typeover

Notes

If you are using an older version of the Thesaurus, the Thesaurus filename may be 
WP/WPjEN.THS. If you are using another English version of the Thesaurus, the two 
letters before the .THS extension may not be US or EN.

See Also: Lesson 37; Lesson 39; Speller, Look Up Words

Normally, WordPerfect inserts text as you type. This pushes forward any 
existing text and rewrites the text in your document from the cursor forward.

As you are editing a document, it is sometimes easier to simply type over the top 
of existing text rather than to delete and replace it. Suppose, for example, you 
spot a word with transposed characters (e.g., hte for the, gvie for give), or 
several words that you want to capitalize. Typeover lets you type over those 
characters without having to use the delete keys to delete them.

Typeover is necessary when you are editing a document you have created using 
Line Draw (Ctrl-F3,2) and you want to add text to the boxes you have created 
without disturbing the box borders (see Line Draw in Reference).

To use Typeover,

1 Press Insert (Ins) to begin typing over text.

The word “Typeover” replaces the current filename at the left end of the status 
line. As long as “Typeover” is displayed on the screen, characters are replaced, 
and codes are pushed in front of the text you type (see Codes below).
Z Type the new  lexi.

3 Press Insert to return to inserting text.

You can also return to inserting text by exiting the current document (see Exit in 
Reference).

Codes
In Typeover, you cannot type over codes. If the text you type encounters a 
code, it will simply be inserted before the code. For example, you cannot type 
over the Hard Return code [HRt] at the end of a sentence or paragraph.

The exception is Tab codes. You can type over Tab codes.

Also, while you are in Typeover, pressing a key that inserts a code (e.g., Bold 
(F6), Underline (F8)) simply inserts that code. It does not replace existing text.
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If you are using an older l'ersion of the Thesaurus. the Thesaurus filename may be 
WP/WP JEN. THS. If you are using another Enf?lish version of the Thesaurus. the two 
letters before the . THS extension may 1101 be US or EN. 

See Also: Lesson 37; Lesson 39; Speller, Look Up Words 

Normally, WordPerfect inserts text as you type. This pushes forward any 
existing text and rewrites the text in your document from the cursor forward. 

As you are editing a document , it is sometimes easier to simply type over the top 
of existing text rather than to delete and replace it. Suppose, for example, you 
spot a word with transposed characters (e.g .. hte for the, gvie for give), or 
several words that you want to capitalize. Typeover lets you type over those 
characters without having to use the delete keys to delete them. 

Typeover is necessary when you are editing a document you have created using 
Line Draw (Ctrl-F3,2) and you want to add text to the boxes you have created 
without disturbing the box borders (see Line Draw in Reference). 

To use Typeover. 

Press Insert ( Ins) to begin typing over text. 

The word "Typeover" replaces the current filename at the left end of the status 
line. As long as "Typeover" is displayed on the screen, characters are replaced, 
and codes are pushed in front of the text you type (see Codes below). 

Z Type the new text. 

3 Press Insert to return to inserting text. 

You can also return to inserting text by exiting the current document (see Exit in 
Reference) . 

Codes 
In Typeover, you cannot type over codes. If the text you type encounters a 
code, it will simply be inserted before the code. For example, you cannot type 
over the Hard Return code I HRt] at the end of a sentence or paragraph. 

The exception is Tab codes. You can type over Tab codes. 

Also, while you are in Typeover. pressing a key that inserts a code (e.g., Bold 
(F6). Underline (F8)) simply inserts that code. It does not replace existing text. 
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Forced Insert
Sometimes, when creating macros, you need to be certain that you are turning on 
Insert and not Typeover. While you are defining a macro, you can press 
Home,Home,Insert (Ins) to make sure that Insert is in effect as you run the 
macro. If you want typeover to be in effect when you run the macro, press 
Home,Insert.

Keystroke Function Changes
Typeover changes the function of certain keys, as explained in the following list.

Key Function

Backspace Replaces the character to the left of the cursor with a 
space. (However, in Reveal Codes, Backspace deletes 
codes normally even when Typeover is on.)

Space Bar Replaces the character at the cursor with a space, 
rather than inserting a space.

Tab Moves the cursor through the text to the next tab stop 
or inserts a tab if none exists.

♦Margin Release 
(Shift-Tab)

Moves the cursor back through text to the previous 
tab stop, or inserts a Margin Release code if the 
cursor is already at the left margin.

Line Draw
Normally, the word “Typeover” is displayed at the left of the status line 
whenever you are using Typeover. However, when you are in Line Draw 
(Ctrl-F3,2) Typeover is always in effect, even though “Typeover” is not 
displayed on the status line.

Restoring Typed-Over Text
When you use Typeover, you are actually deleting text. If you accidentally type 
over something you do not want to delete, you can use Cancel (FI) to display 
your last three deletions on-screen and restore the deletion of your choice (see 
Undelete in Reference).

See Also: Line Draw; Undelete

696 T°" PEOVf-fi 

Forced Insert 
Sometimes, when creating macros, you need to be certain that you are turning on 
Insert and not Typeover. While you are defining a macro. you can press 
Home,Home.lnsert (ins) to make sure that Insert is in effect as you run the 
macro. If you want typeover to be in effect when you run the macro, press 
Home,Insert. 

Keystroke Function Changes 
Typeover changes the function of certain keys, as explained in the following list. 

Key 

Backspace 

Space Bar 

Tab 

•Margin Release 
(Shift-Tab) 

Line Draw 

Function 

Replaces the character to the left of the cursor with a 
space. (However. in Reveal Codes, Backspace deletes 
codes normally even when Typeover is on.) 

Replaces the character at the cursor with a space. 
rather than inserting a space. 

Moves the cursor through the text to the next tab stop 
or inserts a tab if none exists. 

Moves the cursor back through text to the previous 
tab stop, or inserts a Margin Release code if the 
cursor is already at the left margin. 

Normally, the word "Typeover" is displayed at the left of the status line 
whenever you are using Typeover. However, when you are in Line Draw 
(Ctrl-F3,2) Typeover is always in effect, even though "Typeover" is not 
displayed on the status line. 

Restoring Typed-Over Text 
When you use Typeover, you are actually deleting text. If you accidentally type 
over something you do not want to delete, you can use Cancel (f 1) to display 
your last three deletions on-screen and restore the deletion of your choice (see 
Undelete in Reference). 

See Also: Line Draw; Undelete 



U Undelete

Notes

If you mistakenly delete text in WordPerfect, it is not immediately lost. 
WordPerfect temporarily stores your last three deletions. You can display them 
on-screen in reverse video at any time, and restore the deletion of your choice.

To restore a deletion,

1 Press Cancel (FI) to display your last deletion.

CB Select Undelete from the Edit menu.

Your last deletion is displayed in reverse video at the cursor position.

2 Select Restore (1) to restore the highlighted text. 

or

Select Previous Deletion (2) or use Up Arrow (T) and Down Arrow (1) to 
continue displaying up to three levels of deletions, then select Restore (1) 
when the one you want appears on-screen.

The deletion is restored at the cursor.

Codes
You can delete text and codes using Backspace, Delete (Del), Delete Word 
(Ctrl-Backspace), Delete to End of Line (Ctrl-End), Delete Page (Ctrl-PgDn), and 
Block (Alt-F4, Backspace^).

When you delete text and codes using Backspace, or Delete (Del), the paired 
codes (e.g., [BOLD][Bold], [UND][Und]) within the text are not restored when 
you restore the deleted text. Other codes are usually restored.
When you delete text and codes using the other deletion keystrokes, both the text 
and the codes within the text are usually restored. For a list of the deletion keys 
and the text they delete, see Delete Text in Reference.

Even though codes may be restored when you restore text, the actual codes 
themselves do not appear in the normal editing screen. You can display them in 
Reveal Codes (Alt-F3). If you attempt to restore a deletion and nothing appears 
on the screen, you may want to use Reveal Codes (Alt-F3) to see if the deletion 
contains only codes.

Deletions
A deletion is any group of characters and/or codes which you delete before 
moving the cursor to another place in your document. You can use several keys 
to delete text (see Codes above).

Files
Although the text you delete in WordPerfect is not immediately lost when you
delete it, this is not the case with the files you create. When you delete a file
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Notes 

If you mistakenly delete text in WordPerfect, it is not immediately lost. 
WordPerfect temporarily stores your last three deletions. You can display them 
on-screen in reverse video at any time, and restore the deletion of your choice. 

To restore a deletion, 

1 Press Cancel (FI) to display your last deletion. 

rn Select Undelete from the Edit menu. 

Your last deletion is displayed in reverse video at the cursor position. 

2 Select Restore (I) to restore the highlighted text. 

or 

Select Previous Deletion (2) or use Up Arrow Cf) and Down Arrow (l) to 
continue displaying up to three levels of deletions, then select Restore (I) 
when the one you want appears on-screen. 

The deletion is restored at the cursor. 

Codes 
You can delete text and codes using Backspace, Delete (Del), Delete Word 
(Ctrl-Backspace), Delete to End of Line (Ctrl-End), Delete Page (Ctrl-PgDn), and 
Block (Alt-F4, Backspace,y). 

When you delete text and codes using Backspace, or Delete (Del), the paired 
codes (e.g., [BOLD][Bold], [UND][Und]) within the text are not restored when 
you restore the deleted text. Other codes are usually restored. 

When you delete text and codes using the other deletion keystrokes, both the text 
and the codes within the text are usually restored. For a list of the deletion keys 
and the text they delete, see Delete Text in Reference. 

Even though codes may be restored when you restore text, the actual codes 
themselves do not appear in the normal editing screen. You can display them in 
Reveal Codes (Alt-F3 ). If you attempt to restore a deletion and nothing appears 
on the screen, you may want to use Reveal Codes (Alt-F3) to see if the deletion 
contains only codes. 

Deletions 
A deletion is any group of characters and/or codes which you delete before 
moving the cursor to another place in your document. You can use several keys 
to delete text (see Codes above). 

Files 
Although the text you delete in WordPerfect is not immediately lost when you 
delete it, this is not the case with the files you create. When you delete a file 
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using Delete in List Files, it is lost. It cannot be restored with WordPerfect (see 
Delete Files in Reference).

Memory
Once you have made three deletions, your oldest deletion is removed from 
memory each time you make a new deletion. It can then no longer be restored.

The only practical limit to the amount of text you can delete at one time is your 
available disk space. If your computer has enough memory available, deletions 
are stored in memory. When there is no room left in memory, they are then 
stored on disk. When you attempt to delete text, if there is not enough room to 
save a deletion either in memory or on a disk, you are asked if you still want to 
delete it. You can then type y to delete the text permanently, or you can type n 
to cancel the deletion.

When you exit WordPerfect, all temporary deletions are removed from memory. 
They can no longer be restored.

See Also: Cancel; Delete Files; Reveal Codes

Units of M easure

WordPerfect uses measurements to position text on a page. For example, 
WordPerfect measures the margins, the height of each line on a page, and the
d is ta n c e  b e tw e e n  tu b  s e t t in g s . Y o u  a ls o  n e e d  to  e n te r  m e a s u r e m e n ts  w h e n  y o u  
create graphics boxes, or use Advance, or various other features. WordPerfect 
needs to know the units you want to use for these measurements.

Normally, WordPerfect uses inches as the standard unit of measure. That means 
that top and bottom margins, left and right margins, etc., are all measured in 
inches. In addition, each time you enter a number without specifying a 
measurement, WordPerfect converts it into inches.

However, WordPerfect also gives you the option of using other units of measure 
(see Units o f Measure below). You can use any one of these units for just one 
entry (see Entering Units o f Measure below), or you can select a unit to be used 
permanently, as the standard unit of measure.

To change the standard unit of measure,

1 Press Setup (Shift-Fl), then select Environment (3).

LB Select Setup from the File menu, then select Environment.

2 Select Units of Measure (8) to display the Units of Measure screen.

3 Select a new unit of measure (see Units of Measure below).

4 Press Exit (F7) to return to your document.
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using Delete in List Files, it is lost. It cannot be restored with WordPerfect (see 
Delete Files in Reference) . 

Memory 
Once you have made three deletions. your oldest deletion is removed from 
memory each time you make a new deletion. It can then no longer be restored. 

The only practical limit to the amount of text you can delete at one time is your 
available disk space. If your computer has enough memory available, deletions 
are stored in memory. When there is no room left in memory. they are then 
stored on disk. When you attempt to delete text. if there is not enough room to 
save a deletion either in memory or on a disk. you are asked if you still want to 
delete it. You can then type y to delete the text permanently, or you can type n 
to cancel the deletion. 

When you exit WordPerfect, all temporary deletions are removed from memory. 
They can no longer be restored. 

See Also: Cancel : Delete Files: Reveal Codes 

WordPerfect uses measurements to position text on a page. For example, 
WordPerfect measures the margins, the height of each line on a page, and the 
di~turn.:e between tub ~ctting~. You ubo need to enter meu~urement~ when you 
create graphics boxes. or use Advance. or various other features. WordPerfect 
needs to know the units you want to use for these measurements. 

Normally. WordPerfect uses inches as the standard unit of measure. That means 
that top and bottom margins. left and right margins, etc .. are all measured in 
inches. In addition, each time you enter a number without specifying a 
measurement. WordPerfect converts it into inches. 

However. WordPerfect also gives you the option of using other units of measure 
(see Units of Measure below). You can use any one of these units for just one 
entry (see Entering Units of Measure below ), or you can select a unit to be used 
permanently. as the standard unit of measure. 

To change the standard unit of measure, 

1 Press Setup (Shift-Fl), then select Environment (3). 

[8 Select Setup from the File menu, then select Environment. 

2 Select Units of Measure (8) to display the Units of Measure screen. 

3 Select a new unit of measure (see Units of Measure below). 

4 Press Exit (F7) to return to your document. 



All the measurements throughout WordPerfect then use that unit.

Notes Entering Units of Measure
When WordPerfect asks you for a measurement and you enter a number, 
WordPerfect converts that number to the current unit of measure. You can also 
enter fractions, and have WordPerfect convert them into decimals for you. For 
example, if inches are the current unit of measure, and you enter 1 1/ 8, 
WordPerfect converts it into 1.13".

You can enter any unit of measure other than the standard simply by typing the 
letter used to identify that unit of measure after an entry (e.g., c for centimeters, 
p for points, as listed below). WordPerfect then converts each entry to the 
current standard unit of measure. For example, if inches are the standard unit of 
measure, and you enter 12p for 12 points, WordPerfect converts it to 0.167".

Units of Measure
The standard units of measure being used at any time are displayed in the entries 
in the top half of the Units of Measure screen.

Select Display and Entry of Numbers for Margins, Tabs, etc. (1) to determine the 
unit of measure used throughout WordPerfect, with the exception of on the status 
line. Although only one, two, or three digits right of the decimal point are 
displayed in WordPerfect menus, WordPerfect calculates up to six places. For 
example, if you enter 2.3679, only 2.37 is displayed on-screen, but 2.3679 is 
used in the calculation.

Select Status Line Display (2) to determine the unit of measure displayed on the 
status line. Usually, you will want both your display and status line choices to 
be in the same unit of measure.

On the status line, the Line entry (Ln) measures how far down the cursor is from 
the top of the page; the Position entry (Pos) measures how far the cursor is from 
the left edge of the page. Flowever, when you are using WordPerfect 4.2 units 
of measure, the Line entry measures how far down the cursor is from the top 
line on the page, without taking into account any space allotted to the top 
margin.

WordPerfect lets you select from five different units of measure, as displayed in 
the bottom half of the Units of Measure screen.

The possible selections are as follows:

Selection Measurement

" or i or \ Inches (1/12 of a foot)

c or : Centimeters (1/100 of a meter or .39")

p or * Points (1/72" inch, as opposed to 1/72.27" in the publishing
industry)
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Notes 

All the measurements throughout WordPerfect then use that unit. 

Entering Units of Measure 
When WordPerfect asks you for a measurement and you enter a number, 
WordPerfect converts that number to the current unit of measure. You can also 
enter fractions, and have WordPerfect convert them into decimals for you. For 
example, if inches are the current unit of measure, and you enter 1 1/8, 
WordPerfect converts it into 1.13". 

You can enter any unit of measure other than the standard simply by typing the 
letter used to identify that unit of measure after an entry (e.g ., c for centimeters, 
p for points, as listed below). WordPerfect then converts each entry to the 
current standard unit of measure. For example, if inches are the standard unit of 
measure, and you enter 12p for 12 points, WordPerfect converts it to 0.167". 

Units of Measure 
The standard units of measure being used at any time are displayed in the entries 
in the top half of the Units of Measure screen. 

Select Display and Entry of Numbers for Margins, Tabs, etc. (1) to determine the 
unit of measure used throughout WordPerfect, with the exception of on the status 
line . Although only one, two, or three digits right of the decimal point are 
displayed in WordPerfect menus, WordPerfect calculates up to six places. For 
example. if you enter 2.3679. only 2.37 is displayed on-screen, but 2.3679 is 
used in the calculation. 

Select Status Line Display (2) to determine the unit of measure displayed on the 
status line. Usually, you will want both your display and status line choices to 
be in the same unit of measure . 

On the status line. the Line entry (LnJ measures how far down the cursor is from 
the top of the page; the Position entry ( Pos) measures how far the cursor is from 
the left edge of the page. However, when you are using WordPerfect 4.2 units 
of measure. the Line entry measures how far down the cursor is from the top 
line on the page, without taking into account any space allotted to the top 
margin. 

WordPerfect lets you select from five different units of measure, as displayed in 
the bottom half of the Units of Measure screen. 

The possible selections are as follows: 

Selection 

" or i or \ 

c or: 

p or * 

Measurement 

Inches (1/12 of a foot) 

Centimeters (l /100 of a meter or .39") 

Points ( I /72" inch. as opposed to 1/72.27" in the publishing 
industry) 
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Selection Measurement

w or ? 1200ths of an inch (300 for 1/4", 600 for 1/2", 900 for 3/4",
etc.)

u or + WordPerfect 4.2 units (lines and columns)

Since the w selection lets you measure in very small increments of an inch, use 
it to make minute changes to a setting.

The u selection is the standard measurement type used in WordPerfect 4.2. It 
measures vertically by lines, and horizontally by columns. The actual size of a 
line or column is determined by the current font size. When you enter these 
measurements, enter a v for line (or vertical) measurements, and enter an h for 
column (or horizontal) measurements.

See Also: Format

Selection 

w or? 

u or + 

Measurement 

I 200ths of an mch (300 for 1/4", 600 for 1/2", 900 for 3/4", 
etc.) 

WordPerfect 4.2 units (lines and columns) 

Since the w selection lets you measure in very small increments of an inch. use 
it to make minute changes to a setting. 

The u selection is the standard measurement type used in WordPerfect 4 .2. It 
measures vertically by lines, and horizontally by columns. The actual size of a 
line or column is determined by the current font size . When you enter these 
measurements, enter a v for line (or vertical) measurements, and enter an h for 
column (or horizontal) measurements. 

See Also: Format 



V V iew  Docum ent

View Document lets you view the format of a document before it is printed. 
Headers, footers, footnotes, endnotes, margins, page numbers, and graphics are 
displayed along with the text. Everything is displayed as close in appearance as 
possible to the printed page.

1 Press Print (Shift-F7) to display the Print menu.

CB Select Print from the File menu.

2 Select View Document (6).

3 Select 100% (1), 200% (2), or Full Page (3) to display views of the current 
page (see Current Page below).

or

Select Facing Pages (4) to view facing pages (see Facing Pages below).

4 Use the Page Up/Down, Screen Up/Down, Home,arrow keys, and Go To 
(Ctrl-Home) to move through the document.

5 Press Exit (F7) to exit the View Document screen and return to the original 
document.

You cannot edit your document while in the View Document screen.

Notes Current Page
Select 100% (1) to view the document at its actual size or 200% (2) to view the 
document at twice its actual size. You can use the arrow keys while in these 
two screens to move through the document. Select Full Page (3) to view the 
entire page. Certain card/monitor combinations don't have the resolution to read 
the text in Full Page, but they will provide the closest approximation to the 
actual printed page.
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Notes 

View Document lets you view the format of a document before it is printed. 
Headers. footers, footnotes. endnotes. margins. page numbers, and graphics are 
displayed along with the text. Everything is displayed as close in appearance as 
possible to the printed page. 

1 Press Print (Shift-F7) to display the Print menu . 

[8] Select Print from the File menu. 

2 Select View Document (6). 

3 Select I 00% (] ). 200% (2), or Full Page (3) to display views of the current 
page (see Current Page below). 

or 

Select Facing Pages (4) to view facing pages (see Facing Pages below). 

4 Use the Page Up/Down, Screen Up/Down, Home,arrow keys, and Go To 
(Ctrl -Home) to move through the document. 

5 Press Exit (F7 ) to exit the View Document screen and return to the original 
document. 

You cannot edit your document while in the View Document screen. 

Current Page 
Select I 00% (I) to view the document at its actual size or 200% (2) to view the 
document at twice its actual size. You can use the arrow keys while in these 
two screens to move through the document. Select Full Page (3) to view the 
entire page. Cenain card/monitor combinations don·c have the resolution co read 
the text in Full Page, but they will provide the closest approximation to the 
actual printed page. 
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Facing Pages
If you select Facing Pages (4), even-numbered pages are displayed to the left, 
and odd-numbered pages are displayed to the right. Because of this, there is no 
facing page to match page one (unless you have a page 0).

Foreground and Background Colors
If you want to switch the foreground and background colors in the View 
Document screen, press Switch (Shift-F3). This will have no effect on the 
actual printing of the document.

View Document and the Printer
View Document gets the information it needs to display a document from the 
.PRS file you have selected for the document. In order for View Document to 
display a document as it will be printed, you must select a printer and enter the 
correct information for that printer (see Printer, Select in Reference).

View Document Options
If you have a color monitor, there are other View Document options available to 
you (see View Document, Options in Reference).

See Also: View Document, Options

V ie w  D ocum ent, Options

If you have a color monitor and graphics card, and would like to change the 
appearance of certain attributes or graphics in the View Document screen, use 
View Document Options. These options do not affect the way a document will 
look when printed.

1 Press Setup (Shift-Fl), then select Display (2).

FBI Select Setup from the File menu, then select Display.

2 Select View Document Options (5).

3 Select an option (see option headings under Notes below).

4 Press y to turn on the option. 

or

Press n to turn off the option.

5 Repeat steps 3 and 4 above for any other options you want to change.

6 Press Exit (F7) to exit the View Document Options menu.
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Facing Pages 
If you select Facing Pages ( 4 ), even-numbered pages are displayed to the left, 
and odd-numbered pages are displayed to the right. Because of this, there is no 
facing page to match page one (unless you have a page 0) . 

Foreground and Background Colors 
If you want to switch the foreground and background colors in the View 
Document screen. press Switch (Shift-F3). This will have no effect on the 
actual printing of the document. 

View Document and the Printer 
View Document gets the information it needs to display a document from the 
.PRS file you have selected for the document. In order for View Document to 
display a document as it will be printed, you must select a printer and enter the 
correct information for that printer (see Printer. Select in Reference ). 

View Document Options 
If you have a color monitor. there are other View Document options available to 
you (see View Document, Options in Reference). 

See Also: View Document, Options 
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If you have a color monitor and graphics card, and would like to change the 
appearance of certain attributes or graphics in the View Document screen, use 
View Document Options. These options do not affect the way a document will 
look when printed. 

1 Press Setup (Shift-Fl), then select Display (2). 

ra Select Setup from the File menu, then select Display. 

2 Select View Document Options (5 ). 

3 Select an option (see option headings under Notes below). 

4 Press y to turn on the option. 

or 

Press n to turn off the option. 

5 Repeat steps 3 and 4 above for any other options you want to change. 

6 Press Exit (F7) to exit the View Document Options menu. 



Notes Bold Displayed With Color
By selecting Yes for this option, bolded text on the menu line will appear on 
your screen according to the color defined in Colors/Fonts/Attributes.

It is possible to change the color of boldfaced text on the menu line in the View 
Document screen through Colors/Fonts/Attributes. You should bear in mind that 
doing so will change the color in your normal editing screen as well (see 
Colors/Fonts/Attributes in Reference).

By selecting No for this option, bolded text on the menu line will appear as it 
generally does on a monochrome monitor, usually as thicker or brighter 
characters.

Because of the color maps in certain WordPerfect graphics, it is possible that your 
bolded menu text can change colors or disappear altogether while using these graphics. 
For example, if you have a graphic with a certain color mapping to red, your bolded text 
may disappear if it is also set to red. To counteract this, you should either select a 
different bold color or set this option to No.

Graphics in Black & White
This option makes it possible for you to view any color graphic images in the 
View Document screen in black and white. The color-shaded areas appear as a 
pattern which WordPerfect uses to represent the actual color, while the remainder 
of the image appears as black lines on a white background. Any text you have 
surrounding the image will still appear according to the text option you have 
chosen (see Text in Black & White below).

Text in Black & White
Select this option if you want to view your text in the View Document screen in 
black and white. The text will appear as black letters on a white background. 
Any graphic images you have on the page will still appear according to the 
graphics options you have chosen (see Graphics in Black & White above).

See Also: Colors/Fonts/Attributes; View Document
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Notes Bold Displayed With Color 
By selecting Yes for this option, bolded text on the menu line will appear on 
your screen according to the color defined in Colors/Fonts/ Attributes. 

It is possible to change the color of boldfaced text on the menu line in the View 
Document screen through Colors/Fonts/Attributes. You should bear in mind that 
doing so will change the color in your normal editing screen as well (see 
Colors/Fonts/Attributes in Reference ). 

By selecting No for this option, bolded text on the menu line will appear as it 
generally does on a monochrome monitor. usually as thicker or brighter 
characters. 

Because of the color maps in certain WordPerfect graphics, it is possible that your 
holded menu text can change colors or disappear a/together while using these graphics. 
For example. if you have a graphic with a certain color mapping to red. your balded text 
may disappear if it is also set to red. To counteract this. you should either select a 
different bold color or set this option to No. 

Graphics in Black & White 
This option makes it possible for you to view any color graphic images in the 
View Document screen in black and white . The color-shaded areas appear as a 
pattern which WordPerfect uses to represent the actual color, while the remainder 
of the image appears as black lines on a white background. Any text you have 
surrounding the image will still appear according to the text option you have 
chosen (see Text in Black & White below). 

Text in Black & White 
Select this option if you want to view your text in the View Document screen in 
black and white. The text will appear as black letters on a white background. 
Any graphic images you have on the page will still appear according to the 
graphics options you have chosen (see Graphics in Black & White above). 

See Also: Colors/Fonts/Attributes; View Document 
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W W idow /O rphan

N a te s

It is generally considered a good practice in printed documents to avoid having 
one line of a paragraph printed by itself at the top or bottom of a page.

When the last line of a paragraph appears alone at the top of a page it is called a 
widow. When the first line of a paragraph appears alone at the bottom of a page 
it is called an orphan.

Some dictionaries and style books call both types of lines a widow.

You can have WordPerfect prevent widows and orphans by turning on the 
Widow/Orphan feature.

1 Press Format (Shift-F8), then select Line (1).

CB Select Line from the Layout menu.

2 Select Widow/Orphan Protection (9), then type y.

3 Press Exit (F7) to return to the normal editing screen.

C od e s

Setting Widow/Orphan Protection (9) on the Format: Line menu to On inserts a 
Widow/Orphan On code [W/O On] at the cursor position. This code takes effect 
from that point forward in your document, or until you turn off Widow/Orphan 
protection by repeating the above steps and typing n in step 2.

You can also turn off Widow/Orphan protection by deleting the code.

Effect
When Widow/Orphan protection is on, WordPerfect moves one line of the 
paragraph to the top of the page to join a widow. To avoid an orphan, it moves 
the orphan to the next page, with the rest of the paragraph. With three-line 
paragraphs, it moves the entire paragraph to the next page.

You can also hold groups of lines together with Block Protect and Conditional 
End of Page. You can use Block Protect to keep a block of text together as you 
add or delete text from the block (see Block Protect in Reference). You can use 
Conditional End of Page to keep certain lines together, such as a heading and the 
first two lines of a paragraph (see Conditional End of Page in Reference).

See Also: Block Protect; Conditional End of Page
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W Widow/Orphan 

Notes 

It is generally considered a good practice in printed documents to avoid having 
one line of a paragraph printed by itself at the top or bottom of a page. 

When the last line of a paragraph appears alone at the top of a page it is called a 
widow. When the first line of a paragraph appears alone at the bottom of a page 
it is called an orphan. 

Some dictionaries and style books call both types of lines a wid<rn: 

You can have WordPerfect prevent widows and orphans by turning on the 
Widow/Orphan feature. 

1 Press Format (Shift-FSJ, then select Line ( 1 ). 

[8] Select Line from the Layolll menu. 

2 Select Widow/Orphan Protection (9), then type y. 

3 Press Exit (F7) to return to the normal editing screen. 

Codes 

Setting Widow/Orphan Protection (9) on the Format: Line menu to On inserts a 
Widow/Orphan On code [W /0 On I at the cursor position. This code takes effect 
from that point forward in your document. or until you turn off Widow/Orphan 
protection by repeating the above steps and typing n in step 2. 

You can also turn off Widow/Orphan protection by deleting the code. 

Effect 
When Widow/Orphan protection is on, WordPerfect moves one line of the 
paragraph to the top of the page to join a widow. To avoid an orphan, it moves 
the orphan to the next page. with the rest of the paragraph . With three-line 
paragraphs, it moves the entire paragraph to the next page. 

You can also hold groups of lines together with Block Protect and Conditional 
End of Page. You can use Block Protect to keep a block of text together as you 
add or delete text from the block (see Block Protect in Reference) . You can use 
Conditional End of Page to keep certain lines together, such as a heading and the 
first two lines of a paragraph (see Conditional End of Page in Reference) . 

See Also: Block Protect; Conditional End of Page 
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W indow

You can use Window to split the screen into two separate windows, so that you 
can display two documents on the screen at once and then compare and edit 
them.

1 Press Screen (Ctrl-F3). then select Window (1).

r a  S e l e c t  W in d o w  f r o m  th e  E d i t  m e n u .

You are asked to enter the number of lines you want in the current window.

2 Enter the number of lines you want in the current window (see Window Size 
below).

or

Press Up Arrow (T) or Down Arrow (i) to move the reverse video bar to a 
line on the screen, then press Enter.

The screen splits into two separate windows.

Each window becomes a separate editing screen, with its own status line. The 
number of each separate window is displayed as the document number on each 
window’s status line.
A reverse video bar divides the two windows. In the reverse video bar, a 
triangle (») represents each tab setting. The triangles in the reverse video bar 
point to the window that the cursor is in. A left bracket ([) represents the left 
margin; a right bracket (]) represents the right. If a margin falls on a tab setting, 
it is displayed as a left brace ({) for the left margin or a right brace (}) for the 
right margin.

Press Switch (Shift-F3) to move from one window to the other (see Switch in 
Reference).

WordPerfect has a startup option, /n2, that disables the Document 2 screen to 
save memory. If you start WordPerfect with option /n2 and then use the 
Window feature (Ctrl-F3,l), your display options will be limited to either the full 
screen or the full screen minus one line for the tab ruler (see Appendix N:
Startup Options).

Notes Closing the Window
To close a window, enter 0 (zero) in step 2 above, or press Up Arrow (T) or 
Down Arrow ( f ) to move the reverse video bar off the screen then press Enter. 
If a document is still active in the window when you close it, it is switched off­
screen. You can still move to it using Switch (Shift-F3) (see Switch vs. Window 
below).
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You can use Window to split the screen into two separate windows, so that you 
can display two documents on the screen at once and then compare and edit 
them. 

1 Press Screen (Ctrl-F3 ). then select Window (I ). 

~ Select Window from the Edit menu. 

You are asked to enter the number of lines you want in the current window. 

2 Enter the number of lines you want in the current window (see Window Size 
below). 

or 

Press Up Arrow (i) or Down Arrow ( J. ) to move the reverse video bar to a 
line on the screen, then press Enter. 

The screen splits into two separate windows. 

Each window becomes a separate editing screen. with its own status line . The 
number of each separate window is displayed as the document number on each 
window's status line . 

A reverse video bar divides the two windows. In the reverse video bar. a 
triangle ( •) represents each tab setting. The triangles in the reverse video bar 
point to the window that the cursor is in. A left bracket ([ J represents the left 
margin; a right bracket (]) represents the right. If a margin falls on a tab setting, 
it is displayed as a left brace ( {) for the left margin or a right brace (}) for the 
right margin. 

Press Switch (Shift-F3) to move from one window to the other (see Switch in 
Reference). 

WordPerfect has a startup option, /n2. that disables the Document 2 screen to 
save memory. If you start WordPerfect with option /n2 and then use the 
Window feature (Ctrl-F3. I). your display options will be limited to either the full 
screen or the full screen minus one line for the tab ruler (see Appendix N: 
Startup Options). 

Closing the Window 
To close a window, enter O (zero) in step 2 above, or press Up Arrow (i) or 
Down Arrow ( .!.) to move the reverse video bar off the screen then press Enter. 
If a document is still active in the window when you close it. it is switched off­
screen. You can still move to it using Switch (Shift-F3) (see Switch vs. Window 
below). 



Editing Documents in the Windows
Each window you open is actually a separate editing screen. Use the cursor keys 
to move through and edit the text in each window (see Cursor Movement in 
Reference). You can use List (F5) and Retrieve (Shift-FlO) to retrieve 
documents into the window just as you normally would (see List Files and 
Retrieve in Reference). You can also use Block (Alt-F4) and Move (Ctrl-F4) to 
cut, copy, and move information from one document to another (see Block and 
Move in Reference).

Switch vs. Window
While Window lets you display two documents on-screen at once, Switch 
(Shift-F3) lets you open a second editing screen so you can keep two documents 
active at the same time. Unless you use Window with Switch, each document 
that you switch to is displayed on its own separate screen (see Switch in 
Reference).

Using Screen in Reveal Codes
Screen has a different function when you are in Reveal Codes (Alt-F3). Rather 
than splitting the normal editing screen into two separate windows, Screen lets 
you adjust the location of the ruler line which separates the two parts of the 
Reveal Codes screen.

Press Screen (Ctrl-F3), then select Window (1). You are asked to enter the 
number of lines you want displayed in the normal editing part of the screen.
You can use Up Arrow (t) and Down Arrow (4) to adjust the location of the 
ruler line and then press Enter, or you can simply enter the number of lines you 
want to have in the normal editing part of the screen.

The Reveal Codes window size you have selected remains in place until you 
change it or until you exit WordPerfect. You can also change the Reveal Codes 
window size permanently in Setup (Shift-F 1,2,6,6) (see Edit-Screen Options in 
Reference).

Window Size
Entering 11 splits the standard computer screen roughly in half, giving you 11 
lines in each window.

Since a window must contain more than 2 lines, if you enter 1, WordPerfect 
gives you 2 lines in the window. Entering 0 (zero) or any number higher than 
23 closes the window the cursor is in. Entering 23 places the tab ruler on the 
bottom line of the screen. Sometimes you might like to use this on-screen tab 
ruler to indicate where your tab settings are at all times, (see Tab in Reference).

See Also: Retrieve; Switch
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Editing Documents in the Windows 
Each window you open is actually a separate editing screen. Use the cursor keys 
to move through and edit the text in each window (see Cursor Movement in 
Reference). You can use List (F5 ) and Retrieve (Shift-FlO) to retrieve 
documents into the window just as you normally would (see list Files and 
Retrieve in Reference). You can also use Block (Alt-F4) and Move (Ctrl-F4) to 
cut, copy, and move information from one document to another (see Block and 
Move in Reference) . 

Switch vs. Window 
While Window lets you display two documents on-screen at once, Switch 
(Shift-F3) lets you open a second editing screen so you can keep two documents 
active at the same time. Unless you use Window with Switch, each document 
that you switch to is displayed on its own separate screen (see Switch in 
Reference ). 

Using Screen in Reveal Codes 
Screen has a different function when you are in Reveal Codes (Alt-F3). Rather 
than splitting the normal editing screen into two separate windows, Screen lets 
you adjust the location of the ruler line which separates the two parts of the 
Reveal Codes screen. 

Press Screen (Ctrl-F3 ), then select Window ( 1 J. You are asked to enter the 
number of lines you want displayed in the normal editing part of the screen. 
You can use Up Arrow (i ) and Down Arrow (J, ) to adjust the location of the 
ruler line and then press Enter, or you can simply enter the number of lines you 
want to have in the normal editing part of the screen. 

The Reveal Codes window size you have selected remains in place until you 
change it or until you exit WordPerfect. You can also change the Reveal Codes 
window size permanently in Setup (Shift-Fl,2,6,6) (see Edit-Screen Options in 
Reference). 

Window Size 
Entering 11 splits the standard computer screen roughly in half, giving you 11 
lines in each window. 

Since a window must contain more than 2 lines, if you enter 1, WordPerfect 
gives you 2 lines in the window. Entering O (zero) or any number higher than 
23 closes the window the cursor is in. Entering 23 places the tab ruler on the 
bottom line of the screen. Sometimes you might like to use this on-screen tab 
ruler to indicate where your tab settings are at all times. (see Tab in Reference ). 

See Also: Retrieve: Switch 
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Word and L e tte r Spacing

Notes

Sometimes when printing documents in WordPerfect, you might want to increase 
or decrease the spacing between adjacent words and letters. WordPerfect 
provides the Word and Letter Spacing feature that lets you adjust this spacing.

1 Move the cursor to where you want to change the setting.

2 Press Format (Shift-F8), then select Other (4). 

r a  Select Other from the Layout menu.

3 Select Printer Functions (6), then select Word Spacing/Letter Spacing (3).

4 Select a setting for word spacing and enter any required information (see 
Setting Adjustments below).

5 Select a setting for letter spacing and enter any required information (see 
Setting Adjustments below).

6 Press Exit (F7) to exit the Printer Functions menu.

Codes
A Word and Letter Spacing code [Wrd/Ltr Spacing:wwr/ settingjetter setting] is 
inserted into your document at the cursor. The change is in effect from that 
point forward in your document.

Printer Support
Not all printers support this feature. Test this out with your printer to see if it is 
supported. You can test this feature by following the steps above, typing text, 
then printing the document on the screen (see Print, Document on Screen in 
Reference).

Setting Adjustments
You can select from four settings for word and letter spacing. The default 
setting for both word spacing and letter spacing is Optimal.

Normal
Select this option (1) to use the spacing that looks best according to the 
printer manufacturer's opinion.

Optimal
Select this option (2) to use the spacing that looks best according to 
WordPerfect Corporation's opinion. Sometimes this setting does the same 
thing as selecting Normal (1), but on many printers it is different.

For a proportionally-spaced font, this option sets the width of a space to 1/3 
the point size of the font. On a mono-spaced font, this setting is the pitch.
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Sometimes when printing documents in WordPerfect, you might want to increase 
or decrease the spacing between adjacent words and letters. WordPerfect 
provides the Word and Letter Spacing feature that lets you adjust this spacing. 

1 Move the cursor to where you want to change the setting. 

2 Press Format (Shift-F8), then select Other (4). 

1731 Selecr Orher from rhe La_rollf menu. 

3 Select Printer Functions (6). then select Word Spacing/Letter Spacing (3). 

4 Select a setting for word spacing and enter any required information (see 
Serting Adjustments below). 

5 Select a setting for letter spacing and enter any required information (see 
Setting Adjustments below). 

6 Press Exit (F7J to exit the Printer Functions menu. 

Codes 
A Word and Letter Spacing code [ Wrd/Ltr Spacing:word setting,letter setting] is 
inserted into your document at the cursor. The change is in effect from that 
point forward in your document. 

Printer Support 
Not all printers support this feature. Test this out with your printer to see if it is 
supported. You can test this feature by following the steps above, typing text, 
then printing the document on the screen (see Print, Document on Screen in 
Reference). 

Setting Adjustments 
You can select from four settings for word and letter spacing. The default 
setting for both word spacing and letter spacing is Optimal. 

Normal 
Select this option (I ) to use the spacing that looks best according to the 
printer manufacturer's opinion. 

Optimal 
Select this option (2) to use the spacing that looks best according to 
WordPerfect Corporation"s opinion. Sometimes this setting does the same 
thing as selecting Normal (I). but on many printers it is different. 

For a proportionally-spaced font, this option sets the width of a space to 1/3 
the point size of the font. On a mono-spaced font, this setting is the pitch. 



Percent of Optimal
Select this option (3) to enter a width of your own. The setting you enter is 
a percentage of the Optimal setting. Numbers less than 100% reduce the 
amount of space while numbers greater than 100% increase the amount of 
space. Entering 100% is exactly like selecting Optimal (2).

Set Pitch
Select this option (4), then enter a pitch (characters per inch) setting to 
change word and/or letter spacing to an exact pitch. The pitch you specify is 
displayed and saved in the same manner as a Percent of Optimal setting.

This setting does not, however, change the pitch to a specific value for all 
fonts. Instead, it chooses the correct Percent of Optimal setting required to 
obtain the desired pitch in the current font.

If your printer cannot move the exact amount you enter, WordPerfect
instructs it to move as close to the amount as possible.

See Also: Kerning; Printer Functions
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Percent of Optimal 
Select this option (3) to enter a width of your own. The setting you enter is 
a percentage of the Optimal setting. Numbers less than 100% reduce the 
amount of space while numbers greater than 100% increase the amount of 
space. Entering 100% is exactly like selecting Optimal (2). 

Set Pitch 
Select this option (4). then enter a pitch (characters per inch) setting to 
change word and/or letter spacing to an exact pitch. The pitch you specify is 
displayed and saved in the same manner as a Percent of Optimal setting. 

This setting does not, however, change the pitch to a specific value for all 
fonts. Instead. it chooses the correct Percent of Optimal setting required to 
obtain the desired pitch in the current font. 

If your printer cannot move the exact amount you enter, WordPerfect 
instructs it to move as close to the amount as possible. 

See Also: Kerning; Printer Functions 
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Appendix A: ASCII Conversion Chart

You can enter ASCII characters by holding down Alt and typing the 
corresponding number on the number pad. (Do not use the numbers at the top 
of the keyboard.) The character does not appear until you release the Alt key. 
The number is also the screen position used in creating messages with macros 
(see Ctrl-P under Macros, Message Display in Reference).

Screen
Position

ASCII
Character

Screen
Position

ASCII
Character

I © 24 T
2 e 25 i

3 V 26

4 ♦ 27 <—

5 * 28 i_

6 A 29 <->
7 • 30 *

8 □ 31 ▼

9 O 32 (space)

10 SI 33 !

11 <? 34 "

12 35 #

13 36 $

14 37 %

15 ft 38 &

16 ► 39

17 M 40 (
18 t 41 )

19 h 42 *

20 'll 43 +

21 § 44 ,

22 - 45 -
23 t 46
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Appendix A: ASCII Conversion Chart 

You can enter ASCII characters by holding down Alt and typing the 
corresponding number on the number pad. (Do not use the numbers at the top 
of the keyboard.) The character does not appear until you release the Alt key. 
The number is also the screen position used in creating messages with macros 
(see Ctrl-P under Macros, Message Display in Reference). 

Screen ASCII Screen ASCII 
Position Character Position Character 

© 24 i 
2 e 25 J, 

3 • 26 

4 ♦ 27 b 

5 ... 28 

6 • 29 ~-➔ 

7 JO 

8 a 31 • 
9 0 32 (space) 

10 ti'l 33 

11 d' 34 

12 !,1 35 # 

13 36 $ 

14 )~ 37 % 

15 p 38 & 

16 39 

17 ◄ 40 

18 41 

19 !I 42 * 

20 91 43 + 

21 § 44 

22 - 45 

23 t 46 
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Screen
Position

ASCII
Character

Screen
Position

ASCII
Character

47 / 76 L

48 0 77 M

49 1 78 N

50 2 79 O

51 3 80 P

52 4 81 Q
53 5 82 R

54 6 83 S

55 7 84 T

56 8 85 U

57 9 86 V

58 87 W

59 ; 88 X
60 < 89 Y

61 = 90 Z

62 > 91 [
63 7 92 \

64 @ 93 ]
65 A 94 A

66 B 95

67 C 96 ‘

68 D 97 a

69 E 98 b

70 F 99 c

71 G 100 d

72 H 101 e

73 I 102 f

74 J 103 g
75 K 104 h

716 APPENDIX A: ASCII CONVERSION CHART

Screen ASCII Screen ASCII 
Position Character Position Character 

47 76 L 

48 0 77 M 

49 78 N 

so 2 79 0 

51 3 80 p 

52 4 81 Q 

53 5 82 R 

54 6 83 s 
55 7 84 T 

56 8 85 u 
57 9 86 V 

58 87 w 
59 88 X 

60 < 89 y 

61 = 90 z 
62 > 91 

63 ? 92 

64 @ 93 

65 A 94 I\ 

66 B 95 

67 C 96 

68 D 97 a 

69 E 98 b 

70 F 99 C 

71 G 100 d 

72 H IOI e 

73 102 f 

74 J 103 g 

75 K 104 h 
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Screen
Position

ASCII
Character

Screen
Position

ASCII
Character

105 i 134 a

106 j 135 S

107 k 136 e

108 1 137 e

109 m 138 e

110 n 139 l

111 0 140 i

112 P 141 1

113 q 142 A

114 r 143 A

115 s 144 E

1 16 t 145 se

117 u 146 JE

118 V 147 6

119 w 148 6

120 X 149 6

121 y 150 u

122 z 151 u

123 { 152 y

124 153 o

125 ) 154 u

126 ~ 155 0

127 A 156 £

128 ? 157 ¥

129 ii 158 Pt

130 e 159 /

131 a 160 a

132 a 161 i

133 a 162 6
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Screen ASCII Screen ASCII 
Position Character Position Character 

105 134 a 

106 135 c; 

107 k 136 e 

108 137 e 

109 m 138 e 

110 n 139 

111 0 140 

112 p 141 

113 q 142 A 

114 r 143 A 

115 s 144 E 

I 16 145 ::e 

117 u 146 A: 

118 V 147 6 

119 w 148 i:.i 

120 X 149 CJ 

121 y 150 u 

122 z 151 u 

123 152 y 

124 153 0 

125 154 u 
126 155 il 

127 L) 156 £ 

128 <; 157 ¥ 

129 i.i 158 Pt 

130 e 159 f 
131 a 160 a 

132 a 161 

133 a 162 6 
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Screen
Position

ASCII
Character

Screen
Position n

 >

163 u 192

164 n 193
165 N 194

166 a 195

167 O 196

168 i 197

169 r~ 198

170 —\ 199

171 Vi 200 .it

172 M 201

173 i 202

174 « 203

175 » 204
176 205

177 206

178 207

179 208

180 209

181 210
182 211 IL

183 212

184 213

185 214

186 215

187 216 *
188 217

189 218

190 219 ■
191 220 m
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Screen ASCII Screen A . ·11 
Position Character Position Churuckr 

163 u 192 

164 fl 193 

165 N 194 

166 195 

167 0 196 

168 i., 197 

169 ... 198 

170 199 

17 I ½ 200 

172 ¼ 201 

173 202 

174 (( 203 

175 )) 204 
176 205 

177 206 

178 207 

179 208 

180 209 

181 210 

182 211 

183 212 

184 21 3 

185 214 

186 215 

187 216 

188 217 

189 218 

190 219 I 
191 220 • 

718 APPENDIX A: ASCII CONVERSION CHART 



S c r
Pos
221

222

223

224

225

226

227

228

229

230

231

232
233

234

235

236

237

238

239

240

241

242

243

244

245

246

247

248

249

A S C I I
C h a r a c t e r

I

I

a

6

r

K

z
G

n
x

o

0

a

5

S c r e e n  A S C I I  
P o s i t io n  C h a r a c t e r

250

251 V

252 "

253 2

254 ■

255

E

n

±

>

<

f
J
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Snt·n ASCII Screen ASCII 
Posili m Character Position Character 

221 I 250 

222 I 251 ✓ 

223 ■ 252 n 

224 a 253 2 

225 13 254 • 
226 r 255 

227 7t 

228 L 

229 cr 

230 µ 

231 'C 

232 <I> 

233 0 

234 Q 

235 8 

236 

237 Q 

238 £ 

239 n 

240 -
241 ± 

242 > 

243 s 

244 ( 

245 J 
246 

247 

248 

249 
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Appendix B: Graphic Images

The 30 images included in this section have been provided for your use in the 
WordPerfect Graphics feature. The name below the image is the image’s 
filename. For more information on how to use these images, see Graphics, 
Define a Box in Reference.

Important: I f  y o u  d i d  n o t  i n s ta l l  th e  g r a p h i c  i m a g e s  w h e n  y o u  i n s t a l l e d  W o r d P e r f e c t  o r  
h a v e  n o t  s u b s e q u e n t l y  d o n e  s o ,  y o u  n e e d  to  d o  s o  b e f o r e  y o u  c a n  u s e  th e m  in  th e  

G r a p h ic s  f e a tu r e .

These images were created in DrawPerfect, the new business presentation 
graphics package released by WordPerfect Corporation in early 1990.

For more information about DrawPerfect, contact your local dealer or call 
WordPerfect Information Services at (801) 225-5000.
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Appendix B: Graphic Images 

The 30 images included in this section have been provided for your use in the 
WordPerfect Graphics feature. The name below the image is the image's 
filename. For more information on how to use these images, see Graphics, 
Define a Box in Reference. 

Important: If you did not install the graphic images when you installed WordPerfect or 
have not subsequently done so, you need to do so before you can use them in the 
Graphics feature. 

These images were created in DrawPerfect, the new business presentation 
graphics package released by WordPerfect Corporation in early 1990. 

For more information about DrawPerfect. contact your local dealer or call 
WordPerfect Information Services at (801) 225-5000. 
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'.VP;; BALLOONS.WPG

BKGRND-1.WPG BORDER-8.WPG BURST-1 .WPG

BUTTRFLV.WPG CALENDAR.WPG CERTIF.WPG

DEVICE-2.WPG
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• 
X 

ARROW 22 .V Pii BALLOONS.WPG BANNER-3.WPG BICYCLEWPG 

r~ ~-----... 

'~ 
" /f\~~ ®i --

BKGRND-1 WPG BORDER-8.WPG BULB.WPG BURSHWPG 

BUTTRFL Y WPG CALENDAR WPG CERTIF.WPG CHKBOX-1 .WPG 

CLOCK.WPG CNTACT-2.WPG DEVICE-2 WPG DIPLOMA.WPG 
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FLOPPY-2.WPG GAVEL.WPG GLOBE2-M.WPG HANOS-3.WPG 

MAGNIF.WPG MAILBAG.WPG NEWS.WPG PC-1.WPG 

PRESNT-1 .WPG PRINTR-3. WPG SCALE.WPG STAR-5.WPG 

TELPHONE.WPG TROPHY.WPG 
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Appendix C: Codes

The following list contains WordPerfect codes which may appear in the Reveal 
Codes screen (Alt-F3). On codes for the attribute features are displayed in 
uppercase letters in Reveal Codes; Opcodes are displayed in lowercase letters 
(e.g., [BOLD][bold]).

Code Definition

[ ] Hard Space
[-] Hyphen Character
- Soft Hyphen
[/] Cancel Hyphenation
[Adv] Advance
[Bline] Baseline Placement
[Block] Beginning of Block
[Block Pro] Block Protection
[Bold] Bold
[Box Num] Caption in Graphics Box
[Brdr Opt] Border Options
[C ell] Table C ell
[Center] Center
[Center Pg] Center Page Top to Bottom
[Cndl EOP] Conditional End of Page
[Cntr Tab] Centered Tab
[CNTR TAB] Hard Centered Tab
[Col Def] Column Definition
[Col Off] End of Text Columns
[Col On] Beginning of Text Columns
[Color] Print Color
[Comment] Document Comment
[Date] Date/Time Function
[Dbl Und] Double Underline
[Dec Tab] Decimal Aligned Tab
[DEC TAB] Hard Decimal Aligned Tab
[Decml/Algn Char] Decimal Character/Thousands' Separator
[Def Mark:Index] Index Definition
[Def Mark:List] List Definition
[Def Mark:ToA] Table of Authorities Definition
[Def Mark:ToC] Table of Contents Definition
[Dorm HRt] Dormant Hard Return
[DSRt] Deletable Soft Return
[End C/A] End Centering/Alignment
[End Def] End of Index, List, or Table of Contents
[End Mark] End of Marked Text
[End Opt] Endnote Options
[Endnote] Endnote
[Endnote Placement] Endnote Placement
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Appendix C: Codes 

The following list contains WordPerfect codes which may appear in the Reveal 
Codes screen (Alt-F3). On codes for the attribute features are displayed in 
uppercase letters in Reveal Codes; Off codes are displayed in lowercase letters 
(e.g., [BOLD][bold]). 

Code 

[ l 
[-] 

[/] 
[Adv] 
[Bline] 
[Block] 
[Block Pro] 
[Bold] 
[Box Num] 
[Brdr Opt] 
[Cell] 
[Center] 
[Center Pg] 
[Cndl EOP] 
[Cntr Tab] 
[CNTR TAB] 
[Col Def] 
[Col Off] 
[Col On] 
[Color] 
[Comment] 
[Date] 
[Dbl Und] 
[Dec Tab] 
[DEC TAB] 
[Decml/Algn Char] 
[Def Mark:lndexJ 
[Def Mark:List] 
[Def Mark:ToA] 
[Def Mark:ToC] 
[Dorm HRt] 
[DSRt] 
[End C/A) 
[End Def] 
[End Mark) 
[End Opt] 
[Endnote) 
[Endnote Placement] 

Definition 

Hard Space 
Hyphen Character 
Soft Hyphen 
Cancel Hyphenation 
Advance 
Baseline Placement 
Beginning of Block 
Block Protection 
Bold 
Caption in Graphics Box 
Border Options 
Table Cell 
Center 
Center Page Top to Bottom 
Conditional End of Page 
Centered Tab 
Hard Centered Tab 
Column Definition 
End of Text Columns 
Beginning of Text Columns 
Print Color 
Document Comment 
Dateffime Function 
Double Underline 
Decimal Aligned Tab 
Hard Decimal Aligned Tab 
Decimal Characterffhousands' Separator 
Index Definition 
List Definition 
Table of Authorities Definition 
Table of Contents Definition 
Dormant Hard Return 
Deletable Soft Return 
End Centering/ Alignment 
End of Index, List, or Table of Contents 
End of Marked Text 
Endnote Options 
Endnote 
Endnote Placement 
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Code Definition

|Equ Box] Equation Box
[Equ Opt] Equation Box Options
[Ext Large] Extra Large Print
[Fig Box] Figure Box
[Fig Opt] Figure Box Options
[Fine] Fine Print
[Fish Rgt] Flush Right
[Font] Base Font
[Footer] Footer
[Footnote] Footnote
[Force] Force Odd/Even Page
[Ftn Opt] Footnote Options
[Header] Header
[HLine] Horizontal Line
[HPg] Hard Page Break
[Hrd Row] Hard Row
[HRt] Hard Return
[HRt-SPg] Hard Return-Soft Page
[Hyph Off] Hyphenation Off
[Hyph On] Hyphenation On
[HZone] Hyphenation Zone
[—>Indent] Indent
[—>Indent<— ] Left/Right Indent
[Index] Index Entry
[Insert Pg Num] Insert Page Number
[ISRt] Invisible Soft Return
[Italc] Italics
(Just] Justification
[Just Lim] Word Spacing Justification Limits
[Just Off] Justification Off (WP 5.0)
[Just On] Justification On (WP 5.0)
[Kern] Kerning
[L/R Mar] Left and Right Margins
[Lang] Language
[Large] Large Print
[Leading Adj] Leading Adjustment
[Link] Spreadsheet Link
[Link End] Spreadsheet Link End
[Ln Height] Line Height
[Ln Num] Line Numbering
[Ln Spacing] Line Spacing
[<—Mar Rel] Left Margin Release
[Mark:List] List Entry
[Mark:ToC] Table of Contents Entry
[Math Def] Definition of Math Columns
[Math Off] End of Math

72' 

Code 

IEqu Box] 
[Equ Opt] 
[Ext Large] 
[Fig Box] 
[Fig Opt] 
[Fine] 
[Fish Rgt] 
[Font] 
[Footer] 
[Footnote] 
[Force\ 
[Ftn Opt] 
[Header] 
[HLine] 
[HPg] 
[Hrd Row] 
[HRt] 
[HRt-SPg] 
[Hyph Off] 
[Hyph On] 
[HZone] 
[~Indent] 
[~Indent~] 
[Index] 
[Insert Pg Num] 
[ISRtj 
I I talc J 
[Just] 
[Just Lim] 
[Just Off] 
[Just On] 
[Kern] 
[L/R Marj 
[Lang] 
[Large] 
[Leading Adj] 
[Link] 
[Link End[ 
[Ln Height] 
[Ln Numf 
[Ln Spacing] 
l~Mar Rel] 
I Mark:List] 
[Mark:ToC] 
[Math Def] 
[Math Off] 

Definition 

Equation Box 
Equation Box Options 
Extra Large Print 
Figure Box 
Figure Box Options 
Fine Print 
Flush Right 
Base Font 
Footer 
Footnote 
Force Odd/Even Page 
Footnote Options 
Header 
Horizontal Line 
Hard Page Break 
Hard Row 
Hard Return 
Hard Return-Soft Page 
Hyphenation Off 
Hyphenation On 
Hyphenation Zone 
Indent 
Left/Right Indent 
Index Entry 
Insert Page Number 
Invisible Soft Return 
Italics 
Justification 
Word Spacing Justification Limits 
Justification Off (WP 5.0) 
Justification On (WP 5.0) 
Kerning 
Left and Right Margins 
Language 
Large Print 
Leading Adjustment 
Spreadsheet Link 
Spreadsheet Link End 
Line Height 
Line Numbering 
Line Spacing 
Left Margin Release 
List Entry 
Table of Contents Entry 
Definition of Math Columns 
End of Math 



C o d e D e fin itio n

[Math On]
[!]
[t]
[+]
[T]
[=]
[*]
[N]
[New End Num]
[New Equ Num]
[New Fig Num]
[New Ftn Num]
[New Tbl Num]
[New Txt Num]
[New Usr Num]
[Note Num]
[Open Style]
[Outline Lvl;Open Sty lei 
[O utline L v l;S ty le  On] 
[Outline Lvl;Style Off] 
[Outline Off]
[Outline On]
[Outln]
[Ovrstk]
[Paper Sz/Typ]
[Par Num]
[Par Num Def]
[Pg Num]
[Pg Num Style]
[Pg Numbering]
[Ptr Cmnd]
[Redln]
[Ref]
[Rgt Tab]
[RGT TAB]
[Row]
[Shadw]
[Sm Cap]
[Small]
[SPg]
[SRt]
[StkOut]
[Style Off]
[Style On]
[Subdoc]
[Subdoc Start]

Beginning of Math 
Formula Calculation 
Subtotal Entry 
Calculate Subtotal 
Total Entry 
Calculate Total 
Calculate Grand Total 
Negate
New Endnote Number 
New Equation Box Number 
New Figure Box Number 
New Footnote Number 
New Table Number 
New Text Box Number 
New User Box Number 
Footnote/Endnote Number 
Open Style 
Open Outline Style 
P aired  O utline Style O n 
Paired Outline Style Off 
Outline Off 
Outline On 
Outline (Attribute)
Overstrike
Paper Size and Type
Paragraph Number
Paragraph Numbering Definition
New Page Number
Page Number Style
Page Numbering
Printer Command
Redline
Reference (Cross-Reference)
Right Aligned Tab
Hard Right Aligned Tab
Table Row
Shadow
Small Caps
Small Print
Soft Page Break
Soft Return
Strikeout
Style Off
Style On
Subdocument (Master Documents) 
Beginning of Subdocument
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Code 

[Math On} 
[ ! l 
[ t] 
[+] 
[Tl 
[=] 
[*] 
[NJ 
[New End Num] 
[New Equ Num] 
[New Fig Num] 
[New Ftn Num] 
[New Tbl Num] 
[New Txt Num] 
[New Usr Num] 
[Note Num] 
[Open Style] 
[Outline Lvl;Open Style] 
[Outline Lvl;Style On] 
[Outline Lvl;Style Off] 
[Outline Off] 
[Outline On] 
[Outln] 
[Ovrstk] 
l Paper Sz/fyp J 
[Par Num] 
[Par Num Def] 
[Pg Num] 
[Pg Num Style] 
[Pg Numbering] 
[Ptr Cmnd] 
[Redln] 
[Ref] 
[Rgt Tab] 
[RGT TAB) 
[Row) 
[Shadw] 
[Sm Cap] 
[Small) 
[SPg] 
[SRt] 
[StkOut] 
[Style Off] 
[Style On] 
[Subdoc] 
[Subdoc Start] 

Definition 

Beginning of Math 
Formula Calculation 
Subtotal Entry 
Calculate Subtotal 
Total Entry 
Calculate Total 
Calculate Grand Total 
Negate 
New Endnote Number 
New Equation Box Number 
New Figure Box Number 
New Footnote Number 
New Table Number 
New Text Box Number 
New User Box Number 
Footnote/Endnote Number 
Open Style 
Open Outline Style 
Paired Outline Style On 
Paired Outline Style Off 
Outline Off 
Outline On 
Outline (Attribute) 
Overstrike 
Paper Size and Type 
Paragraph Number 
Paragraph Numbering Definition 
New Page Number 
Page Number Style 
Page Numbering 
Printer Command 
Redline 
Reference (Cross-Reference) 
Right Aligned Tab 
Hard Right Aligned Tab 
Table Row 
Shadow 
Small Caps 
Small Print 
Soft Page Break 
Soft Return 
Strikeout 
Style Off 
Style On 
Subdocument (Master Documents) 
Beginning of Subdocument 

APPENDIX C: CODES 727 



C o d e D e fin itio n

[Subdoc End] End of Subdocument
[Subscpt] Subscript
[Suppress] Suppress Page Format
[Suprscpt] Superscript
[T/B Mar] Top and Bottom Margins
[Tab] Left-Aligned Tab
[TAB] Hard Left-Aligned Tab
[Tab Set] Tab Set
[Target] Target (Cross-Reference)
[Tbl Box] Table Box
[Tbl Def] Table Definition
[Tbl Off] Table Off
[Tbl Opt] Table Box Options
[Text Box] Text Box
[ToA] Table of Authorities Entry
[Txt Opt] Text Box Options
[Und] Underlining
[Undrln] Underline Spaces/Tabs
[Unknown] Non-WordPerfect 5.1 Code
[Usr Box] User-Defined Box
[Usr Opt] User-Defined Box Options
[VLine] Vertical Line
[Vry Large] Very Large Print
[W/O Off] Widow/Orphan Off
[W/O On] Widow/Orphan On
[Wrd/Ltr Spacing] Word and Letter Spacing
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Code 

[Subdoc End] 
[Subscpt] 
[Suppress] 
[Suprscpt] 
[T/B Mar] 
[Tab] 
[TAB] 
[Tab Set] 
[Target] 
[Tbl Box] 
[Tbl Def] 
[Tbl Off] 
ITbl Opt] 
[Text Box] 
[ToA] 
[Txt Opt) 
[Und] 
[Undrln] 
[Unknown] 
[Usr Box) 
[UsrOpt] 
l VLme] 
[Yry Large] 
[W/0 Off] 
[W/0 On] 
[Wrd/Ltr Spacing] 

Definition 

End of Subdocument 
Subscript 
Suppress Page Format 
Superscript 
Top and Bottom Margins 
Left-Aligned Tab 
Hard Left-Aligned Tab 
Tab Set 
Target (Cross-Reference) 
Table Box 
Table Definition 
Table Off 
Table Box Options 
Text Box 
Table of Authorities Entry 
Text Box Options 
Underlining 
Underline Spaces/Tabs 
Non-WordPerfect 5.1 Code 
User-Defined Box 
User-Defined Box Options 
Vertical Line 
Very Large Print 
Widow/Orphan Off 
Widow/Orphan On 
Word and Letter Spacing 



Appendix D: Equation P a le tte

The following lists show the commands and symbols available from the Equation 
Palette in the Equation Editor. Although these lists are comprehensive with 
respect to the Palette, there are other commands and symbols that are not listed 
on the Palette that are available for use in the Equation Editor. See Equations, 
Commands and Symbols in Reference for information on these unlisted items, as 
well as information on using those items listed below. See Equations,
Commands Syntax for descriptions of the commands listed under the Commands 
menu.

The first column in each list below contains the command or symbol as it is 
listed on the Palette. Other columns contain other information displayed on the 
status line in the Equation Editor about the particular command or symbol.

In all of the lists except Arrows, there is a column labeled Keyword. When a 
keyword is available, you can type in the word or symbol from the keyboard or 
retrieve it from the Palette.

If no keyword is available, you must retrieve the word or symbol from the 
Palette. To retrieve a word or symbol from the Palette, press L is t  (F5) to switch 
to the Palette, press P a g e  U p  or P a g e  D o w n  to select the appropriate menu, 
highlight the item, then press E n t e r  to insert the item into your equation.

In cases where there is both a symbol and a corresponding keyword (e.g„ X and 
SUM), pressing Enter will put the keyword (SUM) in your equation in the 
Editing window. If you prefer to have the symbol (X ) , press C t r l -E n t e r .  This 
only affects what is shown in the Editing window. In both cases, when you 
display or print the equation, the appropriate symbol (X) will be displayed or 
printed.

Many symbols are in the WordPerfect character sets. You can retrieve any of 
these symbols using Compose (Ctrl-2) (see Compose in Reference).

Arrows
The Arrows menu contains a variety of arrows and several hollow and solid 
figures such as triangles, squares, and circles. There are no keywords for this 
menu, but each symbol can be entered using the Compose (Ctrl-2) feature.

S y m b o l D e s c r ip t io n

Left Arrow
—> Right Arrow
T Up Arrow
l Down Arrow

Left & Right Arrow
1 Up & Down Arrow
X- Two Left Arrows
=J Two Right Arrows
** Left & Right Arrows
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Appendix D: Equation Palette 

The following lists show the commands and symbols available from the Equation 
Palette in the Equation Editor. Although these lists are comprehensive with 
respect to the Palette, there are other commands and symbols that are not listed 
on the Palette that are available for use in the Equation Editor. See Equations, 
Commands and Symbols in Reference for information on these unlisted items, as 
well as information on using those items listed below. See Equations, 
Commands Syntax for descriptions of the commands listed under the Commands 
menu. 

The first column in each list below contains the command or symbol as it is 
listed on the Palette. Other columns contain other information displayed on the 
status line in the Equation Editor about the particular command or symbol. 

In all of the lists except Arrows, there is a column labeled Keyword. When a 
keyword is available, you can type in the word or symbol from the keyboard or 
retrieve it from the Palette. 

If no keyword is available, you must retrieve the word or symbol from the 
Palette. To retrieve a word or symbol from the Palette, press List (F5) to switch 
to the Palette, press Page Up or Page Down to select the appropriate menu, 
highlight the item, then press Enter to insert the item into your equation. 

In cases where there is both a symbol and a corresponding keyword (e.g., I and 
SUM), pressing Enter will put the keyword (SUM) in your equation in the 
Editing window. If you prefer to have the symbol (L), press Ctrl-Enter. This 
only affects what is shown in the Editing window. In both cases, when you 
display or print the equation, the appropriate symbol (I) will be displayed or 
printed. 

Many symbols are in the WordPerfect character sets. You can retrieve any of 
these symbols using Compose (Ctrl-2) (see Compose in Reference) . 

Arrows 
The Arrows menu contains a variety of arrows and several hollow and solid 
figures such as triangles, squares, and circles. There are no keywords for this 
menu, but each symbol can be entered using the Compose (Ctrl-2) feature. 

Symbol Description 

+-- Left Arrow 
-➔ Right Arrow 
i Up Arrow 
! Down Arrow 
H Left & Right Arrow 
I Up & Down Arrow 
"- Two Left Arrows 
::J Two Right Arrows .. Left & Right Arrows 
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Symbol Description

Right & Left Arrows
<= Double Left Arrow
=> Double Right Arrow
It Double Up Arrow

Double Down Arrow
<=> Double Left & Right Arrow
I Double Up & Down Arrow

North East Arrow
South East Arrow

✓ South West Arrow
N. North West Arrow
-> Curly Right Arrow
— Left Harpoon Up
— Left Harpoon Down

Right Harpoon Up
-- Right Harpoon Down
•• Left & Right Harpoons
- Right & Left Harpoons
1 Up Harpoon Left
t Up Harpoon Right
1 Down Harpoon Left
1 Down Harpoon Right

<- Hook Left Arrow
>—► Hook Right Arrow

Maps To
< Triangle Left
t> Triangle Right
A Triangle Up
V Triangle Down
<1 Small Triangle Left
> Small Triangle Right
A Big Triangle Up
V Big Triangle Down
■ * Solid Triangle Left
► Solid Triangle Right

Solid Triangle Up
▼ Solid Triangle Down
A Defined As
A Corresponds To
X Bowtie
★ Solid Star
★ Big Solid Star
O Diamond
♦ Solid Diamond
0 Hollow Diamond
O Big Circle
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Symbol Description 

.. Right & Left Arrows 
~ Double Left Arrow 
⇒ Double Right Arrow 
n Double Up Arrow 
ij Double Down Arrow 
¢:::, Double Left & Right Arrow 
n Double Up & Down Arrow 
, North East Arrow 

South East Arrow 
,/ South West Arrow 

" North West Arrow 
-• Curly Right Arrow 

Left Harpoon Up 
Left Harpoon Down 
Right Harpoon Up 
Right Harpoon Down .. Left & Right Harpoons 

.... Right & Left Harpoons 
Up Harpoon Left 
Up Harpoon Right 
Down Harpoon Left 
Down Harpoon Right 

+--' Hook Left Arrow 
..... Hook Right Arrow 

Maps To 
<l Triangle Left 
r, Triangle Right 
t,. Triangle Up 
V Triangle Down 
<l Small Triangle Left 
I> Small Triangle Right 
t,. Big Triangle Up 
V Big Triangle Down 
◄ Solid Triangle Left 
► Solid Triangle Right 

Solid Triangle Up 
Solid Triangle Down 

t,. Defined As 
~ Corresponds To 
C>< Bowtie 

* Solid Star 

* Big Solid Star 
◊ Diamond 

• Solid Diamond 
0 Hollow Diamond 
0 Big Circle 
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S y m b o l D e s c r ip t io n

o Circle
o Small Circle
• Small Solid Circle
□ Square
■

Commands

Solid Square

The following are keywords that the Equation Editor recognizes as commands. 
Most require the use of a specific syntax when entering the command (see 
Equations, Commands Syntax). All have some formatting function, such as 
drawing a line in the equation or arranging variables in the equation. All 
commands can be typed from the keyboard and can be in either uppercase or 
lowercase.

K e y w o r d F u n c t io n S y n t a x

OVER Fraction x OVER y
SUP or A Superscript x SUP y or xAy
SUB or _ Subscript x SUB y or x_y
S Q K I S q u a r e  ro u l S Q R T  x
NROOT Nth root NROOT n x
FROM Limits x FROM y TO z
TO Limits x FROM y TO z
LEFT Left delimiter LEFT char
RIGHT Right delimiter RIGHT char
SCALESYM Scales symbols, 

numbers, or text
SCALESYM n symbol

STACK Vertical Stack STACK {x#y}
STACKALIGN Vertical Stack with STACKALIGN

character alignment {x&y # a&b)
MATRIX Matrix MATRIX (x&y # a&b}
FUNC User Function FUNC name
UNDERLINE Underline UNDERLINE |x+y}
OVERLINE Overline OVERLINE (x+y)
{ Start group {x+2}
} End group {x+2}
HORZ Horizontal move HORZ n
VERT Vertical move VERT n
~ Normal space x~y

Thin space (lA 
normal space)

x‘y

BINOM Binomial BINOM x y
& Column separator x & y
# Row separator x # y
MATFORM Matrix column MATFORM {ALIGN* &

format ALIGN* &...& ALIGN*}

APPENDIX D: EQUATION PALETTE 731

Symbol 

0 
0 

□ 
■ 

Commands 

Description 

Circle 
Small Circle 
Small Solid Circle 
Square 
Solid Square 

The following are keywords that the Equation Editor recognizes as commands. 
Most require the use of a specific syntax when entering the command (see 
Equations, Commands Syntax). All have some formatting function, such as 
drawing a line in the equation or arranging variables in the equation. All 
commands can be typed from the keyboard and can be in either uppercase or 
lowercase. 

Keyword 

OVER 
SUP or" 
SUB or 
.'SQK.J 

NROOT 
FROM 
TO 
LEFT 
RIGHT 
SCALESYM 

STACK 
STACKALIGN 

MATRIX 
FUNC 
UNDERLINE 
OVERLINE 
{ 
} 
HORZ 
VERT 

BINOM 
& 
# 
MATFORM 

Function 

Fraction 
Superscript 
Subscript 
.Square ruut 
Nth root 
Limits 
Limits 
Left delimiter 
Right delimiter 
Scales symbols, 
numbers, or text 
Vertical Stack 
Vertical Stack with 
character alignment 
Matrix 
User Function 
Underline 
Overline 
Start group 
End group 
Horizontal move 
Vertical move 
Normal space 
Thin space (¼ 

normal space) 
Binomial 
Column separator 
Row separator 
Matrix column 
format 

Syntax 

x OVER y 
x SUP y or x"y 
x SUB y or x_y 
SQRT x 
NROOT n x 
x FROM y TO z 
x FROM y TO z 
LEFT char 
RIGHT char 
SCALESYM n symbol 

STACK {x#y} 
STACKALIGN 
{x&y # a&b} 
MATRIX { x&y # a&b} 
FUNC name 
UNDERLINE {x+y} 
OVERLINE {x+y} 
{x+2} 
{x+2} 
HORZ n 
VERT n 
x~y 
x'y 

BINOM x y 
X & y 
x#y 
MATFORM (ALIGNx & 
ALIGNx & ... & ALIGNx) 
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K e y w o r d F u n c t io n S y n t a x

ALIGNL Align left ALIGNL x
ALIGNR Align right ALIGNR x
ALIGNC Align center ALIGNC x
PHANTOM Place holder PHANTOM x

No delimiter LEFT .
\ Literal \x
BOLD Bold attribute box BOLD x
ITAL Italic attribute box ITAL x
OVERSM Fraction small x OVERSM y
BINOMSM Binomial small BINOMSM x y
LINESPACE Vertical Spacing LINESPACE n
LONGDIV Long Division LONGDIV x
LONGDIVS Long Division (straight) LONGDIVS x

Functions
The following commands are recognized as mathematical functions by the 
Equation Editor. These function names will be formatted in the base font (non­
italic). All functions can be typed from the keyboard and retain the case in 
which they are entered.

K e y w o r d D e s c r ip t io n

cos Cosine
sin Sine
tan Tangent
arccos Arc cosine
arcsin Arc sine
arctan Arc tangent
cosh Hyperbolic cosine
sinh Hyperbolic sine
tanh Hyperbolic tangent
cot Cotangent
coth Hyperbolic cotangent
sec Secant
cosec Cosecant
exp Exponent
log Logarithm
In Natural logarithm
lim Limit
liminf Limit inferior
limsup Limit superior
min Minimum
max Maximum
gcd Greatest common denominator
arc Arc function
det Determinant
mod Modulo
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Keyword Function Syntax 

ALIGNL Align left ALIGNL x 
ALIGNR Align right ALIGNR x 
ALIGNC Align center ALIGNC x 
PHANTOM Place holder PHANTOM x 

No delimiter LEFT. 
\ Literal \x 
BOLD Bold attribute box BOLD x 
ITAL Italic attribute box ITAL x 
OVERSM Fraction small x OVERSM y 
BINOMSM Binomial small BINOMSM x y 
LINESPACE Vertical Spacing LINESPACE n 
LONGDIV Long Division LONGDIV x 
LONGDIVS Long Division (straight) LONGDIVS x 

Functions 
The following commands are recognized as mathematical functions by the 
Equation Editor. These function names will be formatted in the base font (non ­
italic ). All functions can be typed from the keyboard and retain the case in 
which they are entered. 

Keyword Description 

cos Cosine 
sin Sine 
tan Tangent 
arccos Arc cosine 
arcsin Arc sine 
arctan Arc tangent 
cosh Hyperbolic cosine 
sinh Hyperbolic sine 
tanh Hyperbolic tangent 
cot Cotangent 
coth Hyperbolic cotangent 
sec Secant 
cosec Cosecant 
exp Exponent 
log Logarithm 
In Natural logarithm 
lim Limit 
liminf Limit inferior 
limsup Limit superior 
min Minimum 
max Maximum 
gcd Greatest common denominator 
arc Arc function 
det Determinant 
mod Modulo 
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Greek
All of the following Greek characters and variants are supported via keyword 
commands. Greek character keywords are case sensitive; if any letter in the 
keyword is uppercase, the Greek character is printed in uppercase; otherwise, it 
is printed in lowercase. All Greek characters available in the WordPerfect 
character set are available if they are entered with Compose (Ctrl-2).

Symbol Keyword

a

P
y
8

alpha
beta
gamma
delta

G

£

C

n

0
■d

t
K

X

m

V

$
0

71

a

P

C
0

?

X

X)

9

9

X
¥

CO

A
B
r

A
E
z
H
0

1

epsilon
varepsilon—epsilon (variant)
zeta
eta
theta
vartheta—theta (variant)
iota
kappa
lambda
mu
nu
xi
omicron
Pi
varpi—pi (variant) 
rho
varrho— rho (variant) 
sigma
varsigma—sigma (variant) 
tau
upsilon
phi
varphi—phi (variant)
chi
psi
omega
ALPHA
BETA
GAMMA
DELTA
EPSILON
ZETA
ETA
THETA
IOTA
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Greek 
All of the following Greek characters and variants are supported via keyword 
commands. Greek character keywords are case sensitive; if any letter in the 
keyword is uppercase, the Greek character is printed in uppercase; otherwise, it 
is printed in lowercase. All Greek characters available in the WordPerfect 
character set are available if they are entered with Compose (Ctrl-2). 

Symbol Keyword 

a alpha 
13 beta 
y gamma 
0 delta 
E epsilon 
£ varepsilon--epsilon (variant) 

s zeta 
Tl eta 
8 theta 
i} vartheta-theta (variant) 

iota 
K kappa 
"A. lambda 
µ mu 
V nu 
~ xi 
0 omicron 
7t pi 
ul varpi-pi (variant) 
p rho 
C: varrho-rho (variant) 
CT sigma 
~ varsigma-sigma (variant) 
't tau 
u upsilon 
<1> phi 
<p varphi-phi (variant) 

X chi 
'l' psi 
(I_) omega 
A ALPHA 
B BETA 
r GAMMA 
A DELTA 
E EPSILON 
z ZETA 
H ETA 
0 THETA 
I IOTA 
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Symbol Keyword

K KAPPA
A LAMBDA
M MU
N NU

XI
O OMICRON
n PI
p RHO
I SIGMA
T TAU
Y UPSILON
O PHI
X CHI

PSI
n OMEGA

Large
The following commands insert an operator that takes on one of two
sizes—small or large. The smaller size is typically used for Character Equation
boxes; the larger size is typically used in other cases. These commands can be
entered from the keyboard as either keywords or symbols, or with Compose
(Ctrl-2). Keywords for large symbols are not case sensitive.

Symbol Keyword Description

£ SUM Summation
£ SMALLSUM Small Sum
/ INT Integral
i SMALLINT Small Integral
t OINT Contour Integral
i SMALLOINT Small Contour Integral
n PROD Product
n SMALLPROD Small Product
II COPROD Coproduct
ii SMALLCOPROD Small Coproduct
n CAP Intersection
n BIGCAP Big Intersection
u CUP Union
u BIGCUP Big Union
w UPLUS Multiset Union (U Plus)
w BIGUPLUS Big U Plus
n SQCAP Square Intersection
n BIGSQCAP Big Square Intersection
u SQCUP Square Union
U BIGSQCUP Big Square Union
V OR Logical Or
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Symbol Keyword 

K KAPPA 
A LAMBDA 
M MU 
N NU 

- XI 
0 OMICRON 
n PI 
p RHO 
I SIGMA 
T TAU 
y UPSILON 
<1> PHI 
X CHI ,., 

PSI 
n OMEGA 

Large 
The following commands insert an operator that takes on one of two 
sizes-small or large. The smaller size is typically used for Character Equation 
boxes; the larger size is typically used in other cases. These commands can be 
entered from the keyboard as either keywords or symbols. or with Compose 
(Ctrl-2). Keywords for large symbols are not case sensitive. 

Symbol Keyword Description 

I: SUM Summation 
L SMALLSUM Small Sum 

J INT Integral 

f SMALLINT Small Integral 
OINT Contour Integral 

f SMALLOINT Small Contour Integral 
TI PROD Product 
n SMALLPROD Small Product 
11 COPROD Coproduct 
u SMALLCOPROD Small Coproduct 
n CAP Intersection 
n BIGCAP Big Intersection 
u CUP Union 
u BIGCUP Big Union 
ttJ UPLUS Multiset Union (U Plus) 
l+J BIGUPLUS Big U Plus 
n SQCAP Square Intersection 
n BIGSQCAP Big Square Intersection 
u SQCUP Square Union 
u BIGSQCUP Big Square Union 
V OR Logical Or 
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S y m b o l K e y w o r d D e s c r ip t io n

V BIGVEE Big Vee
A AND Logical And
A BIGWEDGE Big Wedge
® OPLUS Circle Plus
© BIGOPLUS Big Circle Plus
e OMINUS Circle Minus
© BIGOMINUS Big Circle Minus

OTIMES Circle Multiply
© BIGOTIMES Big Circle Multiply
© ODIV Circle Divide
© BIGODIV Big Circle Divide
o ODOT Circle Dot
0 BIGODOT Big Circle Dot
t ( Left Parenthesis
) ) Right Parenthesis
t [ Left Bracket
i ] Right Bracket
[ LDBRACK Left Double Bracket
i R D B R A C K Right Double Bracket
i LBRACE Left Brace
i RBRACE Right Brace
L LFLOOR Left Floor
J RFLOOR Right Floor
r LCEIL Left Ceiling
i RCEIL Right Ceiling
( LANGLE Left Angle
> RANGLE Right Angle
1 LINE Vertical Line

ii DLINE Double Vertical Line

Other
The Other menu contains diacritical marks and different orientations of ellipses. 
Each item has a keyword and the keywords are not case sensitive.

S y m b o l K e y w o r d D e s c r ip t io n

—> VEC Vector Above; x VEC
~ BAR Bar (Overline); x BAR
*■ HAT Hat (Above); x HAT

ACUTE Acute Accent; x ACUTE
GRAVE Grave Accent; x GRAVE

* BREVE Breve Accent; x BREVE
DOT Dot Above; x DOT
DDOT Double Dot Above; x DDOT

- DDDOT Triple Dot Above; x DDDOT
° CIRCLE Circle Above; x CIRCLE
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Symbol 

V 
I\ 

/\ 
EB 
EB 
e 
e 
0 
e 
EB 
0 
0 

] 

{ 

) 

L 
J 
r 
l 
( 

) 

I 

Other 

Keyword 

BIGVEE 
AND 
BJGWEDGE 
OPLUS 
BIGOPLUS 
OMINUS 
BIGOMINUS 
OTIMES 
BIGOTIMES 
ODIV 
BIGODIV 
ODOT 
BIGODOT 
( 
) 
[ 

l 
LDBRACK 
RDRR.ACK 

LBRACE 
RBRACE 
LFLOOR 
RFLOOR 
LCEIL 
RCEIL 
LANGLE 
RANGLE 
LINE 
DUNE 

Description 

Big Vee 
Logical And 
Big Wedge 
Circle Plus 
Big Circle Plus 
Circle Minus 
Big Circle Minus 
Circle Multiply 
Big Circle Multiply 
Circle Divide 
Big Circle Divide 
Circle Dot 
Big Circle Dot 
Left Parenthesis 
Right Parenthesis 
Left Bracket 
Right Bracket 
Left Double Bracket 
Right Douhle Bracket 
Left Brace 
Right Brace 
Left Floor 
Right Floor 
Left Ceiling 
Right Ceiling 
Left Angle 
Right Angle 
Vertical Line 
Double Vertical Line 

The Other menu contains diacritical marks and different orientations of ellipses. 
Each item has a keyword and the keywords are not case sensitive. 

Symbol Keprnrd 

VEC 
BAR 
HAT 
ACUTE 
GRAVE 
BREVE 
DOT 
DDOT 
DDDOT 
CIRCLE 

Description 

Vector Above; x VEC 
Bar (Overline); x BAR 
Hat (Above); x HAT 
Acute Accent; x ACUTE 
Grave Accent; x GRAVE 
Breve Accent; x BREVE 
Dot Above; x DOT 
Double Dot Above; x DDOT 
Triple Dot Above; x DDDOT 
Circle Above; x CIRCLE 
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S y m b o l  K e y w o r d

-  TILDE
DYAD 
DOTSAXIS 
DOTSLOW 
DOTSVERT 
DOTSDIAG 
CHECK

D e s c r ip t io n

Tilde Above; x TILDE 
Dyad Above; x DYAD 
Ellipses (centered) 
Ellipses (on baseline) 
Ellipses (vertical)
Ellipses (diagonal)
Check Above: x CHECK

Sets
This menu contains set symbols, relational operators, and some commonly-used 
Fraktur and hollow letters. There are keywords for some of the set symbols. 
These commands are not case sensitive. All symbols are available with 
Compose (Ctrl-2).

S y m b o l K e y w o r d D e s c r ip t io n

\ SETMINUS Set Minus (Figure Backslash)
c SUBSET Proper Subset
:d SUPSET Proper Superset
c Reflex Subset (Contained In)
3 Reflex Superset (Contains)
s Subset But Not Equal
a Superset But Not Equal
n SQSUBSET Square Proper Subset
n SQSUPSET Square Proper Superset
G Square Reflex Subset
□ Square Reflex Superset
G Square Subset, Not Equal
P Square Superset, Not Equal
e IN Member (Element)
e. NOTIN Not a Member
3 OWNS Owns (Contains As A Member)
0 EMPTYSET Empty Set
w Double Union

Double Intersection
C Double Subset
I Double Superset
<2 Not Subset
P Not Superset
£ Not Reflex Subset
P Not Reflex Superset
t Square Not Subset
P Square Not Superset
tt Square Not Reflex Subset
P Square Not Reflex Superset

Not Less Than
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Symbol 

Sets 

Keyword 

TILDE 
DYAD 
DOTSAXIS 
DOTSLOW 
DOTSVERT 
DOTSDIAG 
CHECK 

Description 

Tilde Above; x TILDE 
Dyad Above; x DYAD 
Ellipses (centered) 
Ellipses ( on baseline) 
Ellipses ( vertical) 
Ellipses (diagonal) 
Check Above: x CHECK 

This menu contains set symbols, relational operators, and some commonly-used 
Fraktur and hollow letters. There are keywords for some of the set symbols. 
These commands are not case sensitive. All symbols are available with 
Compose (Ctrl-2). 
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Symbol Keyword Description 

\d 

SETMINUS 
SUBSET 
SUPSET 

SQSUBSET 
SQSUPSET 

IN 
NOTIN 
OWNS 
EMPTYSET 

Set Minus (Figure Backslash) 
Proper Subset 
Proper Superset 
Reflex Subset (Contained In) 
Reflex Superset (Contains) 
Sub~et Hut Not I::qunl 

Superset But Not Equal 
Square Proper Subset 
Square Proper Superset 
Square Reflex Subset 
Square Reflex Superset 
Square Subset, Not Equal 
Square Superset, Not Equal 
Member (Element) 
Not a Member 
Owns (Contains As A Member) 
Empty Set 
Double Union 
Double Intersection 
Double Subset 
Double Superset 
Not Subset 
Not Superset 
Not Reflex Subset 
Not Reflex Superset 
Square Not Subset 
Square Not Superset 
Square Not Reflex Subset 
Square Not Reflex Superset 
Not Less Than 



Symbol Keyword Description

i Not Less Than or Equal
> Not Greater Than
i Not Greater Than or Equal
+ Not Similar
* Not Similar or Equal
* Not Congruent
* Not Approximately Equal
* Does Not Precede
i Neither Precedes nor Equals
* Does Not Follow
St Neither Follows nor Equals
1 Not Parallel
1 Does Not Divide
a There Never Exists
91 REAL Real (R Fraktur)
3 IMAG Imaginary (I Fraktur)
<? C Fraktur
3 Z Fraktur
ip Weierstrass
9 Capital Weierstrass
T> Planck's Constant
S£ Laplace Transform (Script L)
W Script E

Fourier Transform (Script F)
C Complex Number (Hollow C)
I Integer (Hollow I)
N Natural Number (Hollow N)
M Real Number (Hollow R)
U MHO Mho
A ANGSTROM Angstrom

Symbols
Miscellaneous symbols are listed below. Keywords exist for each symbol. The 
keywords are not case sensitive. You can also use Compose (Ctrl-2) to insert 
the symbol into your equation.

Symbol Keyword

it

Description

Prime
Double Prime

m '** Triple Prime
oo INF (INFINITY) Infinity
d PARTIAL Partial Derivative
V GRAD Nabla (Gradient)
X TIMES Multiplication Sign (x)
+ DIV Division Sign
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Symbol 

f, 

'} 

:> 
f 
.,. 
1' 
;, 
-,:. 

f, 

'i-

't 

H 
l 
:ti 
9i 
g 
(f 

3 
IP 
I? 
71 
~£ 
~ 

IC 
[ 

N 
JR 
u 
A 

Symbols 

Keyword 

REAL 
!MAG 

MHO 
ANGSTROM 

Description 

Not Less Than or Equal 
Not Greater Than 
Not Greater Than or Equal 
Not Similar 
Not Similar or Equal 
Not Congruent 
Not Approximately Equal 
Does Not Precede 
Neither Precedes nor Equals 
Does Not Follow 
Neither Follows nor Equals 
Not Parallel 
Does Not Divide 
There Never Exists 
Real (R Fraktur) 
Imaginary (I Fraktur) 
C Fraktur 
Z Fraktur 
Weierstrass 
Capital Weierstrass 
Planck's Constant 
Laplace Transform (Script L) 
Script E 
Fourier Transform (Script F) 
Complex Number (Hollow C) 
Integer (Hollow I) 
Natural Number (Hollow N) 
Real Number (Hollow R) 
Mho 
Angstrom 

Miscellaneous symbols are listed below. Keywords exist for each symbol. The 
keywords are not case sensitive. You can also use Compose (Ctrl-2) to insert 
the symbol into your equation. 

Symbol 

00 

Keyword 

INF (INFINITY) 
PARTIAL 
GRAD 
TIMES 
DIV 

Description 

Prime 
Double Prime 
Triple Prime 
Infinity 
Partial Derivative 
Nabla (Gradient) 
Multiplication Sign (x) 
Division Sign 
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Symbol Keyword
± +- (PLUSMINUS)
T -+ (MINUSPLUS)
• CDOT
V XOR
< <=
> >=
c «
> »

LLL
GGG

* i =

“i NOT
PREC

> SUCC
< PRECEQ
> SUCCEQ

£ NEQUIV
SIM

- SIMEQ
a APPROX
E= CONG
oc PROPTO
= DOTEQ
II PARALLEL
± PERP
V FORALL
3 EXISTS

THEREFORE
BECAUSE

;; IDENTICAL
+ DSUM
2. QEQUAL
= IMAGE
= RIMAGE
o ISO

NISO
X ASYMEQ
* NASYMEQ
— SMILE

FROWN
5 BETWEEN
1 WREATH
T TOP
h ASSERT
H MASSERT

Description

Plus Or Minus 
Minus Or Plus 
Center Dot 
Logical Exclusive Or 
Less Than Or Equal 
Greater Than Or Equal 
Much Less Than 
Much Greater Than 
Much Much Less 
Much Much Greater 
Not Equal 
Logical Not 
Precedes
Succeeds (Follows)
Precedes Or Equals
Succeeds (Follows) Or Equals
Equivalent
Not Equivalent
Similar
Similar Or Equal 
Approximately Equal 
Congruent 
Proportional To 
Equal by Definition 
Parallel
Perpendicular To 
For All 
There Exists 
Therefore 
Because 
Identical
Direct Sum (Dot Plus)
Questioned Equality
Image (Falling Dots Equals)
Reverse Image
Isomorphic
Not Isomorphic
Asymptotically Equivalent
Not Asymptotically Equivalent
Smile
Frown
Between (Quantic)
Wreath Product 
Top
Assertion
Mirrored Assertion
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Symbol Keyword Description 

± +- (PLUSMINUS) Plus Or Minus 
:i: -+ (MINUSPLUS) Minus Or Plus 

COOT Center Dot 
'::}__ XOR Logical Exclusive Or 
< <= Less Than Or Equal 
> >= Greater Than Or Equal 
< << Much Less Than 
> >> Much Greater Than 
C LLL Much Much Less 

GGG Much Much Greater 
~ '= Not Equal 
-, NOT Logical Not 
< PREC Precedes 
>- succ Succeeds (Follows) 
-< PRECEQ Precedes Or Equals 
>- SUCCEQ Succeeds (Follows) Or Equals 

- Equivalent 
~ NEQUIV Not Equivalent 

SIM Similar 
SIMEQ Similar Or Equal 

== APPROX Approximately Equal 
- CONG Congruent 
O< PROPTO Proportional To 

DOTEQ Equal by Definition 
II PARALLEL Parallel 
J_ PERP Perpendicular To 
V FORALL For All 
3 EXISTS There Exists 

THEREFORE Therefore 
BECAUSE Because 

.. IDENTICAL Identical 
~ DSUM Direct Sum (Dot Plus) 
.2 QEQUAL Questioned Equality 

IMAGE Image (Falling Dots Equals) 
RIMAGE Reverse Image 

,0 ISO Isomorphic 
4' NISO Not Isomorphic 
X ASYMEQ Asymptotically Equivalent 

* NASYMEQ Not Asymptotically Equivalent 
SMILE Smile 
FROWN Frown 
BETWEEN Between (Quantic) 

l WREATH Wreath Product 
T TOP Top 
I- ASSERT Assertion 
--i MASSERT Mirrored Assertion 
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Symbol Keyword Description

fcs MODELS Models
Z ANGLE Angle
A. MSANGLE Measured Angle
< SANGLE Spherical Angle
b- RTANGLE Right Angle
O DEG Degree
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Symbol Keyword Description 

.. MODELS Models 
L ANGLE Angle 
t,_ MSANGLE Measured Angle 
<t SANGLE Spherical Angle 
b.. RTANGLE Right Angle 
0 DEG Degree 
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Appendix E: Error Messages

This appendix contains the most common error messages associated with 
WordPerfect 5.1. The error message is listed as it appears on the screen, and 
should give a general indication of the type of error encountered.

Below the error message, one or more possible causes for the error are listed, 
followed by solutions based on those causes. If you encounter an error message,

1 Follow the exact order of the steps suggested to solve the problem.

2 Consult the Help files, WordPerfect manuals, or other accompanying manuals 
that pertain to your software or system.

3 If the problem is hardware related, contact your dealer.

4 Call WordPerfect Customer Support (see Getting Help in the Getting Started 
section of this manual).

If an error seems unusual to you, or if an error, cause, or solution that you are 
aware of does not appear on this list, please call and report it to WordPerfect 
Corporation. The Customer Support phone numbers are listed in the Getting 
H elp  sectioii o f  G ening  S tarted .

In  s e v e r a l  o f  th e  e r r o r  m e s s a g e s  d e s c r i b e d  b e lo w ,  w e  h a v e  u s e d  th e  te r m  “/ d  d is k .  ” T h is  
t e r m  r e f e r s  to  th e  d e v i c e  o r  d i r e c t o r y  to  w h ic h  o v e r f lo w  a n d  t e m p o r a r y  b u f f e r  f i l e s  a r e  

d i r e c t e d .  Y ou  c a n  s p e c i f y  th i s  d e v i c e  o r  d i r e c t o r y  w h e n  y o u  s t a r t  W o r d P e r f e c t  b y  u s in g  

th e  / d  s ta r tu p  o p t io n  (s e e  /d in  Appendix N: Startup Options). U n le s s  y o u  s p e c i f y  th e  
d e v i c e  o r  d i r e c t o r y  th r o u g h  th e  s ta r tu p  o p t io n .  W o r d P e r f e c t  d i r e c t s  th e  f i l e s  to  w h e r e  
W P .E X E  is  l o c a t e d  f o r  s ta n d - a lo n e  W o r d P e r f e c t  o r  to  y o u r  d e f a u l t  d i r e c t o r y  f o r  n e tw o r k  

W o r d P e r fe c t .

Access Denied
Cause: The maximum number of files allowable in the root directory has been 
reached. (The maximum number varies with disk size and format. 112 files is a 
common maximum for floppies and 512 for hard disks.)
Solution: Delete files from the root directory, or save the file to a subdirectory 
or to another disk.

Cause: The file is read-only. (Use ATTRIB filename from DOS to see current 
attributes of the file.)
Solution: Use the ATTRIB -R  command to change the file from read-only to 
read-write. (See your DOS documentation.)

Cause: You are trying to delete a file that is currently on a document screen. 
Solution: You must exit the file before you can delete it.

Cause: A directory with the same name exists.
Solution: Use another name, or remove the directory.
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Appendix E: Error Messages 

This appendix contains the most common error messages associated with 
WordPerfect 5.1. The error message is listed as it appears on the screen, and 
should give a general indication of the type of error encountered. 

Below the error message, one or more possible causes for the error are listed, 
followed by solutions based on those causes. If you encounter an error message, 

1 Follow the exact order of the steps suggested to solve the problem. 

2 Consult the Help files, WordPerfect manuals, or other accompanying manuals 
that pertain to your software or system. 

3 If the problem is hardware related. contact your dealer. 

4 Call WordPerfect Customer Support (see Getting Help in the Getting Started 
section of this manual). 

If an error seems unusual to you, or if an error, cause, or solution that you are 
aware of does not appear on this list, please call and report it to WordPerfect 
Corporation. The Customer Support phone numbers are listed in the Getting 
Help section of Ge11ing Sturcr:d. 

In several of the error messages described below. we have used the term "Id disk." This 
term refers to the device or directory to which overflow and temporary buffer files are 
directed. You can specify this device or directory when you start WordPerfect by using 
the Id startup option (see Id in Appendix N: Startup Options). Unless you specify the 
device or directory through the startup option. WnrdPerfel'I directs the files to where 
WP EXE is located for stand-alone WordPerfect or to your default directory for network 
WordPerfect. 

Access Denied 
Cause: The maximum number of files allowable in the root directory has been 
reached. (The maximum number varies with disk size and format. 112 files is a 
common maximum for floppies and 512 for hard disks.) 
Solution: Delete files from the root directory, or save the file to a subdirectory 
or to another disk. 

Cause: The file is read-only. (Use ATTRIB filename from DOS to see current 
attributes of the file.) 
Solution: Use the ATTRIB - R command to change the tile from read-only to 
read-write. (See your DOS documentation.) 

Cause: You are trying to delete a file that is currently on a document screen. 
Solution: You must exit the file before you can delete it. 

Cause: A directory with the same name exists. 
Solution: Use another name, or remove the directory. 

APPENDIX E ERROR MESSAGES 741 



Cause: On a network, you don’t have sufficient rights.
S o lu t io n :  Gain access rights for your network. (See your network 
documentation.)

C a u s e :  When more than one user has the same file open on the network, only 
the first user has write rights to the file.
S o lu t io n :  If you have not changed the file, press C a n c e l  ( F I )  to exit the file. If 
you have changed the file and want to preserve your changes, save the file under 
a different name. However, this file will not contain changes made by the first 
user.

Adjust Paper (Press FORM FEED or Advance Paper to Top of Page)
C a u s e :  A job was canceled before it finished printing. WordPerfect does not 
always know where the paper is since the job was terminated without feeding the 
paper to the next page.
S o lu t io n :  Reset the printer, press the reset button, or place the paper in the 
proper location. If your printer has no reset or top of form button, you may 
have to turn the printer off and then on again.

Are Other Copies of WordPerfect Running?
C a u s e :  WordPerfect was not exited properly.
S o lu t io n :  Answer No to the prompt.
Cause: Another copy of WordPerfect is running using the same directory for 
temporary files. This can happen on a shared network directory or because two 
copies of WordPerfect are active on the same machine under Shell or certain 
window environments.
S o lu t io n :  Answer Yes to the prompt and enter a new directory for temporary 
files, or press Cancel at the new directory prompt and exit the other copy of 
WordPerfect before proceeding.

Bad Memory Image of FAT
C a u s e :  The copy of the FAT (File Allocation Table) in memory used by DOS 
does not properly correspond to the FAT on disk.
S o lu t io n :  Restart your computer. If the problem persists, have your hard disk 
checked.

Block is Too Large
C a u s e :  You attempted to create a Table of Authorities, Full Form by using 
Block, but the amount of text in the block is nearly as large, or larger than, your 
edit buffer. (The edit buffer is a minimum of 13K, but might be larger if you 
have more than 400K available when you run WordPerfect.)
S o lu t io n :  Make your block smaller or use smaller blocks to bring the text in.

Can’t Find COMMAND.COM
Cause: You are using the Shell key (Ctrl-Fl) to go to DOS or execute a DOS 
command, but WordPerfect cannot find COMMAND.COM. This might be 
because COMMAND.COM was deleted or is stored somewhere other than the
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Cause: On a network. you don't have sufficient rights. 
Solution: Gain access rights for your network. (See your network 
documentation.) 

Cause: When more than one user has the same file open on the network, only 
the first user has write rights to the file. 
Solution: If you have not changed the tile, press Cancel (Fl) to exit the file. If 
you have changed the file and want to preserve your changes, save the file under 
a different name. However. this tile will not contain changes made by the first 
user. 

Adjust Paper (Press FORM FEED or Advance Paper to Top of Page) 
Cause: A job was canceled before it finished printing. WordPerfect does not 
always know where the paper is since the job was terminated without feeding the 
paper to the next page . 
Solution: Reset the printer, press the reset button, or place the paper in the 
proper location. If your printer has no reset or top of form button, you may 
have to turn the printer off and then on again. 

Are Other Copies of WordPerfect Running? 
Cause: WordPerfect was not exited properly. 
Solution: Answer No to the prompt. 

Cause: Anorher copy ot WordPerfect is running using the same directory for 
temporary files. This can happen on a shared network directory or because two 
copies of WordPerfect are active on the same machine under Shell or certain 
window environments. 
Solution: Answer Yes to the prompt and enter a new directory for temporary 
files. or press Cancel at the new directory prompt and exit the other copy of 
WordPerfect before proceeding. 

Bad Memory Image of FAT 
Cause: The copy of the FAT (File Allocation Table) in memory used by DOS 
does not properly correspond to the FAT on disk. 
Solution: Restart your computer. If the problem persists, have your hard disk 
checked. 

Block is Too Large 
Cause: You attempted to create a Table of Authorities, Full Form by using 
Block, but the amount of text in the block is nearly as large, or larger than, your 
edit buffer. (The edit buffer is a minimum of 13K. but might be larger if you 
have more than 400K available when you run WordPerfect.) 
Solution: Make your block smaller or use smaller blocks to bring the text in. 

Can't Find COMMAND.COM 
Cause: You are using the Shell key (Ctrl-F I) to go to DOS or execute a DOS 
command, but WordPerfect cannot find COMMAND.COM. This might be 
because COMMAND.COM was deleted or is stored somewhere other than the 
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active root directory. If you’re on a network, it’s because the COMSPEC 
environment variable has not been set up correctly by the operating environment 
(certain customized operating environments have had this problem).
S o lu t io n :  Use List Files (see List Files in Reference) to see if 
COMMAND.COM is in your active root directory. Also, see your DOS manual 
for information on changing the COMSPEC environment variable.

Cause: You may get this message if you are using a two floppy drive system 
and you start the system from a separate DOS diskette (WordPerfect diskettes do 
not have COMMAND.COM).
S o lu t io n :  Insert the boot diskette in the correct drive and follow the prompts. 

Can’t Find Correct Copy of WP.FIL
Cause: The WP.FIL file is not in the same directory as WP.EXE.
Solution: You are prompted for the path and name of the WP.FIL file. If you 
know the correct path, enter it. If not, exit out of WordPerfect. Find the file 
and put it in the same directory as WP.EXE, then start WordPerfect again.

Can’t Find Graphics Overflow File
Cause: On a network, the file WPJWPf.GFl (or WP}WP{.GF2 for Document 
2) can no longer be f o u n d  i n  th e  u n s h a r e d  d ir e c to r y .  Y o u  m a y  have deleted the 
file, or the access privileges to the file may have been altered. If you're not on 
a network, you may have deleted the files before the session was over.
S o lu t io n :  Exit WordPerfect and try again.

Can’t Find Virtual Files
Cause: This error may occur because of a conflict with the operating 
environment.
S o lu t io n :  If there is an operating environment active (such as Top View, 
DesqView, Windows, WinDOS, Concurrent DOS, network software), remove the 
environment from memory, then try the operation again.

Cause: You went to DOS using the Shell key (Ctrl-Fl) and modified one of the 
overflow files (WP}WP{.TV1, ,TV2, .BV1, or BV2).
S o lu t io n :  You should never modify any files named WP}WP{.* while 
WordPerfect is running.

Cause: You removed the WordPerfect 2 diskette from the drive.
S o lu t io n :  Replace the diskette in the drive.

Cause: On a network, you modified a virtual file to a read-only status.
S o lu t io n :  Change the file to read-write status.

Can’t Find WP.DRS File
Cause: You are trying to enter View Document, but WordPerfect cannot locate 
WP.DRS, which is required to use the View Document feature.
Solution: Copy the WP.DRS file to the directory where WP.FIL is located.
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active root directory. If you're on a network, it's because the COMSPEC 
environment variable has not been set up correctly by the operating environment 
(certain customized operating environments have had this problem). 
Solution: Use List Files (see List Files in Reference) to see if 
COMMAND.COM is in your active root directory. Also, see your DOS manual 
for information on changing the COMSPEC environment variable. 

Cause: You may get this message if you are using a two floppy drive system 
and you start the system from a separate DOS diskette (WordPerfect diskettes do 
not have COMMAND.COM). 
Solution: Insert the boot diskette in the correct drive and follow the prompts. 

Can't Find Correct Copy of WP.FIL 
Cause: The WP.FIL file is not in the same directory as WP.EXE. 
Solution: You are prompted for the path and name of the WP.FIL file. If you 
know the correct path. enter it. If not, exit out of WordPerfect. Find the file 
and put it in the same directory as WP.EXE, then start WordPerfect again. 

Can't Find Graphics Overflow File 
Cause: On a network. the file WP}WP{ .GFI (or WP}WP{ .GF2 for Document 
2) can no longer be found in the un~hurcd directory. You may have deleted the 
file, or the access privileges to the file may have been altered. If you ·re not on 
a network, you may have deleted the files before the session was over. 
Solution: Exit WordPerfect and try again. 

Can't Find Virtual Files 
Cause: This error may occur because of a conflict with the operating 
environment. 
Solution: If there is an operating environment active (such as Top View, 
DesqView, Windows, WinDOS, Concurrent DOS, network software), remove the 
environment from memory, then try the operation again. 

Cause: You went to DOS using the Shell key (Ctrl-F 1) and modified one of the 
overflow files (WP}WP(.TVl, .TV2, .BVl, or BV2). 
Solution: You should never modify any files named WP}WP{.* while 
WordPerfect is running. 

Cause: You removed the WordPerfect 2 diskette from the drive. 
Solution: Replace the diskette in the drive. 

Cause: On a network, you modified a virtual file to a read-only status. 
Solution: Change the file to read-write status. 

Can't Find WP.ORS File 
Cause: You are trying to enter View Document, but WordPerfect cannot locate 
WP.DRS, which is required to use the View Document feature. 
Solution: Copy the WP.DRS file to the directory where WP.FIL is located. 
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Can’t  Find WP.FIL File
Cause: WordPerfect can’t read WP.FIL.

WordPerfect searches for WP.FIL in the following sequence:

• Under DOS 3.0 or greater, WordPerfect searches the drive/directory where 
WP.EXE started from. Earlier versions of DOS skip this step.

• WordPerfect searches the current drive/directory.

• WordPerfect searches each path in the environment string.

• WordPerfect searches the current directory of every drive.

Solution: Re-install WordPerfect.

Cause: Depending on the error number (nn), one of the following five DOS 
problems is occurring:

D O S  E r r o r  E x p la n a t io n

Although these DOS errors occur more often in a network environment, they can 
also happen while running WordPerfect on a floppy disk drive system. For 
example, removing the diskette containing WP.FIL or leaving the disk drive door 
open will result in an error message.
Solution: If you’re running WordPerfect on a floppy disk drive system, make 
sure the diskette that contains WP.FIL is in the disk drive and that the disk drive 
door is closed. Otherwise, re-install WordPerfect.

Can’t  Read Overlay or Error: 258
C a u s e :  WordPerfect can’t read WP.FIL, usually because of problems in an 
operating environment.
S o lu t io n :  Restart the computer and try again. Call WordPerfect Customer 
Support and report the situation which caused the error.

Can’t  Read Sort Data
C a u s e :  An error occurred while reading from the Sort input file. (If “(Screen)” 
was specified as the input file, then this is a temporary file to which WordPerfect 
has written the document on the screen.) This might be because of an operating 
environment problem, or because someone else is accessing the input file on a 
network.
S o lu t io n :  Retrieve the input file and check to be sure it is intact. If you were 
sorting from disk, try sorting from the screen.

Number

0
5
6
30

Overlay error (possible corruption of WP.FIL) 
Access denied 
Invalid handle 
Read fault
Critical error (sector not found or drive not ready)65535
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Can't Find WP.FIL File 
Cause: WordPerfect can't read WP.FIL. 

WordPerfect searches for WP.FIL in the following sequence: 

• Under DOS 3.0 or greater, WordPerfect searches the drive/directory where 
WP.EXE started from. Earlier versions of DOS skip this step. 

• WordPerfect searches the current drive/directory. 

• WordPerfect searches each path in the environment string. 

• WordPerfect searches the current directory of every drive. 

Solution: Re-install WordPerfect. 

Cause: Depending on the error number (nn), one of the following five DOS 
problems is occurring: 

DOS Error 
Number 

0 
5 
6 
30 
65535 

Explanation 

Overlay error (possible corruption of WP.FIL) 
Access denied 
Invalid handle 
Read fault 
Critical error (sector not found or drive not ready) 

Although these DOS errors occur more often in a network environment. they can 
also happen while running WordPerfect on a floppy disk drive system. For 
example, removing the diskette containing WP.FIL or leaving the disk drive door 
open will result in an error message. 
Solution: If you're running WordPerfect on a floppy disk drive system, make 
sure the diskette that contains WP.FIL is in the disk drive and that the disk drive 
door is closed. Otherwise. re-install WordPerfect. 

Can't Read Overlay or Error: 258 
Cause: WordPerfect can't read WP.FIL, usually because of problems in an 
operating environment. 
Solution: Restart the computer and try again. Call WordPerfect Customer 
Support and report the situation which caused the error. 

Can't Read Sort Data 
Cause: An error occurred while reading from the Sort input file. (If "(Screen)" 
was specified as the input file, then this is a temporary file to which WordPerfect 
has written the document on the screen.) This might be because of an operating 
environment problem. or because someone else is accessing the input file on a 
network. 
Solution: Retrieve the input file and check to be sure it is intact. If you were 
sorting from disk, try sorting from the screen. 
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Can’t  Rename File
C a u s e :  A file or directory with the intended new name already exists.
S o lu t io n :  Choose a different name.
Cause: The file to be renamed is open (on a network).
S o lu t io n :  Ask the person using the file to close it.

C a u s e :  You don’t have network rights to rename files.
S o lu t io n :  See your System Manager about obtaining this right.

C a u s e :  The intended name is not a valid name.
S o lu t io n :  Choose a new name.

C a u s e :  For some reason, the operating environment can’t handle certain 
characters in filenames (we have heard of problems with !, (, }, and ’).
S o lu t io n :  Try renaming the file at DOS (see your DOS manual) when you have 
verified that the four cases above do not apply. You could try removing the 
operating environment and try again. Refer to your DOS manual.

Cannot Remove WP.FIL, Use Other Drive for Speller Disk
C a u s e :  When running WordPerfect on a two disk drive system you are not 
allowed to remove the WordPerfect 2 diskette which contains the WP.FIL file. 
S o lu t io n :  Replace the WordPerfect 2 diskette in its original drive, then insert 
the Speller diskette in the other drive. Make sure the paths for the Speller files 
are correctly specified in Location of Files (Shift-F 1,6,3).

Clipboard Data is Not Correct Format
Cause: A version of the WordPerfect Shell which does not support your version 
of WordPerfect is being used.
S o lu t io n :  Update to the current version of the Shell.

Critical Disk Error Occurred
C a u s e :  While printing, a critical disk error (data error, sector not found, drive 
not ready, etc.) occurred.
S o lu t io n :  You may be able to recover the file in question by recopying it to an 
undamaged disk, or by using a third-party utility program. Then try again to 
print.

Delete Without Saving for Undelete?
C a u s e :  You are deleting a large block, and the disk where the undelete files are 
kept (the /d disk) is full.
S o lu t io n :  Type y if you want the block deleted (you will not be able to undelete 
it). Type n  if you need the option to undelete it, in which case your deletion 
will be canceled; you should then free up some space on the drive, or exit 
WordPerfect and re-enter with a different /d disk which has more available 
space.
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Can't Rename File 
Cause: A file or directory with the intended new name already exists. 
Solution: Choose a different name. 

Cause: The file to be renamed is open (on a network). 
Solution: Ask the person using the file to close it. 

Cause: You don't have network rights to rename files. 
Solution: See your System Manager about obtaining this right. 

Cause: The intended name is not a valid name. 
Solution: Choose a new name. 

Cause: For some reason, the operating environment can't handle certain 
characters in filenames (we have heard of problems with !, {, }, and'). 
Solution: Try renaming the file at DOS (see your DOS manual) when you have 
verified that the four cases above do not apply. You could try removing the 
operating environment and try again. Refer to your DOS manual. 

Cannot Remove WP.FIL, Use Other Drive for Speller Disk 
Cause: When running WordPerfect on a two disk drive system you are not 
allowed to remove the WordPerfect 2 diskette which contains the WP.FIL file. 
~olution: Replace the WordPerfect 2 diskette in its original drive, then insert 
the Speller diskette in the other drive . Make sure the paths for the Speller files 
are correctly specified in Location of Files (Shift-F 1,6,3). 

Clipboard Data is Not Correct Format 
Cause: A version of the WordPerfect Shell which does not support your version 
of WordPerfect is being used. 
Solution: Update to the current version of the Shell. 

Critical Disk Error Occurred 
Cause: While printing, a critical disk error (data error. sector not found. drive 
not ready, etc.) occurred. 
Solution: You may be able to recover the file in question by recopying it to an 
undamaged disk, or by using a third-party utility program. Then try again to 
print. 

Delete Without Saving for Undelete? 
Cause: You are deleting a large block, and the disk where the undelete files are 
kept (the /d disk) is full. 
Solution: Type y if you want the block deleted (you will not be able to undelete 
it). Type n if you need the option to undelete it, in which case your deletion 
will be canceled: you should then free up some space on the drive, or exit 
WordPerfect and re-enter with a different /d disk which has more available 
space. 
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Device Not Ready
C a u s e :  The diskette is not in the drive, or the door is not shut.
S o lu t io n :  Reinsert the diskette properly into the drive and close the drive door.

Directory is in Use. New WP Directory:
C a u s e :  While starting WordPerfect, overflow files were detected in the /d disk 
or WP.FIL directory. This is usually caused by exiting WordPerfect improperly. 
You were then asked if other copies of WordPerfect were running, to which you 
replied Yes. WordPerfect now needs to know where it should put overflow files. 
S o lu t io n :  Enter a valid directory for which you have write access and in which 
there are no overflow files belonging to another copy of WordPerfect currently 
running.

Directory Not Empty
C a u s e :  You are trying to delete a directory in List Files, but DOS reports that 
the directory is not empty.
S o lu t io n :  Make sure that the directory is empty, which means that there can be 
no files or subdirectories under that directory.

Disk Full— Block Not Saved to Undelete Buffer
C a u s e :  You were deleting a block, and the /d disk filled up while WordPerfect 
was trying to save the block for undelete.
Solution: T h e r e  I s  n o  s o l u t i o n — t h i s  i s  j u s t  a  m e s s a g e  t o  l e t  y o u  k n o w  t h e  b l o e k  
has been deleted, but wasn’t saved for undelete.

Disk Full— Can’t Undelete Graphics
C a u s e :  The disk is full. WordPerfect is trying to read a graphic from the 
undelete buffer and copy it to the WP}WP{.GF1 file (the temporary file where 
graphics for the document on the screen are stored), but there is no room on the 
disk to expand WP}WP(.GF1 to hold the graphic.
S o lu t io n :  The undelete operation will finish and the document will be O K , but 
some of the graphics boxes will now be empty. You should replace the graphic 
image into the box from its original source file. If you plan to delete/undelete 
multiple or large graphics regularly, you should not redirect temporary files to a 
RAM drive or a diskette unless it is large enough to hold the graphics data (see 
/d in Appendix N: Startup Options).

Disk Full— Press Any Key to Continue
Cause: This error occurs when you do not have enough disk space while trying 
to save a file to a diskette or to your hard drive, or when you try to replace a 
document that has previously been saved on the disk. If you have Original 
Backup on and you are replacing a document already on the disk, the original 
will remain on the disk but with the extension of .BK!
S o lu t io n :  You can either delete some unwanted files on your disk to make more 
room or insert another formatted disk into the drive. If you receive a disk full 
error message on a hard disk, save the document on a diskette. If you have 
Original Backup on, you can also try turning it off. This will not affect your
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Device Not Ready 
Cause: The diskette is not in the drive, or the door is not shut. 
Solution: Reinsert the diskette properly into the drive and close the drive door. 

Directory is in Use. New WP Directory: 
Cause: While starting WordPerfect, overflow files were detected in the /d disk 
or WP.FIL directory. This is usually caused by exiting WordPerfect improperly. 
You were then asked if other copies of WordPerfect were running, to which you 
replied Yes . WordPerfect now needs to know where it should put overflow files. 
Solution: Enter a valid directory for which you have write access and in which 
there are no overflow files belonging to another copy of WordPerfect currently 
running. 

Directory Not Empty 
Cause: You are trying to delete a directory in List Files, but DOS reports that 
the directory is not empty. 
Solution: Make sure that the directory is empty, which means that there can be 
no files or subdirectories under that directory. 

Disk Full-Block Not Saved to Undelete Buffer 
Cause: You were deleting a block, and the /d disk filled up while WordPerfect 
was trying to save the block for undelete. 
Solution: There is no sululiun-this is ju:st a mc::ssagc:: 10 let you know the blo~k 

has been deleted, but wasn't saved for undelete . 

Disk Full-Can't Undelete Graphics 
Cause: The disk is full. WordPerfect is trying to read a graphic from the 
undelete buffer and copy it to the WP}WP{.GFl file (the temporary file where 
graphics for the document on the screen are stored), but there is no room on the 
disk to expand WP) WP( .GFl to hold the graphic. 
Solution: The undelete operation will finish and the document will be OK, but 
some of the graphics boxes will now be empty. You should replace the graphic 
image into the box from its original source file . If you plan to delete/undelete 
multiple or large graphics regularly, you should not redirect temporary files to a 
RAM drive or a diskette unless it is large enough to hold the graphics data (see 
Id in Appendix N: Startup Options) . 

Disk Full-Press Any Key to Continue 
Cause: This error occurs when you do not have enough disk space while trying 
to save a file to a diskette or to your hard drive, or when you try to replace a 
document that has previously been saved on the disk. If you have Original 
Backup on and you are replacing a document already on the disk, the original 
will remain on the disk but with the extension of .BK! 
Solution: You can either delete some unwanted files on your disk to make more 
room or insert another formatted disk into the drive. If you receive a disk full 
error message on a hard disk, save the document on a diskette. If you have 
Original Backup on, you can also try turning it off. This will not affect your 
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ability to save this document, but will prevent your disk from becoming filled 
will old backup (.BK!) files. See Backup, Original in Reference.

Disk or Directory Full, Can’t Add Job to List
C a u s e :  If there are at least three jobs currently being printed or waiting to be 
printed, and the device to which overflow and temporary buffer files are directed 
is full, then no new jobs may be printed.
S o lu t io n :  Either free up some room on the /d disk, or wait for a print job to 
finish before trying to start a new print job.

Diskettes are Corrupt
C a u s e :  Diskette may be stuck in diskette sleeve or disk drive heads may be 
dirty or out of alignment.
S o lu t io n :  Take diskette out of drive, tap it gently, and reinsert the diskette into 
the disk drive.

C a u s e :  Turbo switch may be on.
S o lu t io n :  Turn turbo switch off.

C a u s e :  A TSR (Terminate and Stay Resident) program may be conflicting with 
WordPerfect.
S o lu t io n :  Try rebooting your computer without activating the T S R  program. 

C a u s e :  Diskettes may be corrupt.
S o lu t io n :  Try the following options to determine if the problem is hardware 
related.
1 Try copying the diskettes from DOS to the hard drive and installing from the 

hard drive.
2 Try the Copy (6) option in the Installation Program.
3 Try installing to another computer.

If you still receive the “Diskettes are Corrupt” error message, call WordPerfect 
Corporation at (800) 533-9605 or (801) 226-5444 to receive additional 
assistance.

Display File is Wrong Version
C a u s e :  The WP.DRS or WPSMALL.DRS file does not match the version of the 
WP.EXE file.
S o lu t io n :  Re-install WP.DRS or WPSMALL.DRS from your master diskettes. 

Divide Overflow— Press Any Key to Continue
C a u s e :  The software may have been corrupted, or have inadequate limits 
checking for bad data (for example, if WordPerfect let you set your display pitch 
to 0, you would get thousands of divide overflow errors, but this limit is 
checked). One possible cause could be a corrupt .PRS file.
S o lu t io n :  Often the effects are not serious—after pressing a key to continue, 
normal operation may proceed. If not, re-install the WordPerfect program files, 
and reselect the printer.

APPENDIX E: ERROR MESSAGES 7 4 7

ability to save this document. but will prevent your disk from becoming filled 
will old backup (.BK!) files. See Backup, Original in Reference. 

Disk or Directory Full, Can't Add Job to List 
Cause: If there are at least three jobs currently being printed or waiting to be 
printed. and the device to which overflow and temporary buffer files are directed 
is full, then no new jobs may be printed. 
Solution: Either free up some room on the /d disk, or wait for a print job to 
finish before trying to start a new print job. 

Diskettes are Corrupt 
Cause: Diskette may be stuck in diskette sleeve or disk drive heads may be 
dirty or out of alignment. 
Solution: Take diskette out of drive. tap it gently, and reinsert the diskette into 

the disk drive. 

Cause: Turbo switch may be on. 
Solution: Tum turbo switch off. 

Cause: A TSR (Terminate and Stay Resident) program may be conflicting with 
WordPerfect. 
Solution: Try rebooting your computer without acltvating the TSR program. 

Cause: Diskettes may be corrupt. 
Solution: Try the following options to determine if the problem is hardware 
related. 
1 Try copying the diskettes from DOS to the hard drive and installing from the 

hard drive. 
2 Try the Copy (6) option in the Installation Program. 
3 Try installing to another computer. 

If you still receive the "Diskettes are Corrupt" error message, call WordPerfect 
Corporation at (800) 533-9605 or (801 ) 226-5444 to receive additional 
assistance. 

Display File is Wrong Version 
Cause: The WP.DRS or WPSMALL.DRS file does not match the version of the 
WP.EXE file. 
Solution: Re-install WP.DRS or WPSMALL.DRS from your master diskettes. 

Divide Overflow-Press Any Key to Continue 
Cause: The software may have been corrupted, or have inadequate limits 
checking for bad data (for example, if WordPerfect let you set your display pitch 
to 0. you would get thousands of divide overflow errors, but this limit is 
checked). One possible cause could be a corrupt .PRS file. 
Solution: Often the effects are not serious-after pressing a key to continue, 
normal operation may proceed. If not, re-install the WordPerfect program files. 
and reselect the printer. 
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Document Line is Too Complex to Print
C a u s e :  An internal buffer in the printing process overflowed because a line in 
the document contained too many font changes, embedded printer commands, 
advances, or other printer codes.
Solution: Simplify the complicated lines in the document by removing font 
changes or printer commands, or by putting hard returns between lines instead of 
vertical advances (where possible).

Document May Need to be Generated. Print?
C a u s e :  The document you are trying to print contains some codes requiring 
generation. Some editing has been done since the last time it was generated. 
S o lu t io n :  Type n  to answer No, then generate the document before printing (see 
Generate in Reference). If you are sure that all the page numbers are correct,
(or if you want to print the document regardless of whether they are correct or 
not) type y to answer Yes and the document will be printed as is.

Document Needs to be Generated
C a u s e :  The document you are trying to print has not been generated.
S o lu t io n :  Generate the document (see Generate in Reference).

Document Not Formatted for Current Printer. Continue?
C a u s e :  You have asked to print a document from disk, but the document was 
f o r m a t t e d  f o r  a  p r i n t e r  o t h e r  t h a n  t h e  one you currently have selected.
S o lu t io n :  To print the document on the printer for which it was formatted, you 
should retrieve the document, select the printer, then either print from the screen 
or save the document. If you choose to print the document on the currently 
selected printer, fonts and other printer-specific items may appear differently.

[End Def] Code Does Not Have Matching [Def Mark]
C a u s e :  The first time a table of contents, list, table of authorities, or index is 
generated, WordPerfect inserts an [End Def] code at the end of the generated 
table or list. If [Def Mark] is subsequently deleted, or [End Def] is mistakenly 
moved or undeleted somewhere else in the document, then the generate process 
will find [End Def] without a matching [Def Mark] preceding it.
S o lu t io n :  Make sure that each [End Def] immediately follows the generated text 
which has been placed just after [Def Mark], Remember that all text between 
[Def Mark] and [End Def] will be replaced during additional generations.
(These codes may be seen in Reveal Codes (Alt-F3).)

File Can’t be Copied onto Itself
Cause: At List Files, you tried to copy a file, but you used the same name and 
directory (destination) as the original file.
S o lu t io n :  Copy the file to a different directory or to a different name within the 
same directory.
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Document Line is Too Complex to Print 
Cause: An internal buffer in the printing process overflowed because a line in 
the document contained too many font changes, embedded printer commands, 
advances, or other printer codes. 
Solution: Simplify the complicated lines in the document by removing font 
changes or printer commands, or by putting hard returns between lines instead of 
vertical advances (where possible). 

Document May Need to be Generated. Print? 
Cause: The document you are trying to print contains some codes requiring 
generation. Some editing has been done since the last time it was generated. 
Solution: Type n to answer No, then generate the document before printing (see 
Generate in Reference). If you are sure that all the page numbers are correct, 
(or if you want to print the document regardless of whether they are correct or 
not) type y to answer Yes and the document will be printed as is. 

Document Needs to be Generated 
Cause: The document you are trying to print has not been generated. 
Solution: Generate the document (see Generate in Reference). 

Document Not Formatted for Current Printer. Continue? 
Cause: You have asked to print a document from disk, but the document was 
furn,un.:<l for c1 primer u1her than the one you currently have selected. 
Solution: To print the document on the printer for which it was formatted, you 
should retrieve the document, select the printer, then either print from the screen 
or save the document. If you choose to print the document on the currently 
selected printer, fonts and other printer-specific items may appear differently. 

[End Def) Code Does Not Have Matching [Def Mark) 
Cause: The first time a table of contents, list, table of authorities, or index is 
generated, WordPerfect inserts an [End Defl code at the end of the generated 
table or list. If [Def Mark] is subsequently deleted, or [End Def] is mistakenly 
moved or undeleted somewhere else in the document. then the generate process 
will find [End Def] without a matching [Def Mark l preceding it. 
Solution: Make sure that each [End Defl immediately follows the generated text 
which has been placed just after [Def Mark]. Remember that all text between 
[Def Mark] and [End Def] will be replaced during additional generations. 
(These codes may be seen in Reveal Codes (Alt-F3).) 

File Can't be Copied onto Itself 
Cause: At List Files, you tried to copy a file, but you used the same name and 
directory (destination) as the original file. 
Solution: Copy the file to a different directory or to a different name within the 
same directory. 
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File Creation Error
C a u s e :  You are trying to save a document or otherwise create a file in the root 
directory of a disk which already has the maximum number of files (112 for 
floppies, 512 for many hard disks).
S o lu t io n :  Delete unneeded files from the root directory, or create the file in a 
subdirectory or on another disk.

C a u s e :  You do not have proper rights on a network to create a file in the 
specified directory.
S o lu t io n :  Obtain creation rights for the directory, or save the file somewhere 
else.

C a u s e :  You are trying to select a printer with an incorrect path (or a path to 
which you do not have sufficient network rights) specified in the Printer Files 
option of the Location of Files feature.
S o lu t io n :  Go to the Location of Files menu (Shift-Fl,6,4) and check the path. 

File is Locked
C a u s e :  You were trying to access a locked (password-protected) document, but 
did not enter the password correctly.
S o lu t io n :  Try again to retrieve the file and enter the correct password when 
prompted. See Locked Documents in Reference for more information on 
passwords. If you have forgotten the password, there is no way to retrieve the 
document.

File Not Found
C a u s e :  You asked WordPerfect to access a file and it could not be found in the 
specified directory (or default directory if no directory was specified). Usually 
this message will be followed by the name of the file WordPerfect was looking 
for and could not find.
S o lu t io n :  Make sure you typed the filename and the path correctly. You might 
use List (F5) to verify the exact spelling and location of the file you need.

Formula Exceeds Maximum Storage Available
C a u s e :  In Math Definition, the formula you entered for a calculation column is 
larger than 20 bytes.
S o lu t io n :  Reduce the complexity of the formula. Basically, each column or 
operator referred to takes one byte, and constants take 1 byte for every two 
digits.

Formula Must be Entered
C a u s e :  In Math Definition, you specified a column as a calculation column, but 
did not enter a formula.
S o lu t io n :  Enter a formula for the column, or change the column type to 
something other than calculation.
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File Creation Error 
Cause: You are trying to save a document or otherwise create a file in the root 
directory of a disk which already has the maximum number of files (112 for 
floppies, 512 for many hard disks). 
Solution: Delete unneeded files from the root directory, or create the file in a 
subdirectory or on another disk. 

Cause: You do not have proper rights on a network to create a file in the 
specified directory. 
Solution: Obtain creation rights for the directory, or save the file somewhere 
else. 

Cause: You are trying to select a printer with an incorrect path (or a path to 
which you do not have sufficient network rights) specified in the Printer Files 
option of the Location of Files feature. 
Solution: Go to the Location of Files menu (Shift-Fl,6,4) and check the path. 

File is Locked 
Cause: You were trying to access a locked (password-protected) document, but 
did not enter the password correctly. 
Solution: Try again to retrieve the tile and enter the correct password when 
prompted. See Locked Documents in Reference for more information on 
passwords. If you have forgotten the password, there is no way to retrieve the 
document. 

File Not Found 
Cause: You asked WordPerfect to access a file and it could not be found in the 
specified directory (or default directory if no directory was specified). Usually 
this message will be followed by the name of the tile WordPerfect was looking 
for and could not find. 
Solution: Make sure you typed the filename and the path correctly. You might 
use List (F5) to verify the exact spelling and location of the file you need. 

Formula Exceeds Maximum Storage Available 
Cause: In Math Definition. the formula you entered for a calculation column is 
larger than 20 bytes. 
Solution: Reduce the complexity of the formula. Basically, each column or 
operator referred to takes one byte. and constants take I byte for every two 
digits. 

Formula Must be Entered 
Cause: In Math Definition, you specified a column as a calculation column, but 
did not enter a formula. 
Solution: Enter a formula for the column, or change the column type to 
something other than calculation. 
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Generate Codes Found Between [Def Mark] and [End Def] Codes
Cause: In a previously generated document, you have subsequently added some 
sort of Mark Text code within a generated section. Since generation deletes 
previously generated text, these newly added codes will be lost.
Solution: Move the Mark Text codes outside the [Def Mark] and [End Def] 
codes. These codes can be seen in Reveal Codes (Alt-F3). See G e n e r a te  in 
R e fe r e n c e  for more information.

Graphics in Block Not Saved to Clipboard
Cause: Clipboard formats for the Shell program do not allow the mixture of 
text and graphics codes, so the graphics portion of the block you are saving to 
the Clipboard will not be included in the Clipboard.
Solution: If you are interested in the graphics data, save the contents of each 
graphic figure from the Graphics Edit menu to the clipboard; the graphics data 
can then be retrieved into another figure by pressing the Shell key (Ctrl-Fl) at 
the filename prompt in the Graphics; Edit screen. If you are planning to retrieve 
text and graphics into WordPerfect, then use a named or unnamed block to move 
the text and graphics instead of the Clipboard (see M o v e  in R e fe r e n c e ) .

Illegal Character(s)
Cause: In Math Definition, invalid characters were found in a calculation 
formula.
S o lu tio n : R e m o v e  th e  i l l e g a l  c h a r a c t e r s .  T h e  o n l y  v a l i d  c h a r a c t e r s  a re  s p a c e s ,

digits, math operators (+ -  / *), decimal points, parentheses, and column letters 
(A-X). Check for incorrect syntax as well.

Incompatible File Format
Cause: The file in question is not in the correct format for the requested 
operation. For example, you are trying to print a WordPerfect 4.2 document 
from disk, or you are trying to retrieve a document created in another word 
processor.
Solution: Convert the file to the correct format and then try again. See C o n v e r t  
P r o g r a m ; D o c u m e n t  C o n v e r s io n ,  4 .2  to  5. /; and T ext I n /O u t in R e fe r e n c e  for 
more information.

Cause: You are trying to retrieve a graphics image into the normal editing 
screen.
Solution: Graphics images can only be retrieved into graphics boxes. 

Incompatible Supplementary Dictionary File Format
Cause: The supplementary dictionary you specified is not a WordPerfect 5.1 
document.
Solution: If it is a 4.2 or 5.0 document, or a DOS text file, retrieve it (using 
Text In if appropriate) and save it as a 5.1 document. See also S p e l le r  U ti l i ty  in 
R e fe r e n c e .
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Generate Codes Found Between [Def Mark] and [End Def] Codes 
Cause: In a previously generated document, you have subsequently added some 
sort of Mark Text code within a generated section. Since generation deletes 
previously generated text, these newly added codes will be lost. 
Solution: Move the Mark Text codes outside the [Def Mark] and [End Def] 
codes. These codes can be seen in Reveal Codes (Alt-F3). See Generate in 
Reference for more information. 

Graphics in Block Not Saved to Clipboard 
Cause: Clipboard formats for the Shell program do not allow the mixture of 
text and graphics codes, so the graphics portion of the block you are saving to 
the Clipboard will not be included in the Clipboard. 
Solution: If you are interested in the graphics data, save the contents of each 
graphic figure from the Graphics Edit menu to the clipboard; the graphics data 
can then be retrieved into another figure by pressing the Shell key (Ctrl-Fl) at 
the filename prompt in the Graphics: Edit screen. If you are planning to retrieve 
text and graphics into WordPerfect, then use a named or unnamed block to move 
the text and graphics instead of the Clipboard (see Move in Reference). 

Illegal Character(s) 
Cause: In Math Definition, invalid characters were found in a calculation 
formula. 
Solution: Remove the illegal characters . The unly valid characters are spaces, 

digits, math operators ( + - / *), decimal points, parentheses, and column letters 
(A-X) . Check for incorrect syntax as well. 

Incompatible File Format 
Cause: The file in question is not in the correct format for the requested 
operation. For example, you are trying to print a WordPerfect 4.2 document 
from disk, or you are trying to retrieve a document created in another word 
processor. 
Solution: Convert the file to the correct format and then try again . See Convert 
Program; Document Conversion, 4.2 to 5.1; and Text In/Out in Reference for 
more information. 

Cause: You are trying to retrieve a graphics image into the normal editing 
screen. 
Solution: Graphics images can only be retrieved into graphics boxes. 

Incompatible Supplementary Dictionary File Format 
Cause: The supplementary dictionary you specified is not a WordPerfect 5.1 
document. 
Solution: If it is a 4.2 or 5.0 document, or a DOS text file, retrieve it (using 
Text In if appropriate ) and save it as a 5.1 document. See also Speller Utility in 
Refe rence. 
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Incorrect Format
Cause: You attempted to save a file with a name reserved by DOS (e.g., CON, 
AUX, NUL. PRN).
Solution: Save the file under a different name. See DOS and WordPerfect in 
Reference.

Cause: You are trying to select or edit a keyboard or macro that has become 
corrupted.
Solution: If you have a backup copy of the keyboard or macro file, recopy the 
file and then select or edit it.

Insert Paper— Press “G” to Continue
Cause: “Prompt to Load” in Paper Size/Type is marked Yes for the form you 
are currently printing on.
Solution: Insert the paper (position it correctly), and press g to continue.

Insufficient Disk Space— Insert New Diskette and Press Any Key
Cause: While copying files in List Files, the destination disk became full. 
Solution: Insert a blank diskette in the destination drive and press a key. If the 
destination drive is a hard disk, you must press Cancel (FI).

Insufficient Expanded Memory for /R
Cause: When the /r startup option is used to start WordPerfect (see Appendix 
N: Startup Options), WP.FIL is loaded into expanded memory if sufficient 
expanded memory is available (note that this is not extended memory, but only 
memory that follows the LIM 3.2 or 4.0 specifications).

There are three reasons no expanded memory is present: either the /ne startup 
option was also specified (which inhibits WordPerfect’s use of expanded 
memory); there is not enough expanded memory available (as much as the size 
of the WP.FIL plus a few thousand bytes is needed); or the Expanded Memory 
Manager (EMM) is not properly installed or functioning.
Solution:
1 Reduce other programs’ use of expanded memory (for example, if you are 

running under Shell and swapped some programs to expanded memory, exit 
from some of those programs before entering WordPerfect). 2 3

2 Make sure expanded memory is present and active. Some utilities should 
have been shipped with your expanded memory board or driver to check this, 
or if you have Shell, look at the memory map (see the documentation that 
came with the utilities or with Shell).

3 Make sure the /ne startup option was not used when starting WordPerfect 
(restart it without the /ne option if you are not sure).
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Incorrect Format 
Cause: You attempted to save a file with a name reserved by DOS (e.g., CON, 
AUX. NUL. PRN). 
Solution: Save the file under a different name. See DOS and WordPerfect in 
Reference. 

Cause: You are trying to select or edit a keyboard or macro that has become 
corrupted. 
Solution: If you have a backup copy of the keyboard or macro file, recopy the 
file and then select or edit it. 

Insert Paper-Press "G" to Continue 
Cause: "Prompt to Load" in Paper Size/fype is marked Yes for the form you 
are currently printing on. 
Solution: Insert the paper (position it correctly), and press g to continue. 

Insufficient Disk Space-Insert New Diskette and Press Any Key 
Cause: While copying files in List Files, the destination disk became full. 
Solution: Insert a blank diskette in the destination drive and press a key. If the 
destination drive is a hard disk, you must press Cancel (FI) . 

Insufficient Expanded Memory for /R 
Cause: When the /r startup option is used to start WordPerfect (see Appendix 
N: Startup Options), WP.FIL is loaded into expanded memory if sufficient 
expanded memory is available (note that this is not extended memory, but only 
memory that follows the LIM 3.2 or 4.0 specifications). 

There are three reasons no expanded memory is present: either the /ne startup 
option was also specified (which inhibits WordPerfect's use of expanded 
memory); there is not enough expanded memory available (as much as the size 
of the WP.FIL plus a few thousand bytes is needed) ; or the Expanded Memory 
Manager (EMM) is not properly installed or functioning . 
Solution: 
1 Reduce other programs' use of expanded memory (for example, if you are 

running under Shell and swapped some programs to expanded memory, exit 
from some of those programs before entering WordPerfect) . 

2 Make sure expanded memory is present and active. Some utilities should 
have been shipped with your expanded memory board or driver to check this, 

or if you have Shell, look at the memory map (see the documentation that 
came with the utilities or with Shell). 

3 Make sure the /ne startup option was not used when starting WordPerfect 
(restart it without the /ne option if you are not sure). 
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Insufficient File Handles to Run WordPerfect. Increase FILES= in CONFIG.SYS and 
Reboot Your Computer
Cause: As WordPerfect was started, it detected that there were too many files 
open by other programs, and/or that the FILES= command in the CONFIG.SYS 
was too small.
S o lu t io n :  WordPerfect requires at least 20 available file handles in order to run. 
If any other programs have open files, the number should be even larger.

To increase the number of file handles from DOS:

1 Exit to a DOS prompt (if you are not already there), then make a copy of 
your CONFIG.SYS file (e.g., type copy c:\config.sys c:\config.old). Your 
CONFIG.SYS file should be where COMMAND.COM is located, in the root 
directory.

2 Type type config.sys and then press Enter to display the contents of the 
CONFIG.SYS file. Locate the “Files =” line and see how many file handles 
are currently open.

3  Retrieve the CONFIG.SYS file by typing c o p y  c o n f ig .s y s + c o n  c o n f ig .s y s  
and pressing E n te r .

4 Type files=n where n represents the number of file handles you want to 
open. (We recommend that you increase the number of file handles in 
increments of five.)

5 Press F 6 . then press E n te r .

6 Reboot your computer.

If you are still unable to run WordPerfect, repeat the process and increase the 
number of file handles by another increment of five. (See your DOS manual for 
more information.)

The CONFIG.SYS file is a DOS text file that can be edited in WordPerfect 
using the Text In/Out feature (see Text In/Out in Reference).

Insufficient Memory to Run WordPerfect
Cause: WordPerfect requires a minimum of approximately 384K of free 
memory, and WordPerfect was started with less than this amount of memory 
free.
Solution: If needed, increase the base memory to at least 512K, preferably 
640K. Remove TSR (Terminate and Stay Resident) programs (such as Shell). 
Reduce the FILES= or BUFFERS= commands in CONFIG.SYS and remove 
device drivers, or reduce the size of RAM drives in base memory (see your DOS 
manual). Remember, WordPerfect needs at least 20 files in the FILES= 
command.

Invalid Drive/Path Specification
Cause: You are trying to access a file (saving or retrieving a document, 
executing a macro, printing a document from disk, etc.), and the drive or path
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Insufficient File Handles to Run WordPerfect. Increase FILES= in CONFIG.SYS and 
Reboot Your Computer 
Cause: As WordPerfect was started, it detected that there were too many files 
open by other programs, and/or that the FILES= command in the CONFIG.SYS 
was too small. 
Solution: WordPerfect requires at least 20 available file handles in order to run. 
If any other programs have open files, the number should be even larger. 

To increase the number of file handles from DOS: 

1 Exit to a DOS prompt (if you are not already there), then make a copy of 
your CONFIG.SYS file (e.g., type copy c:\config.sys c:\config.old) . Your 
CONFIG.SYS file should be where COMMAND.COM is located, in the root 
directory. 

2 Type type config.sys and then press Enter to display the contents of the 
CONFIG.SYS file. Locate the "Files =" line and see how many file handles 
are currently open. 

3 Retrieve the CONFIG.SYS file by typing copy config.sys+con config.sys 
and pressing Enter. 

4 Type files=n where n represents the number of file handles you want to 
open. (We recommend that you increase the number of file handles in 
increments of five .) 

5 Press F6. then press Enter. 

6 Reboot your computer. 

If you are still unable to run WordPerfect, repeat the process and increase the 
number of file handles by another increment of five. (See your DOS manual for 
more information.) 

The CONFIG.SYS file is a DOS text file that can be edited in WordPerfect 
using the Text In/Out feature (see Text In/Out in Reference ). 

Insufficient Memory to Run WordPerfect 
Cause: WordPerfect requires a minimum of approximately 384K of free 
memory, and WordPerfect was started with less than this amount of memory 
free . 
Solution: If needed, increase the base memory to at least 512K, preferably 
640K. Remove TSR (Terminate and Stay Resident) programs (such as Shell). 
Reduce the FILES= or BUFFERS= commands in CONFIG.SYS and remove 
device drivers, or reduce the size of RAM drives in base memory (see your DOS 
manual) . Remember, WordPerfect needs at least 20 files in the FILES= 
command. 

Invalid Drive/Path Specification 
Cause: You are trying to access a file (saving or retrieving a document, 
executing a macro, printing a document from disk, etc .), and the drive or path 
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you specified is not valid. Either the drive or directory name was entered 
incorrectly.
Solution: Check to see i f  the drive exists, and that the specified subdirectory 
exists.

Invalid File Name
Cause: The filename was too long, or contained invalid characters.
Solution: See N a m in g  F ile s  under D O S  a n d  W o r d P e ife c t in R e fe r e n c e  for 
information about naming files.

Invalid Graphics Driver
Cause: You are trying to view a document or edit a graphics box, but the 
graphics driver you selected in graphics screen type is invalid. Either the 
graphics driver is in an improper format, or you do not have the hardware that 
corresponds to your selection.
Solution: Make sure that the graphics screen type was correctly specified in 
Setup (see G r a p h ic s  S c re e n  T yp e  in R e fe r e n c e ) .

Invalid Graphics File Format
Cause: W hile retrieving a graphic file into a graphic box, W ordPerfect detected 
that the file is either not in a W ordPerfect-supported format, or that there is 
something in the file that we do not support.
Solution: If the format of the graphics file is not supported by WordPerfect, 
then you need to convert it into a supported format.

See G r a p h ic s ,  F o r m a ts  a n d  P r o g r a m s  and G r a p h ic s ,  C o n v e r s io n  P r o g r a m  in 
R e fe r e n c e  for more information.

M any graphics packages save graphic images in several form ats. Some form ats  
supported  by W ordPeifect have many variations in the industry, not all o f  which are 
currently supported by W ordPeifect. I f  a f ile  in one o f  these fo rm a ts  cannot be retrieved, 
please send  in the file  so that we can try to extend W ordPerfect's support o f  the fo rm a t to 
handle this new variation.

Send the file to:

Graphics Format
Attn: WordPerfect Corporation Information Services 
1555 N. Technology Way 
Orem, UT 84057 "

Invalid Printer Definition String
Cause: Your .PRS file contains an unrecognized command and is not 
communicating properly with the printer. Your .PRS file may contain an invalid 
or u n recogn ized  com m an d  if you modified the PRS file using the Printer 
Program. If you did not use the Printer Program, the .PRS file was corrupted 
som e other way.
Solution: I f  you used the Printer Program, review the modification(s) you made 
to the .PRS file and ensure that all the commands are valid. I f  you did not use

APPENDIX E: ERROR MESSAGES 7 5 3

you specified is not valid. Either the drive or directory name was entered 
incorrectly. 
Solution: Check to see if the drive exists, and that the specified subdirectory 
exists. 

Invalid File Name 
Cause: The fil ename was too long, or contai ned invalid characters. 
Solution: See Naming Files under DOS and WordPe,fect in Reference for 
information about naming files . 

Invalid Graphics Driver 
Cause: You are trying to view a document or edit a graphics box, but the 
graphics driver you selected in graphics screen type is invalid. Either the 
graphics driver is in an improper format, or you do not have the hardware that 

corresponds to your selection. 
Solution: Make sure that the graphics screen type was correctly spec ified in 
Setup (see Graphics Screen Twe in Reference). 

Invalid Graphics File Format 
Cause: While retrieving a graphic file into a graphic box, WordPerfect detected 
that the tile is either not in a WordPerfect-supported furmm. or th at there i:; 

something in the file that we do not support . 
Solution: If the format of the graphics file is not supported by WordPerfect. 
then you need to convert it into a supported format. 

See Graphics, Formats and Programs and Graphics, Conversion Program in 
Reference for more information. 

Many graphics packages sal'e graphic images in several formats. Some formats 
rnpponed h\' WordPe,fect have mam· variations in the i11dustl".; nor all of which are 
curremlr supported by WordPe,fect . If a file in one of these formats cannot be retrieved, 
please send in the file so that we can trr to extend WordPe,fect 's supporr of the format tu 
handle th is nea· 1·ariatim1. 

Send the file to: 

Graphics Format 
Attn: WordPerfect Corporation Information Services 
1555 N. Technology Way 
Orem. UT 84057 

Invalid Printer Definition String 
Cause: Your .PRS tile contains an unrecognized command and is not 
communicating properly with the printer. Your .PRS file may contain an invalid 
or unrecognized command if you modified the .PRS file using the Printer 
Program. If you did not use the Printer Program. the .PRS file was corrupted 
some other way. 
Solution: If you used the Printer Program. review the modification(s ) you made 
to the .PRS file and ensure that all the commands are valid. If you did not use 
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the Printer Program, try updating your .PRS file by selecting Update (7) from the 
Print: Select Printer menu. WordPerfect will then update the existing .PRS file.

Invalid Thesaurus File Format
Cause: The Thesaurus is not a correct format.
Solution: Make sure the Thesaurus was installed correctly.

Invalid Username
Cause: When you started WordPerfect on a network, an invalid username was 
specified.
Solution: Use just three characters, and only letters A-Z (or a-z), digits, and 
underscores, or “ |W P”.

Job is Already Printing
Cause: You tried to rush a job that was already being printed.
Solution: You can't make the specified job come out any faster by rushing it, 
since it is currently being printed.

Job Not Found
Cause: You tried to cancel or rush a job with a job number which is not 
currently in the list of jobs.
Solution: Enter the correct job number; if you entered it correctly, it could be 
that the job fin ish ed  printing w h ile  you were trying to cancel or rush it.

Lock Violation
Cause: Someone else is using the file you are trying to access, and DOS 
SHARE (see your DOS manual) is running or you are on a network.
Solution: You will be given the option to Retry or Cancel. If the other user is 
finished with the file or will finish soon, retry the operation; otherwise, cancel it.

Marked Files Must Be Copied to a Directory or Drive
Cause: In List Files, you marked one or more files and then requested that they 
be copied to a filename instead of a disk, directory, or drive.
Solution: Specify a directory or drive only.

Maximum Records Exceeded
Cause: The input file for the sort contained more than 65,535 records.
Solution: Break up the file into smaller files, and sort them individually.

Maximum String Size Exceeded
Cause: Sort: The Select String in the Sort feature contains a constant of more 
than 16 digits.
Solution: Reduce the size of any constants in the Select String.
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the Printer Program, try updating your .PRS tile hy selecting Update (7) from the 
Print: Select Printer menu. WordPerfect will then update the existing .PRS file. 

Invalid Thesaurus File Format 
Cause: The Thesaurus is not a correct format. 
Solution: Make sure the Thesaurus was installed correctly. 

Invalid Username 
Cause: When you started WordPerfect on a network, an invalid username was 
spec ified. 
Solution: Use just three characters, and only letters A-Z (or a-z), digits, and 
underscores, or " {WP". 

Job is Already Printing 
Cause: You tried to rush a job that was already being printed. 
Solution: You can"t make the specified joh come out any faster by rushing it. 
since it is currently being printed. 

Job Not Found 
Cause: You tri ed to cancel or rush a job with a job number which is not 
currently in the list of jobs. 
Solution: Enter the correct job number; if you entered it correctly. it could be 
that the job fini~lu:<l p.-inting while you were 1rying lo cancel or rush it. 

Lock Violation 
Cause: Someone else is using the tile you are trying to access. and DOS 
SHARE (see your DOS manual) is running or you are on a network. 
Solution: You will be given the option to Retry or Cancel. If the other user is 
finished with the file or will finish soon, retry the operation; otherwise. cancel it. 

Marked Files Must Be Copied to a Directory or Drive 
Cause: In List Files. you marked one or more tiles and then requested that they 
be copied to a filename instead of a disk. directory. or drive. 
Solution: Speci fy a directory or drive only. 

Maximum Records Exceeded 
Cause: The input fi le for the sort contained more than 65,535 records. 
Solution: Break up the file into smaller files. and sort them individually. 

Maximum String Size Exceeded 
Cause: Sort: The Select String in the Sort feature contains a constant of more 
than 16 digits. 
Solution: Reduce the size of any constants in the Select String. 
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Network Device Fault
A network timeout error occurred for one of the following reasons:

C a u s e :  Another card is trying to use the same high memory space as the 
network card (expanded memory page frames are a common cause of this 
conflict).
S o lu t io n :  Remove the conflicting card, or adjust the portion of high memory it 
uses. Check the manufacturer’s instructions for your card.

C a u s e :  There is too much physical distance between the station and the server. 
S o lu t io n :  You may need to reduce the distance. You may also want to contact 
your dealer; some cards may be available to correct this problem.

Network Not Accepting Job
C a u s e :  WordPerfect is trying to spool a print job to the network spooler, which 
will not accept it. Either the server volume to which it is spooling is full, or the 
maximum number of print jobs has been reached. You will also get this 
message at the Print: Control Printer menu if you have entered an invalid queue 
name or an incorrect logical printer number for the port on the Select Printer: 
Edit menu (see P rin te r , E d i t  in R e fe r e n c e ). It may also be that the network print 
server spooler is down (see your network manual).
S o lu t io n :  Free some disk space on the s p o o l e r  v o lu m e ,  o r  wait for other 
network spool jobs to finish so that there will be a slot available for your job. 
Enter a valid queue name or correct logical printer number.

Network Spool Disk Full
C a u s e :  The disk to which the network spools print jobs is full.
S o lu t io n :  Free up some disk space on that volume and check your network 
manual.

No Available File Handles
C a u s e :  WordPerfect is trying to access a file, but is unable to do so because 
there are no more DOS file handles, either because some other program is 
running, or because the FILES= command in the CONFIG.SYS file is too small. 
S o lu t io n :  See “Solution:" under In su ff ic ie n t F ile  H a n d le s  to  R u n  W o r d P e ife c t.  
I n c r e a s e  F IL E S =  in C O N F IG .S Y S  a n d  R e b o o t  Y ou r C o m p u te r  for details on 
increasing file handles. See your DOS manual for information on the 
CONFIG.SYS file.

No Room on WP Disk to Retrieve Text
C a u s e :  The /d disk or WP.FIL disk is full, or would be if WordPerfect tried to 
retrieve the document.
S o lu t io n :  Free up some space on your /d disk, or change your /d disk to a disk 
with more free space.
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Network Device Fault 
A network timeout error occurred for one of the follO\\>ing reasons: 

Cause: Another card is trying to use the same high memory space as the 
network card (expanded memory page frames are a common cause of this 
conflict). 
Solution: Remove the conflicting card, or adjust the portion of high memory it 
uses. Check the manufacturer's instructions for your card. 

Cause: There is too much physical distance between the station and the server. 
Solution: You may need to reduce the distance. You may also want to contact 
your dealer; some cards may be available to correct this problem. 

Network Not Accepting Job 
Cause: WordPerfect is trying to spool a print job to the network spooler, which 
will not accept it. Either the server volume to which it is spooling is full, or the 
maximum number of print jobs has been reached. You will also get this 
message at the Print: Control Printer menu if you have entered an invalid queue 
name or an incorrect logical printer number for the port on the Select Printer: 
Edit menu (see Pri11te1: Edit in Reference). It may also be that the network print 
server spooler is down (see your network manual). 
Solution: Free some disk spa1.:e on the ~pouter volume. or wait for other 
network spool jobs to finish so that there will be a slot available for your job. 
Enter a valid queue name or correct logical printer number. 

Network Spool Disk Full 
Cause: The disk to which the network spools print jobs is full. 
Solution: Free up some disk space on that volume and check your network 
manual. 

No Available File Handles 
Cause: WordPerfect is trying to access a file, but is unable to do so because 
there are no more DOS file handles. either because some other program is 
running, or because the FILES= command in the CONFIG.SYS file is too small. 
Solution: See "Solution:" under Insufficient File Handles to Run WordPe1fect. 
Increase FILES= in CONFIG.SYS and Reboot Your Computer for details on 
increasing file handles. See your DOS manual for information on the 
CONFIG.SYS file. 

No Room on WP Disk to Retrieve Text 
Cause: The /d disk or WP.FIL disk is full. or would be if WordPerfect tried to 
retrieve the document. 
Solution: Free up some space on your /d disk. or change your /d disk to a disk 
with more free space. 

APPENDIX E ERROR MESSAGES 755 



No Text Columns Defined
C a u s e :  You tried to turn on columns (Alt-F7, J, 1) before defining columns. 
S o lu t io n :  Define columns (Alt-F7,l,3), then try again to turn on columns 
(Alt-F7,1,1).

Not a Prefixed File
C a u s e :  The file has been corrupted, and WordPerfect is unable to read the 
prefix of the file.
S o lu t io n :  If you have a backup, copy the file. You may also need to check 
your system setup or any utilities you are using to determine if they are making 
your files unreadable.

Not Enough Memory
C a u s e :  Not enough memory is available for the current operation.
S o lu t io n :  See F re e in g  U p  M e m o r y  under M e m o r y  in R e fe r e n c e .

C a u s e :  Not enough free RAM on the machine to run the program.
S o lu t io n :  Free some memory by taking out memory-resident (TSR) programs. 
Run a disk check to see the amount of bytes which are free. (See information 
on the CHKDSK command in your DOS manual unless you're on a network.
For network users, see information on CHKVOL.) Make sure total memory is 
large enough to load the WordPerfect program (384K).

Not Enough Memory for Graphics
C a u s e :  WordPerfect ran out of memory while trying to retrieve a graphic image 
into a graphics box.
S o lu t io n :  You can print text and graphics separately. See P r in t  Q u a li ty  and 
F re e in g  U p  M e m o r y  under M e m o r y  in R e fe re n c e .

Not Enough Memory to Load Display Fonts
C a u s e :  WordPerfect is trying to load an EGA/VGA display font (512 
characters, underline, italics, or small caps), but there is not enough memory 
available.
S o lu t io n :  See F re e in g  U p  M e m o r y  under M e m o r y  in R e fe r e n c e .

Not Enough Memory to Print Columns
C a u s e :  While printing columns, WordPerfect needs extra memory, but is unable 
to find as much as it needs.
S o lu t io n :  See F r e e in g  U p  M e m o r y  under M e m o r y  in R e fe r e n c e .

Not Enough Memory to Print Graphics
C a u s e :  While printing graphics, WordPerfect needs extra memory, but is unable 
to find as much as it needs.
S o lu t io n :  See F r e e in g  U p  M e m o r y  under M e m o r y  in R e fe re n c e .
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No Text Columns Defined 
Cause: You tried to turn on columns (Alt-F7, I, I) before defining columns. 
Solution: Define columns (Alt-F7.l,3), then try again to turn on columns 
(Alt-F7,l,I). 

Not a Prefixed File 
Cause: The file has been corrupted, and WordPerfect is unable to read the 
prefix of the file. 
Solution: If you have a backup, copy the file . You may also need to check 
your system setup or any utilities you are using to determine if they are making 
your tiles unreadable. 

Not Enough Memory 
Cause: Not enough memory is available for the current operation. 
Solution: See Freeing Up Memory under Memory in Reference. 

Cause: Not enough free RAM on the machine to run the program. 
Solution: Free some memory by taking out memory-resident (TSR) programs. 
Run a disk check to see the amount of bytes which are free. (See information 
on the CHKDS K command in your DOS manual unless you're on a network. 
For network users, see information on CHKYOL.) Make sure total memory is 
large enough to load the WordPerfect program ( 384K l. 

Not Enough Memory for Graphics 
Cause: WordPerfect ran out of memory while trying to retrieve a graphic image 
into a graphics box. 
Solution: You can print text and graphics separately. See Print Qualiry and 
FreeinR Up Memory under Memory in Reference. 

Not Enough Memory to Load Display Fonts 
Cause: WordPerfect is trying to load an EGA/VGA display font (512 
characters. underline, italics, or small caps), but there is not enough memory 
avai lable. 
Solution: See Freeing Up Memory under Memory in Reference. 

Not Enough Memory to Print Columns 
Cause: While printing columns, WordPerfect needs extra memory, but is unable 
to find as much as it needs. 
Solution: See Freeing Up Memory under Memon in Reference. 

Not Enough Memory to Print Graphics 
Cause: While printing graphics, WordPerfect needs extra memory, hut is unable 
to find as much as it needs. 
Solution: See Freeing Up Memory under Memory in R£'.ferenre. 
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Other Document Must be Empty for Specified Operation
C a u s e :  You are trying to generate or sort, but you have relatively little free 
memory, and Document 2 contains text.
S o lu t io n :  Clear the screen in Document 2 so that WordPerfect can use that 
memory to sort or generate.

Paper Type Should be Unique for This Paper Definition
C a u s e :  The paper definition you are adding, copying, or editing is the same as 
an existing definition (i.e., values for Paper Size, Paper Type, Font Type, and 
Labels match).
S o lu t io n :  WordPerfect takes you into the Format: Edit Paper Definition menu 
where you must edit the definition to make it unique before it can be saved and 
added to the list of paper definitions (see E d itin g  a  D e f in itio n  under P a p e r  
SizeT T ype  in R e fe r e n c e ) . You can exit the menu without saving by pressing 
C a n c e l  (FI).

Port Not Set Up in Printer Selection
C a u s e :  You are printing a document that has been set up with a different printer 
selected. Even though the printer is deleted, the .PRS file still exists.
WordPerfect finds the old .PRS file and selects it, but the port information is not 
available.
S o lu t io n :  Add the port information to the printer selection which WordPerfect 
created. This will make the selection permanent. If in Setup: Initial Settings 
you set “Format Retrieved Documents to Default Printer” to Yes, you will never 
get this message (see I n it ia l  S e t t in g s  in R e fe r e n c e ) .

Printer Not Accepting Data
C a u s e :  WordPerfect is trying to send data to your printer which will not accept 
it. Either the printer is not “on-line" or the connection between your printer and 
computer is faulty.
S o lu t io n :  Use the following checklist to help determine the problem (for more 
information, see A p p e n d ix  O : T ro u b le s h o o t in g  in R eferen ce )'.

• Has the printer been turned off and, after at least a 15-second pause, turned 
back on? •

• Is the cable connected tightly to the printer and the computer? (Before 
making adjustments to the cable, turn off all equipment.)

• If your printer manual recommends special switch or menu panel settings 
specific to your printer, have you made the correct settings?

• Is the correct printer selected (Shift-F7,s)?

• Has the correct printer port been selected (Shift-F7,s,3,2)?

Printer Not Selectable
C a u s e :  You may not have enough disk space to install the .A L L  file, especially 
if you are running WordPerfect from a two-disk drive system.
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Other Document Must be Empty for Specified Operation 
Cause: You are trying to generate or sort, but you have relatively little free 
memory. and Document 2 contains text. 
Solution: Clear the screen in Document 2 so that WordPerfect can use that 
memory to sort or generate. 

Paper Type Should be Unique for This Paper Definition 
Cause: The paper definition you are adding, copying, or editing is the same as 
an existing definition (i.e .. values for Paper Size, Paper Type. Font Type, and 
Labels match). 
Solution: WordPerfect takes you into the Format: Edit Paper Definition menu 
where you must edit the definition to make it unique before it can be saved and 
added to the list of paper definitions (see Editing a Definition under Paper 
Size/Type in Reference). You can exit the menu without saving by pressing 
Cancel (FI). 

Port Not Set Up in Printer Selection 
Cause: You are printing a document that has been set up with a different printer 
selected . Even though the printer is deleted, the .PRS file still exists. 
WordPerfect finds the old .PRS file and selects it, but the port information is not 
available. 
Solution: Add the port information to the printer selection which WordPerfect 
created. This will make the selection permanent. If in Setup: Initial Settings 
you set ''Format Retrieved Documents to Default Printer" to Yes, you will never 
get this message (see Initial Settings in Reference) . 

Printer Not Accepting Data 
Cause: WordPerfect is trying to send data to your printer which will not accept 
it. Either the printer is not "on-line" or the connection between your printer and 
computer is faulty. 
Solution: Use the following checklist to help determine the problem (for more 
information. see Appendix 0: Troubleshooting in Reference): 

• Has the printer been turned off and. after at least a 15-second pause. turned 
back on? 

• Is the cable connected tightly to the printer and the computer? (Before 
making adjustments to the cable. turn off all equipment.) 

• If your printer manual recommends special switch or menu panel settings 
specific to your printer, have you made the correct settings? 

• ls the correct printer selected (Shift-F7,s)? 

• Has the correct printer port been selected (Shift-F7,s,3,2)? 

Printer Not Selectable 
Cause: You may not have enough disk space to install the .ALL file, especially 
if you are running WordPerfect from a two-disk drive system. 
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Solution: If you have a hard disk, erase any unnecessary files in the directory 
where your printer files are located. If you are using a two-disk drive system, 
try using a diskette with more disk space.

Cause: An incorrect printer files directory may be specified in Setup: Location 
of Files.
Solution: During custom installation, you may have specified an invalid 
directory. Check the directory specified for printer files in Setup: Location of 
Files (Shift-F 1,4) to make sure it is a valid directory. In addition, make sure that 
the path you specified for printer files in Setup: Location of Files is identical to 
the path you used for printer files during installation.

Printer Not Selected
Cause: You tried to print or view a document, but had not selected a printer. 
Solution: Select a printer (make sure that an asterisk appears by it in the printer 
selection list) and then try to print again (see Printer, Select in Reference).

Printer Out of Paper
Cause: When printing to a parallel printer, the printer ran out of paper without 
going off-line. This error may also occur when there is a problem with the 
cabling between the computer and printer, or when the printer needs to be 
checked.
S o lu t io n :  Put in more paper, or check to see if the paper is loaded correctly. 
Check the cable to the printer.

Put Diskette Back in Drive (File Not Found)
Cause: The document WordPerfect was trying to print was removed during 
printing. WordPerfect needs to access the temporary print file it created on the 
default drive when you print from screen, and on the disk when you print from 
disk.
Solution: Put the disk containing the printer file back in the drive and press a 
key to continue.

Record Too Large
Cause: While sorting, the maximum size allowed per record (9216 bytes) has 
been exceeded for at least one record.
Solution: Make your records smaller.

Sector Not Found
Cause: The disk drive can't find a sector.
Solution: Use a backup of the file.

Cause: The drive may be out o f alignment.
Solution: Have the drive serviced.

Cause: The diskette is improperly inserted.
S o lu t io n :  Insert the diskette correctly.

Cause: The diskette is physically damaged.
Solution: Replace the diskette.
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Solution: If you have a hard disk, erase any unnecessary tiles in the directory 
where your printer files are located. If you are using a two-disk drive system, 
try using a diskette with more disk space. 

Cause: An incorrect printer files directory may be specified in Setup: Location 
of Files. 
Solution: During custom installation. you may have specified an invalid 
directory. Check the directory specified for printer tiles in Setup: Location of 
Files (Shift-F 1.4 J to make sure it is a valid directory. In addition. make sure that 
the path you specified for printer files in Setup: Location of Files is identical to 
the path you used for printer files during installation. 

Printer Not Selected 
Cause: You tried to print or view a document, but had not selected a printer. 
Solution: Select a printer (make sure that an asterisk appears by it in the printer 
selection list) and then try to print again (see Primer. Select in Reference). 

Printer Out of Paper 
Cause: When printing to a parallel printer. the printer ran out of paper without 
going off-line. This error may also occur when there is a problem with the 
cabling between the computer and printer, or when the printer needs to be 
checked. 
Solution: Put in more paper, or check to see if the paper is loaded correctly. 
Check the cable to the printer. 

Put Diskette Back in Drive (File Not Found) 
Cause: The document WordPerfect was trying to print was removed during 
printing. WordPerfect needs to access the temporary print tile it created on the 
default drive when you print from screen, and on the disk when you print from 
disk. 
Solution: Put the disk containing the printer tile back in the drive and press a 
key to continue. 

Record Too Large 
Cause: While sorting, the maximum size allowed per record (92 I 6 bytes) has 
been exceeded for at least one record. 
Solution: Make your records smaller. 

Sector Not Found 
Cause: The disk drive can't find a sector. 
Solution: Use a backup of the file. 

Cause: The drive may be out of alignment. 
Solution: Have the drive serviced. 

Cause: The diskette is improperly inserted. 
Solution: Insert the diskette correctly. 

Cause: The diskette is physically damaged. 
Solution: Replace the diskette. 
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Start/End Mismatch on:
Cause: While condensing a master document, either because o f a specific 
request or as part o f generation, WordPerfect detected a Subdocument End 
without a Subdocument Start, or vice versa.
Solution: Check the document to make sure that Subdocument Start and 
Subdocument End codes are properly paired.

Subdoc Not Allowed Within This Function
Cause: You tried to insert a Subdocument code within a Footnote or 
Header/Footer, or similar editing substructure.
Solution: Insert Subdocument codes only at the main level of the document.

Too Many Characters in Constant
Cause: When defining your calculation column in the Math feature, you can 
include up to 7 digits in each constant.
Solution: Make sure to use no more than 7 digits for each constant.

Too Much Text
Cause: You tried to exit a Header, Footer, Footnote, Endnote, Text Box,
Caption, or Styles, but there was too much text. The limit for Footnotes and 
Endnotes is 64K bytes (approximately 16,000 lines of text); the limit for captions 
is 256 bytes; for all others, the limit is one page.
Solution: Delete text until the text is within acceptable limits. If you forgot to 
exit the edit screen and continued with your document, use the Move feature to 
move the text back to the document (see Move in Reference).

Training Version Can’t Save Large Files
Cause: Special training versions of WordPerfect have a limit on the size of 
document that can be saved. This limit was exceeded.
Solution: Reduce the size of the document, then try to save again.

Unable to Change Key Repeat Speed
Cause: During startup, WordPerfect detected that its method for changing the 
cursor speed will not work on your hardware/BIOS combination.
Solution: If your hardware/BIOS combination cannot support the Cursor Speed 
feature, upgrade the BIOS to be fully IBM-compatible, or use the /nc startup 
option (see Appendix N: Startup Options) to disable the Cursor Speed feature. If 
your hardw are/B IO S com bination  can  support the Cursor S p eed  feature, restart
WordPerfect without the /nc startup option.

Unable to Process Secondary File Field Names
Cause: Missing tilde at the end of the (FIELD NAMES) definition.
Solution: Enter the tilde, save secondary file, and run the merge again.
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Start/End Mismatch on: 
Cause: While condensing a master document. either because of a specific 
request or as part of generation. WordPerfect detected a Subdocument End 
without a Subdocument Start. or vice versa. 
Solution: Check the document to make sure that Subdocument Start and 
Subdocument End codes are properly paired. 

Subdoc Not Allowed Within This Function 
Cause: You tried to insert a Subdocument code within a Footnote or 
Header/Footer, or similar editing substructure. 
Solution: Insert Subdocument codes only at the main level of the document. 

Too Many Characters in Constant 
Cause: When defining your calculation column in the Math feature, you can 
include up to 7 digits in each constant. 
Solution: Make sure to use no more than 7 digits for each constant. 

Too Much Text 
Cause: You tried to exit a Header. Footer. Footnote, Endnote, Text Box. 
Caption. or Styles, but there was too much text. The limit for Footnotes and 
Endnotes 1s 64K bytes (approximately 16,000 Imes ot text) : the limit tor captions 
is 256 bytes; for all others, the limit is one page. 
Solution: Delete text until the text is within acceptable limits. If you forgot to 
exit the edit screen and continued with your document, use the Move feature to 
move the text back to the document (see Move in Reference). 

Training Version Can't Save Large Files 
Cause: Special training versions of WordPerfect have a limit on the size of 
document that can be saved. This limit was exceeded. 
Solution: Reduce the size of the document, then try to save again. 

Unable to Change Key Repeat Speed 
Cause: During startup. WordPerfect detected that its method for changing the 
cursor speed will not work on your hardware/BIOS combination. 
Solution: If your hardware/BIOS combination cannot support the Cursor Speed 
feature. upgrade the BIOS to be fully IBM-compatible. or use the /nc startup 
option (see Appendix N: Startup Options ) to disable the Cursor Speed feature. If 
your hardware/BIOS combination can support the Cursor Speed feature, restart 

WordPerfect without the /nc startup option. 

Unable to Process Secondary File Field Names 
Cause: Missing tilde at the end of the { FIELD NAMES} definition. 
Solution: Enter the tilde, save secondary file, and run the merge again. 
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Unable to Switch Documents While in Edit Mode
C a u s e :  You were editing a substructure (Header, Footer, Footnote, etc.) in one 
document, switched to the other document, edited or created a substructure there, 
then tried to switch back to the original document.
Solution: Exit out o f editing the substructure in the other document before
switching back.

Unmatched ( o r )
C a u s e :  A parenthesis is missing in the sort select string (see S o r t, S e le c t  
R e c o r d s  in R e fe r e n c e ) . All mathematical expressions require the same number 
of left and right parentheses, with the left parenthesis to the le f t of the matching 
right parenthesis.
S o lu t io n :  Examine the string to find the missing parenthesis.

WARNING: Backup File Deleted Due to Disk Error— Press Any Key to Continue
C a u s e :  A disk error or disk full error occurred during timed backup. You do 
not have a valid timed backup at this point in the event that the power fails. 
S o lu t io n :  Save your document so that you will have it securely backed up, and 
then you can continue editing. Investigate what caused the backup file to be 
deleted and fix it (see your DOS manual).

WARNING: New Page Num Not Found Between ToA Def and First Mark (Press Any Key)
Cause: When you define a table o f authorities, you should set a new page 
number between the table o f authorities definition and the next page o f the 
docum ent (see P a g e  N u m b e r in g  in R e fe r e n c e ) . If you do not, page number 
references may not be accurate after the table is generated (since the table itself 
will likely introduce new pages in the document).
S o lu t io n :  Make sure you insert a Hard Page code [HPg] after the table of 
authorities definition and insert a New Page Number code at the top of that page.

WARNING: No Room on Backup Drive— Press Any Key to Continue
C a u s e :  WordPerfect is trying to back up the file on the screen to 1) a disk or 
drive that is full or 2) a non-existent directory.
S o lu t io n :  Check where the backup files are directed to (see L o c a t io n  o f  F i le s  in 
R e fe r e n c e ) , then check the location to see that there is space available.

WP Disk Full— Press Any Key to Continue
C a u s e :  You have added so much text to your docum ent that the edit buffer, 
cache memory, expanded memory, and the /d disk are full. Consequently, there 
is no more room to increase the size of your document. You will receive this 
error message for each keystroke you type at the main document level. I f  you 
continue to type and add text, you may lose the document.
S o lu t io n :  Free some room on your /d disk, or save the document and then start 
WordPerfect again with a /d disk pointing to a disk with more free space (see 
A p p e n d ix  N : S ta r tu p  O p tio n s ) .
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Unable to Switch Documents While in Edit Mode 
Cause: You were editing a substructure (Header, Footer, Footnote, etc.) in one 
document. switched to the other document. edited or created a substructure there. 
then tried to switch back to the original document. 
Solution: Exit out of editing the substructure in the other document before 
switching back. 

Unmatched ( or ) 
Cause: A parenthesis is missing in the son select string (see Sort, Select 
Records in Reference). All mathematical expressions require the same number 
of left and right parentheses. with the left parenthesis to the left of the matching 
right pare nthesis. 
Solution: Examine the string to find the missing parenthesis. 

WARNING: Backup File Deleted Due to Disk Error-Press Any Key to Continue 
Cause: A disk error or disk full error occurred during timed backup. You do 
not have a valid timed backup at this point in the event that the power fails. 
Solution: Save your document so that you will have it securely hacked up. and 
then you can continue editing. Investigate what caused the backup file to be 
deleted and fix it (see your DOS manual). 

WARNING: New Page Num Not Found Between ToA Def and First Mark (Press Any Key) 
Cause: Wht:n you llt:fint: a cable or authuri!it:s, you should sec a new page 
number between the table of authorities definition and the next page of the 
document (see Page N11111hering in Reference). ff you do not. page number 
references may not he accurate after the table is generated (since the table itself 
will likely introduce new pages in the document). 
Solution: Make sure you insert a Hard Page code fHPg] after the table of 
authorities definition and insert a New Page Number code at the top of that page. 

WARNING: No Room on Backup Drive-Press Any Key to Continue 
Cause: WordPerfect is trying to back up the ti le on the screen to I ) a disk or 
drive that is full or 2) a non-existent directory. 
Solution: Check where the backup files are directed to (see Location (!{ Files in 
Reference), then check the location to see that there is space available. 

WP Disk Full-Press Any Key to Continue 
Cause: You have added so much text to your document that the edit buffer. 
cache memory. expanded memory, and the /d disk are full. Consequently, there 
is no more room to increase the size of your document. You will receive this 
error message for each keystroke you type at the main document level. If you 
continue to type and add text, you may lose the document. 
Solution: Free some room on your /d disk, or save the document and then start 
WordPerfect again with a /d disk pomting to a disk with more free space (see 
Appendix N: Startup Optwns). 
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Write-protect Error
Cause: There is a write-protect tab on the disk you are trying to save or 
print to.
Solution: Remove the write-protect tab, or insert a different diskette.
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Write-protect Error 
Cause: There is a write-protect tab on the disk you are trying to save or 
print to. 
Solution: Remove the write-protect tab, or insert a different diskette. 
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Appendix F: Font Programs

Depending on your printer’s capabilities, you may enhance your printer’s font 
handling ability by purchasing additional font cartridges or one of the third-party, 
downloadable soft font products listed below. (See Cartridges/Fonts/Print 
Wheels in Reference for information about how to use these products with 
WordPerfect.)

WordPerfect Corporation (WPCorp) has not evaluated nor does it endorse these 
third-party font products. WPCorp conducts limited testing for compatibility but 
does not guarantee complete testing or certify that these products work with 
WPCorp product lines.

The following information was provided to WPCorp by the respective companies 
and may not constitute a complete list. WPCorp is not responsible for any 
inaccuracies in this list.

Adobe Type Library 
for the PC

For information about Adobe Type Library for the PC Version 3.0 and to receive 
the free Adobe Type catalog, Font & Function, call (800) 83-FONTS. For 
technical support on Adobe's PC typeface package, call (415) 961-4992.

Bitstream Fontware 
3 .0— Starter Kit for 
WordPerfect 5.1

Bitstream Fontware 3.0 is a product of Bitstream, Inc. and is distributed by 
WordPerfect Corporation under license from Bitstream, Inc. To order the 
Bitstream Starter Kit, call your nearest dealer. Once you order Fontware, you 
can receive support by dialing (617) 497-7514.

Fonts-on-the-Fly To order or recieve support for Fonts-on-the-Fly from LaserTools Corporation, 
call (800) 767-8004.

Glyphix Scalable 
LaserJet Fonts

To order Glyphix, call (800) 237-9383. Once you order Glyphix, you receive 
support by dialing (302) 234-1750.

Hewlett-Packard 
Type Director

To order Type Director 2.0, call Hewlett-Packard at (800) 752-0900.

MoreFonts MoreFonts from MicroLogic Software can be ordered by calling your local 
dealer or Egghead store, or call (800) 888-9078 to order direct. Once you order 
MoreFonts, you can receive support by dialing (415) 652-5464.

Publisher’s Powerpak Publisher’s Powerpak is from Atech Software. To order or obtain more 
information, call (800) 748-5657. Once you order Publisher’s Powerpak, you 
can receive support by dialing (619) 438-2244.
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Appendix F: Font Programs 

Adobe Type Library 
for the PC 

Bitstream Fontware 
3.0-Starter Kit for 
WordPerfect 5.1 

Fonts-on-the-Fly 

Glyphix Scalable 
LaserJet Fonts 

Hewlett-Packard 
Type Director 

MoreFonts 

Publisher's Powerpak 

Depending on your printer's capabilities, you may enhance your printer's font 
handling ability by purchasing additional font cartridges or one of the third-party, 
downloadable soft font products listed below. (See Cartridges/Fonts/Print 
Wheels in Reference for information about how to use these products with 
WordPerfect.) 

WordPerfect Corporation (WPCorp) has not evaluated nor does it endorse these 
third-party font products. WPCorp conducts limited testing for compatibility but 
does not guarantee complete testing or certify that these products work with 
WPCorp product lines . 

The following information was provided to WPCorp by the respective companies 
and may not constitute a complete list. WPCorp is not responsible for any 
inaccuracies in this list. 

For information about Adobe Type Library for the PC Version 3.0 and to receive 
the free Adobe Type catalog, Font & Function. call (800) 83-FONTS. For 
technical support on Adobe's PC typeface package, call (415) 961-4992. 

Bitstream Fontware 3.0 is a product of Bitstream, Inc . and is distributed by 
WordPerfect Corporation under license from Bitstream, Inc. To order the 
Bitstream Starter Kit, call your nearest dealer. Once you order Fomware, you 
can receive support by dialing (617 ) 497-751 4. 

To order or recieve support for Fonts-on-the-Fly from LaserTools Corporation, 
call (800) 767-8004. 

To order Glyphix, call (800) 237-9383. Once you order Glyphix, you receive 
support by dialing (302) 234-1 750. 

To order Type Director 2.0. call Hewlett-Packard at (800) 752-0900. 

MoreFonts from MicroLogic Software can be ordered by calling your local 
dealer or Egghead store, or call (800) 888-9078 to order direct. Once you order 
More Fonts, you can receive support by dialing ( 415) 652-5464. 

Publisher's Powerpak is from Atech Software. To order or obtain more 
information. call (800) 748-5657. Once you order Publisher's Powerpak, you 
can receive support by dialing (619) 438-2244. 
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SoftCraft Font 
Solutions

For Font Solutions information or orders, call SoftCraft at (800) 351-0500 or 
FAX (608) 257-6733. Once you order SoftCraft Font Solutions, you can receive 
support by dialing (608) 257-3300.
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Appendix G: Initial Settings

This section contains a list of WordPerfect initial settings found on the Setup 
(Shift-Fl) and Format (Shift-F8) features. For more information, check the 
Index for references to each of these options. Also, see Initial Codes in 
Reference.

F e a t u r e I n i t ia l  S e t t in g

Automatically Format and Rewrite Yes
Backup Options

Minutes Between Timed Backups 30
Original Document Backup No
Timed Document Backup Yes

Baseline Placement for Typesetters No
Beep Options

on Error No
on Hyphenation Yes
on Search Failure No

Border Options
Single-Width .013"
Single-Shading 100%
Double-Width .013"
Double-Shading 100%
Double-Spacing Between .013"
Dashed-Width .013"
Dashed-Shading 100%
Dashed-Dash Spacing .013"
Dashed-Dash Length .053"
Dotted-Width .013"
Dotted-Shading 100%
Dotted-Dot Spacing .013"
Thick-Width .063"
Thick-Shading 100%
Extra Thick-Width .125"
Extra Thick-Shading 100%

Center Page (top to bottom) No
Comments Display Yes
Cursor Speed 50 cps
Date Format 3 1, 4

Decimal/Align Character
(e.g., May 1, 1990)

Default Document Type None
Display Pitch

Automatic Yes
Width 0.1"
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Appendix G: Initial Settings 

This section contains a list of WordPerfect initial settings found on the Setup 
(Shift-Fl) and Format (Shift-F8) features. For more information. check the 
Index for references to each of these options. Also, see Initial Codes in 
Reference. 

Feature 

Automatically Format and Rewrite 
Backup Options 

Minutes Between Timed Backups 
Original Document Backup 
Timed Document Backup 

Baseline Placement for Typesetters 
Beep Options 

on Error 
on Hyphenation 
on Search Failure 

Border Options 
Single-Width 
Single-Shading 
Double-Width 
Double-Shading 
Double-Spacing Between 
Dashed-Width 
Dashed-Shading 
Dashed-Dash Spacing 
Dashed-Dash Length 
Dotted-Width 
Dotted-Shading 
Dotted-Dot Spacing 
Thick-Width 
Thick-Shading 
Extra Thick-Width 
Extra Thick-Shading 

Center Page (top to bottom) 
Comments Display 
Cursor Speed 
Date Format 

Decimal/ Align Character 
Default Document Type 
Display Pitch 

Automatic 
Width 

Initial Setting 

Yes 

30 
No 
Yes 
No 

No 
Yes 
No 

.013" 
100% 
.013" 
100% 
.013" 
.013" 
100% 
.013" 
.053" 
.013" 
100% 
.013" 
.063" 
100% 
.125" 
100% 
No 
Yes 
50 cps 
3 1, 4 
(e.g., May I, 1990) 

None 

Yes 
0.1" 
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Document Summary 
Create on Save/Exit 
Subject Search Text 

Equation Options 
Graphical Font Size 
Horizontal Alignment 
Keyboard 
Print as Graphics 
Vertical Alignment 

Fast Save (unformatted) 
Filename on the Status Line 
Footers
Force Odd/Even Page 
Format Retrieved Documents 

for Default Printer 
Graphics Screen Type 
Hard Return Display Character 
Headers
Hyphenation (feature) 
Hyphenation Dictionary 
Hyphenation Prompt 
Hyphenation Zone 

Left 
Right

Justification
Kerning
Keyboard Layout 
Language
Leading Adjustment 

Primary— [SRt]
Secondary— [HRt]

Letter Spacing 
Line Height 
Line Numbering 
Line Spacing 
Location of Files 
Long Document Names 
Margins 

Bottom 
Left 
Right 
Top

Menu Bar 
Letter Display 
Remains Visible

Feature Initial Setting

No
RE:

Default
Center
Original
Yes
Center
Yes
Yes
None
Off

Yes
None Selected 
Space 
None 
No
External Dictionary/ Rules 
When Required

10%

4%
Full
No
Original
us"
0"

0"
Optimal
Auto
No
1
Set by Installation Program 
No '

1 "

1"
1 "

1"

Redline
No
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Feature 

Document Summary 
Create on Save/Exit 
Subject Search Text 

Equation Options 
Graphical Font Size 
Horizontal Alignment 
Keyboard 
Print as Graphics 
Vertical Alignment 

Fast Save (unformatted) 
Filename on the Status Line 
Footers 
Force Odd/Even Page 
Format Retrieved Documents 

for Default Printer 
Graphics Screen Type 
Hard Return Display Character 
Headers 
Hyphenation (feature ) 
Hyphenation Dictionary 
Hyphenation Prompt 
Hyphenation Zone 

Left 
Right 

Justification 
Kerning 
Keyboard Layout 
Language 
Leading Adjustment 

Primary- [SRt] 
Secondary-[HRt) 

Letter Spacing 
Line Height 
Line Numbering 
Line Spacing 
Location of Files 
Long Document Names 
Margins 

Bottom 
Left 
Right 
Top 

Menu Bar 
Letter Display 
Remains Visible 

Initial Setting 

No 
RE: 

Default 
Center 
Original 
Yes 
Center 
Yes 
Yes 
None 
Off 

Yes 
None Selected 
Space 
None 
No 
External Dictionary/ Rules 
When Required 

l0% 
4% 
Full 
No 
Orig inal 
us 

O" 
O" 
Optimal 
Auto 
No 
1 
Set by Installation Program 
No 

I" 
l" 
I" 
I II 

Redline 
No 



Separator Line 
Text

Menu Letter Display 
Merge

Field Delimiters 
Begin 
End

Record Delimiters 
Begin 
End

Merge Codes Display 
Mouse

Acceleration Factor 
Double-Click Interval 
Left-Handed Mouse 
Port
Submenu Delay Time 
Type

P age N um ber  
New Page Number 
Page Number Position 
Page Number Style 

Paper Size 
Paper Type 
Print Options 

Binding Offset 
Graphics Quality 
Multiple Copies Generated By 
Number of Copies 
Text Quality 

Pull-Down Menu 
Alt Key Selects 
Letter Display 
Text

Redline Method 
Repeat Value
Reveal Codes Window Size 
Side-by-side Columns Display 
Size Attribute Ratios (% of Normal) 

Fine 
Small 
Large 
Very Large 
Extra Large 
Super/Subscript

Feature

No
Shadow
Bold

Initial Setting

None

None
[CR]
Yes

24
70
No
None
15
Mouse Driver (MOUSE.COM) 

1
No Page Numbering 
AB (Ctrl-B)
8 1/2" x 11"
Standard

0"
Medium
WordPerfect
1
High

No
Redline
Shadow
Printer Dependent 
8
10

Yes

60%
80%
120%

150%
200%
60%
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Feature 

Separator Line 
Text 

Menu Letter Display 
Merge 

Field Delimiters 
Begin 
End 

Record Delimiters 
Begin 
End 

Merge Codes Display 
Mouse 

Acceleration Factor 
Double-Click Interval 
Left-Handed Mouse 
Port 
Submenu Delay Time 
Type 

Page Number 
New Page Number 
Page Number Position 
Page Number Style 

Paper Size 
Paper Type 
Print Options 

Binding Offset 
Graphics Quality 
Multiple Copies Generated By 
Number of Copies 
Text Quality 

Pull-Down Menu 
Alt Key Selects 
Letter Display 
Text 

Redline Method 
Repeat Value 
Reveal Codes Window Size 
Side-by-side Columns Display 
Size Attribute Ratios (% of Normal) 

Fine 
Small 
Large 
Very Large 
Extra Large 
Super/Subscript 

Initial Setting 

No 
Shadow 
Bold 

None 

None 
[CR] 
Yes 

24 
70 
No 
None 
15 
Mouse Driver (MOUSE.COM) 

No Page Numbering 
"8 (Ctrl-8) 
8 112" x II" 
Standard 

O" 
Medium 
WordPerfect 
I 
High 

No 
Redline 
Shadow 
Printer Dependent 
8 
10 
Yes 

60% 
80% 
120% 
150% 
200% 
60% 
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Feature Initial Setting

Suppress
All Page Numbering, Headers, 

and Footers
Suppress Headers and Footers 
Print Page Number at Bottom Center 
Suppress Page Numbering 
Suppress Header A 
Suppress Header B 
Suppress Footer A 
Suppress Footer B 

Tab Set

Table of Authorities 
Blank Line between Authorities 
Dot Leaders 
Underlining Allowed 

Text Screen Type 
Thousands' Separator 
Underline Spaces 
Underline Tabs 
Units of Measure 

Display and Entry 
Status Line Display 

View Document Options 
Bold Displayed with Color 
Graphics in Black & White 
Text in Black & White 

Widow/Orphan Protection 
Word Spacing
Word Spacing Justification Limits 

Compressed to 
Expanded to

Off
Off
No
No
No
No
No
No
Relative to Left 

Margin, every 
0.5"

Yes
Yes
No
Auto-Select

Yes
No

Inches (”)
Inches (")

Yes
No
No
No
Optimal

60%
400%
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Feature 

Suppress 
All Page Numbering. Headers. 

and Footers 
Suppress Headers and Footers 
Print Page Number at Bottom Center 
Suppress Page Numbering 
Suppress Header A 
Suppress Header 8 
Suppress Footer A 
Suppress Footer 8 

Tab Set 

Table of Authorities 
Blank Line between Authorities 
Dot Leaders 
Underlining Allowed 

Text Screen Type 
Thousands· Separator 
Underline Spaces 
Underline Tabs 
Units of Measure 

Display and Entry 
Status Line Displuy 

View Document Options 
Bold Displayed with Color 
Graphics in Black & White 
Text in Black & White 

Widow/Orphan Protection 
Word Spacing 
Word Spacing Justification Limits 

Compressed to 
Expanded to 

Initial Setting 

Off 
Off 
No 
No 
No 
No 
No 
No 
Relative to Left 

Margin, every 
0.5" 

Yes 
Yes 
No 
Auto-Select 

Yes 
No 

Inches ( ") 
Inches ( ") 

Yes 
No 
No 
No 
Optimal 

60% 
400% 



Appendix H: Keyboards

In addition to the original keyboard layout, WordPerfect includes five keyboard 
layouts which you may use or edit as you like. They include an Alternate 
keyboard, an Enhanced keyboard, an Equation keyboard, a Macros keyboard, and 
a Shortcut keyboard. The key assignments that differ from the key assignments 
on the original keyboard are listed below.

For information on defining and selecting keyboard layouts, see Keyboard Layout in 
Reference. For information on editing a keyboard layout (which you can do to any o f the 
keyboard layouts described below), see Keyboard Layout, Edit and Keyboard Layout,
Map in Reference.

ENHANCED
The Enhanced keyboard layout may be useful to you if you have an enhanced 
keyboard. It includes the following key assignments:

Key

Home (on the number pad) 
5 (on the number pad)
A lt- D o w n  A r ro w  (■!>)
Alt-Left Arrow (<-) 
Alt-Right Arrow (-») 
Alt-Up Arrow (T)
Alt-Fl 1 
AU-F12
Ctrl-5 (on the number pad)
Ctrl-Fl 1
Ctrl-F 12
Shift-Fl 1
Shift-F12

Description

Home,Home,Home,Left Arrow 
Home
M o v e  D o w n  o n e  s e n te n c e
Move Left one column
Move Right one column
Move Up one sentence
Very Large
Copy Block
Go To
Large
Move Block 
Italics
Retrieve Block

EQUATION
The Equation keyboard layout assigns mathematical and scientific characters to 
keys on your keyboard. It includes the following key assignments:

Key Symbol Description

Alt-= * != (Not Equal to)
Alt-' SIMEQ (Similar or Equal to)
A lt- — CONG (Congruent)
Alt-, < <= (Less Than or Equal to)
Alt-. > >= (Greater Than or Equal to)
Alt-\ 1 LINE (Line)
Alt-a a alpha
Alt-b P beta
Alt-d 5 delta
Alt-e £ epsilon
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Appendix H: Keyboards 

In addition to the original keyboard layout, WordPerfect includes five keyboard 
layouts which you may use or edit as you like. They include an Alternate 
keyboard, an Enhanced keyboard, an Equation keyboard, a Macros keyboard, and 
a Shortcut keyboard. The key assignments that differ from the key assignments 
on the original keyboard are listed below. 

For information on defining and selecting keyboard layouts, see Keyboard Layout in 
Reference. For information on editing a keyboard layout (which you can do to any of the 
keyboard lavouts described below), see Keyboard Layout, Edit and Keyboard Layout, 
Map in Reference. 

ENHANCED 
The Enhanced keyboard layout may be useful to you if you have an enhanced 
keyboard. It includes the following key assignments: 

Key 

Home (on the number pad) 
5 (on the number pad) 
Ah-Down Arrow (J ) 

Alt-Left Arrow ((-) 
Alt-Right Arrow(->) 
Alt-Up Arrow (i) 
Alt-Fl I 
Alt-Fl2 
Ctrl-5 (on the number pad) 
Ctrl-Fl 1 
Ctrl-Fl2 
Shift-F 11 
Shift-Fl2 

EQUATION 

Description 

Home,Home,Home,Left Arrow 
Home 
Move Down one sentence 

Move Left one column 
Move Right one column 
Move Up one sentence 
Very Large 
Copy Block 
Go To 
Large 
Move Block 
Italics 
Retrieve Block 

The Equation keyboard layout assigns mathematical and scientific characters to 
keys on your keyboard. It includes the following key assignments: 

Key S)·mbol Description 

Alt-= -:t. != (Not Equal to) 

Alt-' SJMEQ (Similar or Equal to) 

Alt-- = CONG (Congruent) 
Alt-, < <= (Less Than or Equal to) 
Alt-. 2:: >= (Greater Than or Equal to) 
Alt-\ I LINE (Line) 
Alt-a a alpha 
Alt-b p beta 
Alt-d 8 delta 
Alt-e E epsilon 
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Key Symbol Description

Alt-f <l> phi
Alt-g Y gamma
Alt-i oo INF (infinity)
Alt-1 >1 lambda
Alt-m ft mu
Alt-n n eta
Alt-o a t omega
Alt-p n P'
Alt-r P rho
Alt-s a sigma
Alt-t 0 theta
Alt-Tab —» (Right Arrow)
Ctrl-a SUP* SUP (Superscript)
Ctrl-b BAR* BAR (Bar)
Ctrl-d A DELTA (Uppercase)
Ctrl-e e IN (Member. Element)
Ctrl-f FROM FROM TO (x From a. To b)
Ctrl-g V GRAD (Nabla, Gradient)
Ctrl-i I INT (Integral)
Ctrl-1 OVERLINE* OVERLINE (Overline)
Ctrl-n V GRAD (Nabla. Gradient)
Ctrl-o OVER* OVER (Over)
Ctrl-p a PARTIAL (Partial)
Ctrl-q SQRT* SQRT (Square Root)
Ctrl-s I SUM (Sum)
Ctrl-z SUB* SUB (Subscript)
Ctrl-Tab «- <- (Left Arrow)

*Must he entered with parameters or arguments.

For information on how to use the Equation keyboard layout, see Equation Keyboard 
under Equations in Reference. While you can use the Equation keyboard outside the 
Equation Editor by selecting it with the Keyboard Layout feature, some characters may 
not display as expected. This is because keywords specific to the Equation Editor 
represent some characters.

FAST KEYS
Below is a list of the WordPerfect fast keys which can be selected from the 
Keyboard Layout menu in Setup (Shift-F 1).

Key Description

Ctrl-a Paste Block
Ctrl-b Bold
Ctrl-c Center
Ctrl-d Date Text
Ctrl-e Endnote Create
Ctrl-f Base Font
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Key Symbol Description 

Alt-f <I> phi 
Alt-g y gamma 
Alt-i DO INF (infinity) 
Alt-I A lambda 
Alt-m µ mu 
Alt-n Tl eta 
Alt-o (J) omega 
Alt-p rr pl 
Alt-r p rho 
Alt-s CT sigma 
Alt-I e theta 
Alt-Tab ~ (Right Arrow) 
Ctrl-a SUP* SUP (Superscript) 
Ctrl-b BAR * HAR !Bar) 
Ctrl-d ~ DELTA (Uppercase) 
Ctrl-e E IN ( Member. Eleme nt) 
Ctrl-f FROM FROM TO (x From a. To b) 
Ctrl-g 'v GRAD (Nabla. Gradient) 
Ctrl-i I INT (Integral) 
Ctrl-1 OVER LINE* OVERLINE (Overline) 
Ctrl-n 'v GRAD (Nabla. Gradient) 
Ctrl-o OVER. * OVER (Over) 
Ctrl-p a PARTIAL (Partial) 
Ctrl-q SQRT* SQRT (S4uare Roon 
Ctrl-s I SUM (Sum) 
Ctrl-z SUB* SUB (Subscripn 
Ctrl-Tab ,_ (Left Arrow) 

*Must he entered 1vi1h parw11eter.1· or wJ;w11e11ts. 

For 111/omwtirm 011 ho\\· to 11.1e rhe Equarion ker/mard 1<11·0111. see Equation Keyboard 
under Equations in Reference. While Will rnn use the 1-:1111atio11 ke\'hoard 011tside the 
Eq11atio11 Editor h1· selecting ir ll'ith the Ker/)()ard Lawmt featu re, .wme characters 11w1· 

not displar as expected. This is hecau.1·e kerword.1· .1peci/1c to the Equation Editor 
repre.\'l:'l1t some chamcten·. 

FAST KEYS 
Below is a list of the WordPerfect fast keys which can be selected from the 
Keyboard Layout menu in Setup (Shift-Fl). 

Key Description 

Ctrl-a Paste Block 
Ctrl-b Bold 
Ctrl-c Center 
Ctrl-d Date Text 
Ctrl-e Endnote Create 
Ctrl-f Base Font 



Key

Ctrl-g 
Ctrl-i 
Ctrl-k 
Ctrl-m 
Ctrl-n 
Ctrl-p 
Ctrl-r 
Ctrl-s 
Ctrl-t 
Ctrl-u 
Ctrl-v

MACROS
The Macros keyboard layout assigns some useful macros to the Alt and Ctrl 
keys. It includes the following key assignments:

Key Description

Alt-b Restores (redefines) the previous block.
Alt-c Capitalizes the first letter o f the word on w h i c h  y o u r  c u r s o r  is

located.

Alt-d Deletes the line on which the cursor is located.

Alt-e Returns you to the normal editing screen.

Alt-f Finds a “bookmark” («MARK») in your document (see Alt-m
below).

Alt-g Gives the printer a “Go.”

Alt-i Inserts a blank line immediately preceding the line on which the
cursor is located.

Alt-m Inserts a “bookmark” («MARK») into your document (see Alt-f
above).

Alt-n Edits the next or previous footnote or endnote.

Alt-r Replaces an attribute with another attribute. Place the cursor on
the attribute on code before pressing this key.

Alt-t Transposes two visible characters. Place the cursor to the
immediate right of the second character before pressing this key.

Ctrl-c Displays a calculator which you can use to perform mathematical 
calculations.

Ctrl-d Helps you create a memo, letter, or itinerary.

Graphics Create
Italics
Copy
Move (Cut)
Normal Text
Preview (View Document)
Reveal Codes
Spell
Thesaurus
Underline
Characters

Description
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Key 

Ctrl-g 
Ctrl-i 
Ctrl-k 
Ctrl-m 
Ctrl-n 
Ctrl-p 
Ctrl-r 
Ctrl-s 
Ctrl-t 
Ctrl-u 
Ctrl-v 

MACROS 

Description 

Graphics Create 
Italics 
Copy 
Move (Cut) 
Normal Text 
Preview ( View Document) 
Reveal Codes 
Spell 
Thesaurus 
Underline 
Characters 

The Macros keyboard layout assigns some useful macros to the Alt and Ctr! 
keys. It includes the following key assignments: 

Key 

Alt-b 

Alt-c 

Alt-d 

Alt-e 

Alt-f 

Alt-g 

Alt-i 

Alt-m 

Al1-n 

Alt-r 

Alt-I 

Ctrl-c 

Ctrl-d 

Description 

Restores (redefines) the previous block. 

Capitalizes !he tirsc teller or the won.I on which your cursor ,s 

located. 

Deletes the line on which the cursor is located. 

Returns you to the normal editing screen. 

Finds a "bookmark" («MARK») in your documenc (see A/1-111 
below). 

Gives the printer a "Go.•· 

Inserts a blank line immediately preceding the line on which the 
cursor is located. 

Inserts a "bookmark" («MARK») into your document (see Air~( 
above). 

Edits the next or previous footnote or endnote. 

Replaces an attribute with another atlribute. Place the cursor on 
the attribute on code before pressing this key. 

Transposes two visible characters. Place the cursor 10 the 
immediate right of the second character before pressing this key. 

Displays a calculator which you can use to perform mathematical 
calculations. 

Helps you create a memo. letter, or itinerary. 
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Ctrl-e Selects (and defines, if necessary) an envelope paper size/type,
then helps you type a name and address on the envelope.

Ctrl-f Searches for and replaces specific font codes.

Ctrl-g Expands abbreviated words. Place the cursor at the immediate 
right of the abbreviation to be expanded before pressing this key. 
Edit this macro to add more words to the abbreviation 
'‘dictionary."

Ctrl-r Recalculates all math formulas in a table.

Ctrl-s Searches for multiple spaces and replaces with tabs beginning at
the current cursor position. Also allows user to specify a 
minimum number of spaces to be replaced.

Ctrl-F8 Lets you temporarily change base fonts. Press the Right Arrow 
key (->) to return to your regular font.

ORIGINAL
If you have a keyboard with an enhanced BIOS, WordPerfect has assigned a few 
functions to the Ctrl and Alt keys on the original keyboard. If you do not have a 
keyboard with an enhanced BIOS, you can still map these functions using the 
Keyboard Layout feature (see Keyboard Layout, Edit and Keyboard Layout, Map 
in Reference). The original keyboard for an enhanced BIOS includes the 
following key assignments:

Key Description

Key Description

Alt-Down Arrow (i) Item Down. This moves the cursor down one cell 
in a table or forward to the first paragraph number 
of the same (or preceding level) in an outline.

Alt-Left Arrow (<-) Item Left. This moves the cursor left one cell in 
a table or backward to the first paragraph number 
it can find in an outline.

Alt-Right Arrow (->) Item Right. This moves the cursor right one cell 
in a table or forward to the first paragraph number 
it can find.

Alt-Up Arrow (t) Item Up. This moves the cursor up one cell in a 
table or backward to the first paragraph number of 
the same (or preceding level) in an outline.

Ctrl-Delete (Del) If Block is on, move the block. If in a table, 
delete a row.

Ctrl-Down Arrow Move the cursor down one paragraph.
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Key 

Ctrl -e 

Ctrl-f 

Ct rl-g 

Ctrl-r 

Ctrl-s 

Ctrl -F8 

ORIGINAL 

Description 

Selects (and defines. if necessary ) an envelope paper size/type. 
then helps you type a name and address on the envelope. 

Searches for and replaces specific font codes . 

Expands abbreviated words. Place the cursor at the immediate 
right of the abbreviation to be expanded before pressing this key. 
Edit this macro to add more words to the abbreviation 
"dictionary." 

Recalculates all math formulas in a table . 

Searches for multiple spaces and replaces with tabs beginning at 
the current cursor position . Also allows user to specify a 
minimum number of spaces to be replaced . 

Lets you temporarily change base fonts. Press the Right Arrow 
key (-➔) to return to your regular font. 

If you have a keyboard with an enhanced BIOS, WordPerfect has assigned a few 
functions to the Ctrl and Alt keys on the original keyboard . If you do not have a 
keyboard with an enhanced BIOS. you can still map these functions using the 
Keybonrd Lnyout fcatunc ( see K<'ybuarc/ Laymll, I:::dit and Keyboard u1yo 11/, Map 
in Reference). The original keyboard for an enhanced BIOS includes the 
following key assignments: 

Key 

Alt-Down Arrow (l) 

Alt-Left Arrow (,-) 

Alt-Right Arrow( - ,) 

Alt -Up Arrow (I) 

Ctrl -Delete (Del) 

Ctrl-Down Arrow 

Description 

Item Down . This moves the cursor down one cell 
in a table or forward to the first paragraph number 
of the same (or preceding level) in an outline. 

Item Left. This moves the cursor left one cell in 
a table or backward to the first paragraph number 
it can find in an outline. 

Item Right. This moves the cursor right one cell 
in a 1i1ble or forward to the first paragraph number 
it can find. 

Item Up. This moves the cursor up one cell in a 
table or backward to the first paragraph number of 
the same (or preceding level) in an outline. 

If Block is on. move the block. If in a table. 
delete a row. 

Move the cursor down one paragraph . 



Ctrl-Insert (Ins) If Block is on, copy the block. If in a table, add
a row.

Ctrl-Up Arrow Move the cursor up one paragraph.

SHORTCUT
The Shortcut keyboard assigns some of the most common WordPerfect features 
to a macro, enabling quick access to these features with fewer keystrokes. The 
Shortcut keyboard includes the following key assignments:

Key Description

Alt-a Adds an attribute to the text. Place your cursor on the
attribute on code before selecting this option.

Alt-b Subscript
Alt-d Double Underline
Alt-e Edit a Code (see Codes below)
Alt-f Fine
Alt-g Give printer a “Go”
A lt i Italics
AIt-1 Large
Alt-o Outline
Alt-p Superscript
Alt-r Redline
Alt-s Small
Alt-t Strikeout
Alt-v Very Large
Alt-w Shadow
Alt-x Extra Large
Ctrl-b Base Font
Ctrl-c Column Definition
Ctrl-d Double Spacing (places a spacing code at the cursor position)
Ctrl-e Create Endnote
Ctrl-f Create Footnote
Ctrl-g Create Figure Box
Ctrl-h Create Header
Ctrl-i Document Initial Codes
Ctrl-j Justification
Ctrl-1 Margins, Left/Right
Ctrl-m Margins, Top/Bottom
Ctrl-o Create Footer A
Ctrl-p Paper Size/Type
Ctrl-q Create Equation
Ctrl-s Single spacing (places a spacing code at the cursor position)
Ctrl-t Tab Set

Key Description
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Key Description 

Ctrl-lnsert (Ins) If Block is on. copy the block. If in a table, add 
a row. 

Ctrl-Up Arrow Move the cursor up one paragraph. 

SHORTCUT 
The Shortcut keyboard assigns some of the most common WordPerfect features 
to a macro, enabling quick access to these features with fewer keystrokes. The 
Shortcut keyboard includes the following key assignments: 

Key 

Alt-a 

Alt-b 
Alt-d 
Alt-e 
Alt-f 
Alt-g 
Alt; 

Alt-I 
Alt-o 
Alt-p 
Alt-r 
Alt-s 
Alt-t 
Alt-v 
Alt-w 
Alt-x 
Ctrl-b 
Ctrl-c 
Ctrl-d 
Ctrl-e 
Ctrl-f 
Ctrl-g 
Ctrl-h 
Ctrl-i 
Ctrl-j 
Ctrl-1 
Ctrl-m 
Ctrl-o 
Ctrl-p 
Ctrl-q 
Ctrl -s 
Ctrl-t 

Description 

Adds an attribute to the text. Place your cursor on the 
attribute on code before selecting this option. 
Subscript 
Double Underline 
Edit a Code (see Codes below) 
Fine 
Give printer a .. Go" 
Italic~ 

Large 
Outline 
Superscript 
Redline 
Small 
Strikeout 
Very Large 
Shadow 
Extra Large 
Base Font 
Column Definition 
Double Spacing (places a spacing code at the cursor position) 
Create Endnote 
Create Footnote 
Create Figure Box 
Create Header 
Document Initial Codes 
Justification 
Margins, Left/Right 
Margins. Top/Bottom 
Create Footer A 
Paper Sizeffype 
Create Equation 
Single spacing (places a spacing code at the cursor position) 
Tab Set 
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Codes
The Edit Code key (Alt-e) on the Shortcut keyboard lets you immediately 
edit a code for several WordPerfect features. In order to use the Edit Code 
key, you must position your cursor on the code, then press Alt-e.

You can use the Alt-e macro to edit text within a substructure, but you 
cannot use it to edit a code within a substructure le.g., you cannot use Alt-e 
to edit a graphics box within a header).

The following codes can be edited with Alt-e:

• Attribute On/Off
• Base Font
• Baseline Placement for Typesetters
• Center Page
• Column Definition
• Comment
• Conditional End of Page
• Cross-Reference
• Date
• Decimal/Align Character/Thousands' Separator
• Equation Options
• Footer
• Footnote/Endnote
• Force Odd/Even Page
• Graphics Boxes
• Graphics Lines
• Graphics Options
• Header
• Hyphenation Zone
• Justification
• Justification Limits
• Kerning
• Language
• Leading
• Line Height
• Line Numbering
• Line Spacing
• Margins, Left/Right
• Margins, Top/Bottom
• Math
• Outline Style
• Overstrike
• Page Number Insert
• Page Number Position
• Page Numbering, New
• Page Numbering Style
• Paper Size/Type
• Paragraph Numbering Definition
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Codes 
The Edit Code key (Alt-e) on the Shortcut keyboard lets you immediately 
edit a code for several WordPerfec t feature s. In order to use the Edit Code 
key. you must position your cursor on the code, then press Alt-e. 

You can use the Alt-e macro to edit text within a substructure. but you 
cannot use it to edit a code within a substructure 1e .g., you cannot use Alt-e 
to edit a graphics box within a header). 

The following codes can be ed ited with Alt-e : 

• Attribute On/Off 
• Base Font 
• Baseline Placement for Typesetters 
• Center Page 
• Column Definition 
• Comment 
• Conditional End of Page 
• Cross-Reference 
• Date 
• Decimal/Align Character/Thousands' Separator 
• Equation Options 
• Footer 
• Footnote/Endnote 
• Force Odd/Even Page 
• Graphics Boxes 
• Graphics Lines 
• Graphics Options 
• Header 
• Hyphenation Zone 
• Justification 
• Justification Limi ts 
• Kerning 
• Language 
• Leading 
• Line Height 
• Line Numbering 
• Line Spacing 
• Margins, Left/Right 
• Margins. Top/Bottom 
• Math 
• Outline Style 
• Overstrike 
• Page Number Insert 
• Page Number Position 
• Page Numbering, New 
• Page Numbering Style 
• Paper Size/Type 
• Paragraph Numbering Defin ition 



• Print Color
• Style
• Suppress
• Tab Set
• Table
• Target
• Underline Spaces and Tabs
• Widow On/Off
• Word and Letter Spacing
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• Print Color 
• Style 
• Suppress 
• Tab Set 
• Table 
• Target 
• Underline Spaces and Tabs 
• Widow On/Off 
• Word and Letter Spacing 
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Appendix I: Macros and Merge, Comparison

Macros and Merge are both complex features of WordPerfect that have many 
similarities, but important differences. Since these features can perform many of 
the same tasks, this section is provided to help you better understand each 
feature and distinguish between them.

Before reading this section, we recommend that you familiarize yourself with the 
Macros and Merge features, as documented in the following sections:

• Workbook Lessons 23, 24, and 25
• Macros
• Macros, Define
• Macros, Execute
• Macros, Macro Editor
• Macros, Message Display
• Merge
• Appendix J: Macros and Merge, Expressions
• Appendix K: Macros and Merge, Programming Commands
• Appendix L: Macros and Merge, Variables

Similarities Commands
Both Macros and Merge use a similar programming command language. Many 
of the major programming structures (IF structures, CASE structures, FOR and 
WHILE loops, global variables, subroutine branching structures) are identical, 
whether in a macro or merge file. See also Commands under Differences below.

Macro-to-Merge Interface
Either feature can initiate execution of the other, i.e., a macro can execute a 
merge, and a merge can execute a macro (by nesting or chaining). This allows 
you to take advantage of the abilities of both features to accomplish any given 
task.

Overlap in Abilities
Often the same task can be performed by either a macro or a merge. Depending 
on the nature of the task, one feature may be more efficient than the other in 
accomplishing the task.

Repetition
Both Macros and Merge control repetitive processes, and greatly enhance the 
flexibility of WordPerfect and its ability to assist you in creating the documents 
you need.

Differences Command Insertion
Although you can define a macro at the normal editing screen when in macro 
define mode, macro programming commands must be inserted in the macro via
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Appendix I: Macros and Merge, Comparison 

Similarities 

Differences 

Macros and Merge are both complex features of WordPerfect that have many 
similarities, but important differences. Since these features can perform many of 
the same tasks, this section is provided to help you better understand each 
feature and distinguish between them. 

Before reading this section. we recommend that you familiarize yourself with the 
Macros and Merge features. as documented in the following sections: 

• Workbook Lessons 23, 24, and 25 
• Macros 
• Macros, Define 
• Macros. Execute 
• Macros. Macro Editor 
• Macros. Message Display 
• Merge 
• Appendix J: Macros and Merge, Expressions 
• Appendix K: Macros and Merge, Programming Commands 
• Appendix L: Macros and Merge, Variables 

Commands 
Both Macros and Merge use a similar programming command language. Many 
of the major programming structures (IF structures, CASE structures. FOR and 
WHILE loops. global variables, subroutine branching structures) are identical. 
whether in a macro or merge file . See also Commands under Differences below. 

Macro-to-Merge Interface 
Either feature can initiate execution of the other, i.e., a macro can execute a 
merge. and a merge can execute a macro (by nesting or chaining). This allows 
you to take advantage of the abilities of both features to accomplish any given 
task. 

Overlap in Abilit ies 
Often the same task can be performed by either a macro or a merge. Depending 
on the nature of the task. one feature may be more efficient than the other in 
accomplishing the task. 

Repetition 
Both Macros and Merge control repetitive processes. and greatly enhance the 
flexibility of WordPerfect and its ability to assist you in creating the documents 
you need . 

Command Insertion 
Although you can define a macro at the normal editing screen when in macro 
define mode, macro programming commands must be inserted in the macro via 
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the Macro Editor. In Merge, the codes are inserted in the document at the 
normal editing screen. There is no "Merge Editor.”

In Macros, when you select a command from the command access box, only the 
command itself is entered in the macro. You must then enter the arguments with 
their appropriate tildes (~) yourself. In Merge, if you select a command that 
requires arguments, you are prompted for each argument, and WordPerfect enters 
the tildes for you.

Commands
Although there are many common programming commands between Macros and 
Merge, many are very different. Sometimes even the same command has 
important differences in function depending on whether it is in a macro or merge 
file.

For example, the User Interface commands ((CHAR). (INPUT), (PROMPT), 
(TEXT)) in Macros allow cursor positioning codes to position the message of 
the command anywhere on the screen. In Merge, cursor positioning is not 
allowed. You must use a scrolling technique, or nest a macro to display large 
messages (see Message Display in Appendix K: Macros and Merge,
Programming Commands).

In Merge, the (LEN) and (MID) commands can take full expressions (see 
Appendix J: Macros a n d  M erg e . E xp re s s io n s  a n d  C o m m a n d  S y n ta x  i n  A p p e n d ix  
K: Macros and Merge, Programming Commands) as arguments. In Macros, 
these commands can take only values as arguments. The differences between 
Macros and Merge for each command are outlined in Appendix K: Macros and 
Merge, Programming Commands.

In Macros, there are both programming commands and keystroke commands. 
Keystroke commands (such as (Search), (Left), (Home), (Mark Text), etc.) 
cannot be entered in a merge file. See Keystroke Commands in Variables in 
Appendix L: Macros and Merge, Variables for more information.

Execution
You execute a macro by using the Macro (Alt-FlO) key. You execute a merge 
by using the Merge/Sort (Ctrl-F9) key.

In both Macros and Merge, you then enter the name of the file that will control 
the process. In the case of Macros, you enter the name of a macro file. In the 
case of Merge, you enter the name of a primary merge file (see Merge in 
Reference).

In Macros, execution display defaults to off, but you can turn display on to see 
every keystroke as it is executed.

In Merge, execution is never displayed. You can use the (REWRITE) command 
to display on the screen the state of the merged document at that point, but this 
is only a checking device. You cannot display execution of a merge.
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the Macro Editor. In Merge, the codes are inserted in the document at the 
normal editing screen. There is no "Merge Editor.'' 

In Macros. when you select a command from the command access box, only the 
command itself is entered in the macro. You must then enter the arguments with 
their appropriate tildes (-) yourself. In Merge, if you select a command that 
requires arguments. you are prompted for each argument. and WordPerfect enters 
the tildes for you . 

Commands 
Although there are many common programming commands between Macros and 
Merge. many are very different. Sometimes even the same command has 
important differences in function depending on whether it is in a macro or merge 
file. 

For example, the User Interface commands ({CHARl. {INPUTl, {PROMPT!, 
{TEXT f) in Macros allow cursor positioning codes to position the message of 
the command anywhere on the screen. In Merge, cursor positioning is not 
allowed. You must use a scrolling technique, or nest a macro 10 display large 
messages (see Message Display in Appendix K: Macro.1· a11d Merge, 
Progrm11111ing Co111111and.1·). 

In Merge, the I LEN l and I MID l commands can take full expressions (see 
A1>1>e11dix J: Macros 1111cl MN:'f"- Erpressio11.~ and Command Syntax in Appendix 
K: Macros and Merge, Programming Commands) as arguments. In Macros, 
these commands can take only values as arguments. The differences between 
Macros and Merge for each rnmmand are outlined in Appendix K: Macros and 
Merxe. Programming Co111mwuls . 

In Macros. there are both programming commands ancl keystroke commands. 
Keystroke commands (such as I Search l. I Left l, I Home l, I Mark Text l, etc.) 
cannot be entered in a merge tile. See Keystroke Co111ma11ds in Variahles in 
Appendix L: Macros and Merge, Variables for more information. 

Execution 
You execute a macro by using the Macro (Alt-Fl0) key. You execute a merge 
hy using the Merge/Sort (Ctrl-F9) key. 

In both Macros and Merge. you then enter the name of the tile that will control 
the process. In the case of Macros. you enter the name of a macro file . In the 
case of Merge. you enter the name of a primary merge file (see Merge in 
Reference). 

In Macros, execution display defaults to off. but you can turn display on to see 
every keystroke as it is executed. 

In Merge. execution is never displayed. You can use the I REWRITE l command 
to display on the screen the state of the merged docum,~nt at that point, but this 
is only a checking device. You cannot display execution of a merge. 
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However, in both Macros and Merge, you can use the (STEP ON) command to 
check each step of execution.

File Format
Macro programming commands are stored in a file in a special format (.WPM 
format). All macro files must have the extension WPM (added automatically 
when you define a macro) which allows WordPerfect to recognize it as a macro 
file.

Merge programming commands are stored in regular WordPerfect documents. 
These documents may use any extension you can use for a WordPerfect file.

Formatting of Commands
When editing a macro in the Macro Editor, pressing Tab or Enter formats the 
commands, but does not place a code in the macro. The tabs and hard returns 
are completely ignored when the macro executes.

In Merge, because the non-command part of the file(s) is part of the resulting 
merged document, the formatting of the commands must be very carefully done. 
You can still use tabs and hard returns to make the commands more readable, 
hut you must he careful to enclose them in a {COMMENT) command if you 
want to prevent them from appearing in the merged document (see the 
description of the (COMMENT) command in Appendix K: Macros and Merge, 
Programming Commands).

General Process
A macro is a recorded series of keystrokes. It is executed as if you were 
performing the same keystrokes at the console. The macro programming 
commands simply determine which keystrokes are executed in which order. 
WordPerfect will perform only those commands that are in the macro.

A merge is the process of combining text from multiple sources into a single 
document. The merge programming commands give you control over the merge, 
affecting what text is merged in what order into the resultant document.

It is important, however, to know what parts of the merge WordPerfect handles 
for you, without a specific command in the merge file. For example,
WordPerfect executes the primary file once for each record in a secondary file, 
unless you insert commands forcing it to do otherwise. WordPerfect also 
automatically moves the record pointer (see Record Pointer at the end of 
Appendix K: Macros and Merge, Programming Commands) in the secondary file 
from one record to the next when an iteration of the primary file is complete. If 
you were not aware of how WordPerfect handles the records, you might be 
tempted to put a (NEXT RECORD) command at the end of the primary file, 
causing the merge to skip every other record in the secondary file and insert a 
hard page between each iteration of the resulting document.
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However, in both Macros and Merge, you can use the { STEP ON l command to 
check each step of execution. 

File Format 
Macro programming commands are stored in a file in a special format (.WPM 
format). All macro tiles must have the extension . WPM (added automatically 
when you de fine a macro) which allows WordPerfect to recognize it as a macro 
tile. 

Merge programming commands are stored in regular WordPerfect documents. 
These documents may use any extension you can use for a WordPerfect file. 

Formatting of Commands 
When editing a macro in the Macro Editor, pressing Tab or Enter formats the 
commands. but does not place a code in the macro. The tabs and hard returns 
are completely ignored when the macro executes. 

In Merge. because the non-command part of the file(s) is part of the resulting 
merged document. the formatting of the commands must be very carefully done. 
You can still use tabs and hard returns to make the commands more readable. 
hut you mw-t he careful to enclose them in a f COMMENT l command if you 
want to prevent them from appearing in the merged document (see the 
description of the { COMMENT l command in Appendix K: Macros and Merge, 
Programming Commands). 

General Process 
A macro is a recorded series of keystrokes. It is executed as if you were 
performing the same keystrokes at the console. The macro programming 
commands simply determine which keystrokes are executed in which order. 
WordPerfect will perform only those commands that are in the macro. 

A merge is the process of combining text from multiple sources into a single 
document. The merge programming commands give you control over the merge, 
affecting what text is merged in what order into the resultant document. 

It is important. however. to know what parts of the merge WordPerfect handles 
for you. without a specific command in the merge file. For example, 
WordPerfect executes the primary file once for each record in a secondary file, 
unless you insert commands forcing it to do otherwise. WordPerfect also 
automatically moves the record pointer (see Record Pointer at the end of 
Appendix K: Macros and Merge. Programming Commands) in the secondary file 
from one record to the next when an iteration of the primary tile is complete. If 
you were not aware of how WordPerfect handles the records, you might be 
tempted to put a ( NEXT RECORD} command at the end of the primary file. 
causing the merge to skip every other record in the secondary tile and insert a 
hard page between each iteration of the resulting document. 
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Repetition
Macros are most useful for repetitive keystroke activity. For example, you might 
create an Alt-letter macro to save and print a document (see Macros, Define in 
Reference). The Alt-letter macro would replace the following keystrokes with a 
single keystroke: F 10,Enter,y,Shift-F7,f.

Merge is most useful for repetitive text activity. For example, you might create 
a merge document that contains the text of a letter you frequently send to clients. 
The text of the letter would always be the same, but the client information would 
vary for each letter. When you perform the merge, the information for each 
client would then be substituted into each copy of the letter. If you had certain 
paragraphs that frequently but not always needed to be included in the letter, you 
could create a more complex merge document that would insert the paragraphs 
only when certain criteria were met.

Searching
The concept of searching is very different between Macros and Merge.
Searching in Macros is very similar to searching in a document. You use the 
♦Search (F2) or 4Search (Shift-F2) key (represented by the {Search} and 
(Search Left} commands in a macro) to search forward or backward in a 
document for a string of text. Macro execution then depends on whether or not 
the text is found. You can use the (ON NOT FOUND} command to specify 
what should occur if the text is not found

In Merge, searching is carried out in the context of fields and records. You can 
search a given field in all records of a secondary file, or you can check whether 
the contents of a given field in the current record are the same as the contents of 
a variable. But you cannot insert a (Search) or (ON NOT FOUND} command 
in a merge file to search for a specific string of text and branch accordingly, as 
with macros.

Records in a secondary file are searched in the order they occur in the secondary 
file, from top to bottom. You cannot search “backwards” through a secondary 
file. This order of procedure through records is governed by WordPerfect and 
cannot be altered using programming commands, except by nesting, substituting, 
or chaining secondary files. (See Chaining. Nesting, and Substituting in 
Appendix K: Macros and Merge, Programming Commands for more information 
on the (CHAIN ...}, (NEST ...}, and (SUBST ...} commands available in merge. 
See also General Process above.)

Variables
Macros use only global variables. Merge can use the same global variables as 
Macros, but Merge can also use local variables.

You can also pass information between macro variables and Shell variables. See 
(SHELL ASSIGN} and (SHELL VARIABLE} in Appendix K: Macros and Merge, 
Programming Commands for more information.
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Repetition 
Macros are most useful for repetitive keystroke activity. For example, you might 
create an Alt-letter macro to save and print a document (see Macros. Define in 
Reference). The Alt-letter macro would replace the following keystrokes with a 
single keystroke: FI 0,Enter,y.Shift-F7,f. 

Merge is most useful for repetitive text activity. For example. you might create 
a merge document that contains the text of a letter you frequently send to clients. 
The text of the letter would always be the same, but the client information would 
vary for each letter. When you perform the merge. the information for each 
client would then be substituted into each copy of the letter. If you had certain 
paragraphs that frequently but not always needed to be included in the letter, you 
could create a more complex merge document that would insert the paragraphs 
only when certain criteria were met. 

Searching 
The concept of searching is very different between Macros and Merge. 
Searching in Macros is very similar to searching in a document. You use the 
•Search (F2) or ♦Search (Shift-F2) key (represented by the {Search] and 
{ Search Left} commands in a macro ) to search forward or backward in a 
document for a string of text. Macro execution then depends on whether or not 
the text is found. You can use the ( ON NOT FOUND} command to specify 
what should occur if th f" tf"xt i, not found 

In Merge, searching is carried out in the context of fields and records. You can 
search a given field in all records of a secondary file, or you can check whether 
the contents of a given field in the current record are the same as the contents of 
a variable. But you cannot insert a {Search) or I ON NOT FOUND) command 
in a merge file to search for a specific string of text and branch accordingly, as 
with macros. 

Records in a secondary file are searched in the order they occur in the secondary 
file. from top to bottom . You cannot search "backwards" through a secondary 
file. This order of procedure through records is governed by WordPerfect and 
cannot be altered using programming commands, except by nesting, substilllting, 
or chaining secondary files. (See Chai11i11g. Nesting. and Suhstitutin!? in 
Appendix K: Macros and Mcrxe, Progrwnming Commands for more information 
on the {CHAIN .. . }, {NEST ... ). and {SUBST ... ) commands available in merge. 
See also General Process above. ) 

Variables 
Macros use only global variables. Merge can use the same global variables as 
Macros, but Merge can also use local variables. 

You can also pass information between macro variables and Shell variables. See 
{SHELL ASSIGN} and {SHELL VARIABLE} in Appendix K: Macros and Merge, 
Programming Commands for more information. 
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See Appendix L: Macros and Merge, Variables and jVARIABLEI in Appendix K: 
Macros and Merge, Programming Commands for more information on variables 
in Macros and Merge.

See Also: Lessons 23 through 25; Macros; Macros, Define; Macros, Execute; 
Macros, Macro Editor; Macros, Message Display; Merge; Appendix J; Appendix 
K; Appendix L

APPENDIX I: MACROS AND MERGE. COMPARISON 781

See Appendix L: Macros and Merge, Variables and {VARIABLE} in Appendix K: 
Macros and Merge, Programming Commands for more information on variables 
in Macros and Merge. 

See Also: Lessons 23 through 25; Macros; Macros. Define; Macros, Execute; 
Macros. Macro Editor; Macros, Message Display; Merge; Appendix J; Appendix 
K; Appendix L 
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Appendix J: Macros and Merge, Expressions

Expressions are used to determine values in the {ASSIGN}, {CASE},
{CASE CALL}, {FOR}, {FOR EACH}, {IF}, {SHELL ASSIGN}, and 
{WHILE} commands in both Macros and Merge, and additionally in the (LEN), 
{LOCAL}, {MID}, and {NTOC} commands in Merge (see A p p e n d ix  K :
M a c r o s  a n d  M e r g e , P r o g r a m m in g  C o m m a n d s ). You can also use expressions to 
determine values for A l t- n u m b e r  variables. Expressions can perform operations 
on either numbers or strings of text.

An expression can contain up to 129 keystrokes. A keystroke can be a character, 
an extended character, a keystroke command (in Macros), or a programming 
command.

Numeric Expressions
The following is a list of numeric expressions. The values must contain only 
integers (or variables which contain integers).

The highest positive number you should use is 2,147,483,647. Numbers higher 
than 2,147,483,647 are considered to be negative by WordPerfect (see N e g a t iv e  
N u m b e r s  b e lo w ). You can u s e  s ig n e d  num bers in ex p ression s.

When performing multiplication or division, only one number may exceed 
±65,535. For example, 65535*65536 is legal; 65536*65536 is not legal.

In the table, the terms nl and n2 represent number 1 and number 2. Although 
only a single operator is illustrated in each example below, you can use several 
operators as well as parentheses in expressions. For definitions of the operations 
used in this table, see E x p r e s s io n  T erm s below.

Expression Operation

!n I Returns the logical NOT (bitwise) of the number nl (see 
E x p r e s s io n  T erm s below). Example: !0 is -1.

-n l Returns the negative of the number nl (see N e g a t iv e  
N u m b e r s  below). Example: If variable 1 holds 5, 
-{VARIABLE}1' is -5

nl+n2 Returns the sum of nl and n2. Example: 5+4 is 9.

nl-n2 Returns the difference of nl and n2. Example: 10-1 is 9.

nl*n2 Returns the product of nl and n2. Example: 6*5 is 30.

nl/n2 Returns the integer quotient of nl and n2. Examples: 20/5 is 
4. 5/2 is 2.

nl%n2 Returns the r e m a in d e r  of the quotient of nl and n2. 
Examples: 20%5 is 0. 5%2 is 1.
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Appendix J: Macros and Merge, Expressions 

Expressions are used to determine values in the (ASSIGN}, {CASE}, 
(CASE CALL). (FOR) , (FOR EACH), {IF], {SHELL ASSIGN]. and 
I WHILE ] commands in both Macros and Merge, and additionally in the {LEN), 
{LOCAL }, (MID], and (NTOC } commands in Merge (see Appendix K: 
Macros and Merge, Programming Commands). You can also use expressions to 
determine values for Alt-numher variables . Expressions can perform operations 
on either numbers or strings of text. 

An expression can contain up to 129 keystrokes. A keystroke can be a character, 
an extended character. a keystroke command (in Macros), or a programming 
command. 

Numeric Expressions 
The following is a list of numeric expressions. The values must contain only 
integers (or variables which contain integers). 

The highest positive number you should use is 2,147,483,647 . Numbers higher 
than 2.147.483,647 are considered to be negative by WordPerfect (see Negative 
Numbe rs bc lo ...,). You c nn use sig ned numher~ in exrre~~ions . 

When performing multiplication or division. only one number may exceed 
±65,535. For example. 65535*65536 is legal: 65536*65536 is not legal. 

In the tahle. the terms n I and n2 represent number I and number 2. Although 
only a single operator is illustrated in each example below. you can use several 
operators as well as parentheses in expressions. For detinicions of the operations 
used in this table, see Expression Terms below. 

Expression 

1n I 

- nl 

n l+n2 

nl - n2 

nl *n2 

n l/n2 

n I lk n2 

Operation 

Returns the logical NOT (bitwise) of the number n 1 (see 
Expression Terms below). Example: !O is - 1. 

Returns the negative of the number n 1 (see Negative 
Numbers below). Example: If variable I holds 5, 
- (VARIABLE}l- is -5 

Returns the sum of n 1 and n2. Example: 5+4 is 9. 

Returns the difference of n 1 and n2. Example: 10-1 is 9. 

Returns the product of n I and n2. Example: 6*5 is 30. 

Returns the integer quotient of n I and n2. Examples: 20/5 is 
4. 5/2 is 2. 

Returns the remainder of the quotient of n I and n2. 
Examples: 20%5 is 0. 5% 2 is I. 
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nl&n2 Returns the logical AND (bitwise) of nl and n2 (see
Expression Terms below). Examples: 7&4 is 4. 3&4 is 0.

nlln2 Returns the logical OR (bitwise) of nl and n2 (see
Expression Terms below). Examples: 714 is 7. 314 is 7.

nl=n2 Returns a true value (-1) if nl and n2 are equal; otherwise,
returns a false value (0). Example: If variable 1 holds 5, 
then {VARIABLE}1~=5 is true and {VARIABLE}1~=3 is 
false.

Expression Operation

nl!=n2 Returns a true value (-1) if nl and n2 are not equal;
otherwise, returns a false value (0). Example: If variable 1 
holds 5, then {VARIABLE} l'!=3 is true and 
{VARIABLE}n=5 is false.

nl>n2 Returns a true value (-1) if nl is greater than n2; otherwise,
returns a false value (0). Examples: 6>4 is true. 4>6 is 
false.

nl<n2 Returns a true value (-1) if nl is less than n2; otherwise,
returns a false value (0). Examples: 2<10 is true. 10<2 is 
false.

If you try to use an invalid numeric expression (e.g., incorrect use of operators, 
characters other than numbers and valid operators), the expression is simply 
treated as a text string.

String Expressions
A string is a name for any sequence of one or more characters, including spaces. 
For example, “Apple", “245”, “QB12”, “Z”, and “Personal Computer" are 
strings. Keyboard commands (e.g., {Enter}, {HPg}) should be enclosed in string 
delimiters (" or ') when they are part of an expression (see String Delimiters 
below).

String delimiters must also be used whenever you compare strings. If you are 
comparing the string contents of two variables, both variable commands must be 
enclosed in string delimiters. For example, 
"{VARIABLE}x~"="{VARIABLE}y~".

The expressions outlined below are used to compare strings. The terms si and 
s2 represent string 1 and string 2.
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Expression 

nl&n2 

nlln2 

nl=n2 

nl '=n2 

nl>n2 

nl<n2 

Operation 

Returns the logical AND (bitwise) of n I and n2 (see 
Expression Terms below). Examples: 7&4 is 4. 3&4 is 0. 

Returns the logical OR (bitwise) of n l and n2 ( see 
Expression Terms below). Examples: 714 is 7. 314 is 7. 

Returns a true value (-1) if nl anj n2 are equal; otherwise, 
returns a false value (0). Example: If variable I holds 5, 
then {VA RIABLE }l-=5 is true and {VARIABLE}l-=3 is 
false. 

Returns a true value (-1) if nl and n2 are not equal; 
otherwise, returns a false value (0). Example: If variable 
holds 5. then {VARIABLE}r!=3 is true and 
{VARIABLE}r!=5 is false . 

Returns a true value (-1) if n I is greater than n2; otherwise, 
returns a false value (0). Examples: 6>4 is true. 4>6 is 
false. 

Returns a true value (-1) if n I is less than n2; otherwise, 
returns a false value (0). Examples: 2<10 is true. 10<2 is 
false. 

If you try to use an invalid numeric expression (e.g., incorrect use of operators, 
characters other than numbers and valid operators), the expression is simply 
treated as a text string. 

String Expressions 
A string is a name for any sequence of one or more characters, including spaces. 
For example. "Apple", "245", "QB 12", "Z", and "Personal Computer" are 
strings. Keyboard commands (e.g., {Enter!. ( HPg]) should be enclosed in string 
delimiters (" or ·) when they are part of an expression (see String Delimiters 
below) 

String delimiters must also be used whenever you compare strings. If you are 
comparing the string contents of two variables, both variable commands must he 
enclosed in string delimiters. For example, 
"{VARIABLE}x-''=" {VARIABLE}y-". 

The expressions outlined below are used to compare s1 rings. The terms s I and 
s2 represent string I and string 2. 
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"sl"="s2" Returns a true value (-1) if string 1 is identical (including 
case) to string 2; otherwise, returns a false value (0). 
Examples: "true"="true" is true. "true"="TRUE" is 
false.

Expression Operation

"sl"!="s2"

"sl">"s2"

"sl"<"s2"

Returns a true value (-1) if string 1 is not identical (including 
case) to string 2; otherwise, returns a false value (0). 
Examples: If variable 1 holds the string “string”, then 
"{VARIABLE}l~"!="rope" is true. 
"{VARIABLE}l'"!="string" is false.

Returns a true value (-1) if string 1 is greater than* string 2; 
otherwise, returns a false value (0). Examples: 
"abcd’V aabcd" is true. "a">"A" is true.

Returns a true value (-1) if string 1 is less than* string 2; 
otherwise, returns a false value (0). Examples: 
"aabcd"<"abcd" is true. "A"<"a" is true.

*In  a  s t r in g  c o m p a r i s o n ,  th e  W o r d P e r f e c t  c h a r a c t e r  s e t  v a lu e s  a r e  c o m p a r e d .  S e e  
W o rd P e r fe c t  C h a r a c te r  S e t  V a lu e s  below f o r  details.

If you do not use the delimiters correctly on s 1, the expression is simply treated 
as a text string. If you do not use the delimiters correctly on s2, the expression 
evaluates as false.

Expression Evaluation
An expression must be written according to the rules in this appendix so 
WordPerfect can evaluate it correctly. The following information will help you 
create and use expressions.

When an expression is encountered in a command, the expression is evaluated 
first, and the result of the expression is used to complete the command. For 
example, in the statement {ASSIGN} 1~{VARIABLE} 1"+1“, the expression is 
“{VARIABLE} r+ 1 ”. When the expression is evaluated, the contents of 
variable 1 are incremented by one. The assignment is then performed, replacing 
the old contents of variable 1 with the result of the expression.

In several of the expressions, the result of the operation is either true (-1) or 
false (0). WordPerfect assigns a numeric value to true and false. These values 
were chosen because they are opposites (numeric complements) of each other 
(see NOT under Expression Terms below).

In the following example, the first assignment statement assigns false (0) to 
variable 1, the second assignment statement assigns true (-1), the complement of 
false, to variable 1, and the third assignment statement assigns true (-1) to 
variable 1.
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Expression 

"sl "="s2" 

"sl 0 !="s2" 

"s l ">"s2" 

11 s l "<"s2" 

Operation 

Returns a true value (-1) if string 1 is identical (including 
case) to string 2; otherwise, returns a false value (0). 
Examples: "true"="lrue" is true. "true"="TRUE" is 
false. 

Returns a true value (-1) if string I is not identical (including 
case) to string 2; otherwise, returns a false value (0). 
Examples: If variable I holds the string "string", then 
"{VARIABLE}r"!="rope" is true . 
"{VARIABLE}r"!="string" is false. 

Returns a true value (-1) if string I is greater than* string 2; 
otherwise, returns a false value (0). Examples: 
"abcd">"aabcd" is true. "a">"A" is true. 

Returns a true value (-1) if string I is less than* string 2; 
otherwise, returns a false value (0). Examples: 
"aabcd"<"abcd" is true. "A"<"a" is true. 

*In a string comparison, the WordPerfect character set values are compared. See 
WordPerfect Churncter Set Values hl'low fnr dl'rnils . 

If you do not use the delimiters correctly on s I, the expression is simply treated 
as a text string. If you do not use the delimiters correctly on s2, the expression 
evaluates as false. 

Expression Evaluation 
An expression must be written according to the rules in this appendix so 
WordPerfect can evaluate it correctly. The following information will help you 
create and use expressions. 

When an expression is encountered in a command, the expression is evaluated 
first, and the result of the expression is used to complete the command. For 
example, in the statement {ASSIGN} i-{VARIABLE} 1-+1-, the expression is 
"(VARIABLE} 1-+l". When the expression is evaluated, the contents of 
variable I are incremented by one. The assignment is then performed, replacing 
the old contents of variable I with the result of the expression. 

In several of the expressions, the result of the operation is either true (- 1) or 
false (0). WordPerfect assigns a numeric value to true and false. These values 
were chosen because they are opposites (numeric complements) of each other 
(see NOT under Expression Terms below). 

In the following example, the first assignment statement assigns false (0) to 
variable 1, the second assignment statement assigns true (-1), the complement of 
false, to variable I. and the third assignment statement assigns true (-1) to 
variable I. 
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{ASSIGN} 1~5=4~
{ASSIGN} I'! {VARIABLE} 1“
{ASSIGN} r5!=4~

The order in which the various operators are applied in an expression is not 
simply the order in which they occur. WordPerfect uses an order of precedence 
that determines which operators are used first, second, etc. For example, in the 
expression 4+7*8, there is a different result depending on whether the addition is 
performed before or after the multiplication. Operator precedence is described 
below.

Operator Precedence
WordPerfect supports expressions with several operators. Consequently, some 
order of evaluation must be followed. The operator precedence used by 
WordPerfect is similar to the accepted precedence for mathematical operators in 
arithmetic. The following table shows the order that operators are applied:

1 -  (unary minus), + (unary plus), ! (NOT)
2 * (multiply), / (divide), % (mod)
3 -  (subtract), + (add)
4 < (less than), > (greater than), = (equal), != (not equal) (Relational 

operators also work on strings.)
5 & (AND), I (OR)

You can override the operator precedence by placing parentheses around those 
elements that you want to be evaluated first. Elements inside of parentheses are 
always evaluated before the elements outside. If parentheses are nested, the 
innermost parentheses are evaluated first.

In the expression 4+7*8, the multiplication (7*8) is performed first, followed by 
the addition. This is because multiplication has a higher precedence than 
addition. The result is 60. If you wanted the addition to be performed first, you 
would type (4+7)*8. In this case, the result is 88.

Notes Expression Terms
The following are technical terms referenced in the discussion of expressions 
above. An understanding of these terms is not an essential part of creating 
macros or performing merges. These definitions are provided for those who are 
somewhat familiar with programming.

AND (&)
A bitwise AND operation compares the bits of two numbers. When both 
numbers have a 1 bit in the same position (for example, there is a 1 bit in 
column 1 (right-most column) of the first number AND the second number), 
a 1 is placed in that position in the result. For example, the expression 
21&47 is evaluated as follows:
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Notes 

{ASSIGN} I ~5=4~ 
{ASSIGN} 1~! { VARIABLE} 1~~ 
{ASSIGN} i-5!=4-

The order in which the various operators are applied in an expression is not 
simply the order in which they occur. WordPerfect uses an order of precedence 
that determines which operators are used first. second. etc. For example. in the 
expression 4+ 7*8, there is a different result depending on whether the addition is 
performed before or after the multiplication. Operator precedence is described 
below. 

Operator Precedence 
WordPerfect supports expressions with several operators. Consequently, some 
order of evaluation must be followed. The operator precedence used by 
WordPerfect is similar to the accepted precedence for mathematical operators in 
arithmetic. The following table shows the order that operators are applied: 

1 - (unary minus), + (unary plus), ! (NOT) 
2 * (multiply), / (divide), % (mod) 
3 - (subtract), + (add) 
4 < (less than), > (greater than), = (equal), != (not equal) (Relational 

operators also work on strings .) 
5 & (AND). I (OR) 

You can override the operator precedence by placing parentheses around those 
elements that you want to be evaluated first. Elements inside of parentheses are 
always evaluated before the elements outside. If parentheses are nested. the 
innermost parentheses are evaluated first. 

In the expression 4+ 7*8, the multiplication (7*8) is performed first, followed by 
the addition. This is because multiplication has a higher precedence than 
addition. The result is 60. If you wanted the addition to be performed first, you 
would type (4+7)*8. In this case. the result is 88. 

Expression Terms 
The following are technical terms referenced in the discussion of expressions 
above. An understanding of these terms is not an essemial part of creating 
macros or performing merges. These definitions are provided for those who are 
somewhat familiar with programming. 

ANO(&) 
A bitwise AND operation compares the bits of two numbers. When both 
numbers have a I bit in the same position (for example. there is a 1 bit in 
column I (right-most column) of the first number AND the second number), 
a I is placed in that position in the result. For example, the expression 
21&47 is evaluated as follows: 
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Value Bits

21 0000000000010101
47 0000000000101111
21&47 0000000000000101

The resulting bits represent the number 5. So, 21&47=5.

Bitwise Operation
In the computer’s memory, numbers are represented as a series of sixteen Is 
and 0s. Each of the 0s and Is represents a bit. The pattern for each number
is unique, 
bits:

The following table c

Value Bits

0 0000000000000000
-1 1111111111111111
-3 1111111111111101
-21 1111111111101011
3 0000000000000011
4 0000000000000100
7 OOOOOOOOOOOOOl11

21 0000000000010101
47 0000000000101111

A bitwise operation works on one column at a time, using a single bit from 
each number. The operation is done 16 times so each bit of each number is 
operated on.

Evaluate the Expression
Perform the operation(s) on the expression.

NOT (!)
A bitwise NOT operation takes the bits of the number and complements 
them. For example, if the expression is !0 (0 is 0000000000000000), the 
resulting value is -1 (-1 is 1111111111111111).

O R ( l ) .
A bitwise OR operation compares the bits of both numbers. When either 
number has a 1 bit in the same position (for example, there is a 1 bit in 
column 1 (right-most column) of the first number OR the second number), a 
1 is placed in that position in the result. For example, the expression 21147 
is evaluated as follows:

V a lu e B it s

21 0000000000010101
47 0000000000101111
21147 0000000000111111

The resulting bits represent the number 63. So, 21147=63.
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Value 

21 
47 
21&47 

Bits 

0000000000010101 
00000000001011 II 
0000000000000101 

The resulting bits represent the number 5. So. 21&47=5. 

Bitwise Operation 
In the computer· s memory. numbers are represented as a series of sixteen Is 
and Os. Each of the Os and Is represents a bit. The pattern for each number 
is unique . The following table rn11l111-:, ,0111 • ,.1l11 ·, and 1hc11 1.·rnrc,p<111thng 
bits: 

Value Bits 

0 0000000000000000 
-I llllllllllllllll 
- 3 1111111111111101 
-21 1111111111101011 
3 000000000000001 I 
4 0000000000000100 
7 0000000000000111 

21 0000000000010101 
47 0000000000101111 

A bitwise operation works on one column at a time. using a single bit from 
each number. The operation is done 16 times so each bit of each number is 
operated on. 

Evaluate the Expression 
Perform the operation(s ) on the expression. 

NOT(!) 
A bitwise NOT operation takes the bits of the number and complements 
them. For example, if the expression is !0 (0 1s 0000000000000000), the 
resulting value is - 1 (- 1 is llllllllllllllll J. 

OR (I) 
A bitwise OR operation compares the bits of both numbers. When either 
number has a I bit in the same position (for example. there is a I bit in 
column I (right-most column) of the first number OR the second number). a 
l is placed in that position in the result . For example, the expression 2114 7 
is evaluated as follows: 

Value 

21 
47 
21147 

Bits 

0000000000010101 
0000000000101111 
000000000011111 I 

The resulting bits represent the number 63 . So, 2 I 147=63. 
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Negative Numbers
In WordPerfect, negative numbers are represented as large positive numbers, 
from 2,147,483,648 to 4,294,967,295. 4,294,967,295 is -1, 4,294,967,294 is -2, 
and so on. To determine the number WordPerfect uses to represent any given 
negative number from -1 to -2,147,483,647, use the following formula:

4.294.967.296 -  Lvl

where x is the negative number whose equivalent you are trying to find. For 
example, to find the WordPerfect equivalent of -3,

4.294.967.296 -  3 = 4,294,967,293

To find the negative number represented by a given WordPerfect equivalent, use 
this formula:

x -  4,294,967,296

where x is the WordPerfect equivalent. For example, to find the negative 
number represented by 4,294,967,293,

4,294,967,293 -  4,294,967,296 = -3

You can assign variables to be negative numbers by using the minus (-) operator 
(see Numeric Expressions above), or by using the WordPerfect equivalent. Do 
not use commas or other punctuation in the WordPerfect equivalent. For 
example,

{ASSIGN (num ber'-1~ 

is the same as

{ASSIGN )number'4294967295'

String Delimiters
A string delimiter is a character which marks the beginning or end of a string.
In string operations, the " and ’ characters serve as string delimiters. Delimiters 
must be paired correctly. For example, the delimiters in "string" and 'string' 
are correctly paired, but in "string' they are not. However, one string can use 
the " character while the other uses the ' character (e.g„ "string"='string').

Whenever you compare any two items that are not numbers, you must use string 
delimiters around both strings.

WordPerfect Character Set Values
WordPerfect assigns a unique value to each character in each WordPerfect 
character set (see the descriptions for the {KTON} and {NTOK} commands in 
Appendix K: Macros and Merge, Programming Commands). This is called the 
WordPerfect character set value. In a string comparison, the character set values 
are compared.
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Negative Numbers 
In WordPerfect, negative numbers are represented as large positive numbers, 
from 2.14 7.483,648 to 4.294,967,295 . 4,294.967 ,295 is -1, 4.294.967,294 is -2. 
and so on. To determine the number WordPerfect uses to represent any given 
negative number from -1 to -2,147,483,647, use the following formula: 

4.294.967,296 - lxl 

where x is the negative number whose equivalent you are trying to find. For 
example, to find the WordPerfect equivalent of -3. 

4,294.967.296 - 3 = 4,294,967.293 

To find the negative number represented by a given WordPerfect equivalent, use 
this formula: 

X - 4,294,967,296 

where x is the WordPerfect equivalent. For example, to find the negative 
number represented by 4,294,967,293, 

4,294,967.293 - 4,294,967,296 = -3 

You can assign variables to be negative numbers by using the minus (-) operator 
(see Numeric Expressions above). or by using the WordPerfect equivalent. Do 
not use commas or other punctuation in the WordPerfect equivalent. For 
example. 

is the same as 

{ ASSIGN I number-4294967295-

String Delimiters 
A stri ng delimiter is a character which marks the beginning or end of a string. 
In string operations. the " and ' characters serve as string delimiters. Delimiters 
must be paired correctly. For example. the delimiters in "string" and 'string' 
are correctly paired, but in "string' they are not. However, one string can use 
the " character while the other uses the ' character (e.g., "string" ='string'). 

Whenever you compare any two items that are not numbers, you must use string 
delimiters around both strings. 

WordPerfect Character Set Values 
WordPerfect assigns a unique value to each character in each WordPerfect 
character set (see the descriptions for the { KTON} and { NTOK} commands in 
Appendix K: Macros and Merge, Proiramming Commands). This is called the 
WordPerfect character set value. In a string comparison. the character set values 
are compared. 
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For characters in the same character set, one character is considered “less than” 
another character if the first character comes before the second character. For 
example, in character set 0, “3” is less than “4” and “A” is less than “a”.

For characters in different character sets, the character from the character set 
with the lower numerical value is considered “less than” the character from the 
higher numerical character set. For example, any character from character set 2 
is less than any character from character set 3.

See Also: Macros; Macros, Define; Macros, Execute; Macros, Macro Editor; 
Merge; Appendix 1; Appendix K; Appendix L
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For characters in the same character set, one character is considered "less than" 
another character if the first character comes before the second character. For 
example, in character set 0, "3" is less than "4" and "A" is less than "a". 

For characters in different character sets, the character from the character set 
with the lower numerical value is considered "less than" the character from the 
higher numerical character set. For example, any character from character set 2 
is less than any character from character set 3. 

See Also: Macros; Macros, Define; Macros, Execute; Macros, Macro Editor; 
Merge; Appendix I; Appendix K; Appendix L 
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Appendix K: Macros and Merge, Programming Commands

The WordPerfect Programming Language commands let you control how macros 
and merges function. Those familiar with programming will recognize many 
commands as similar to those in other programming languages.

S o m e  o f  th e  c o m m a n d s  d e s c r i b e d  in  th i s  s e c t io n  c a n  b e  u s e d  o n ly  in  m a c r o s ,  o th e r s  o n ly  

in  m e r g e  f i l e s ,  a n d  o th e r s  c a n  b e  u s e d  in  b o th .  T h e  0 3  ic o n  d e s i g n a t e s  a  c o m m a n d  th a t  

i s  a v a i l a b l e  in  M a c r o s ;  th e  >"* ic o n  d e s i g n a t e s  a  c o m m a n d  th a t  i s  a v a i l a b l e  in  M e r g e .

T h e  p r e s e n c e  o f  b o th  ic o n s  i n d i c a t e s  th a t  th e  c o m m a n d  is  a v a i l a b l e  in  b o th  f e a tu r e s .

W h e n  y o u  s e e  a n  ic o n  in  p a r e n t h e s e s  n e x t  to  th e  c o m m a n d  u n d e r  th e  Programming 
Commands h e a d in g ,  i t  m e a n s  th a t  th e  c o m m a n d  i t s e l f  i s  n o t  a v a i l a b l e  in  th e  f e a tu r e ,  b u t  

th e r e  i s  a n  e q u iv a l e n t  ( o r  n e a r l y  e q u i v a l e n t ) c o m m a n d  o r  m e th o d  in  th e  f e a t u r e  th a t  

p e r f o r m s  th e  s a m e  f u n c t io n  a s  th e  c o m m a n d  b e in g  d e s c r i b e d .  B e  s u r e  t o  r e a d  f u r t h e r  
u n d e r  th e  f e a t u r e  s u b h e a d in g  f o r  a d d i t i o n a l  in f o r m a t io n .

Command Types
The programming commands can be categorized by the functions they perform. 
The categories are User Interface; Flow Control; Macro, Merge, or Subroutine 
Termination; External Condition Handling; Macro Execution; Variables; System 
Variables; E xecu tion  C ontrol; P rogram m ing A ids; and K eystroke C om m ands.

User Interface
These commands communicate with the user. They display a prompt, allow 
input from the keyboard, or both. ((BELL) rings a bell.)

{BELL} O >~
{CHAR} o >~
{INPUT} o
{KEYBOARD} >~
(LOOK) o >~
(ORIGINAL KEY) o
(PAUSE) o
{PAUSE KEY} o
{PROMPT} o
{STATUS PROMPT} o >~
{TEXT} o
Flow Control
These commands can change the flow of macro or merge execution.

(BREAK) O >-
(C A L L ) O >~
{CASE} O >-
{C A SE  C A L L ) O >-
{CHAIN} o
{C H A IN  M A C R O } >-
{CHAIN PRIMARY}
{CHAIN SECONDARY) >•
{ELSE} o F*
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Appendix K: Macros and Merge, Programming Commands 

The WordPerfect Programming Language commands let you control how macros 
and merges function. Those familiar with programming will recognize many 
commands as similar to those in other programming languages . 

Some of the commands described in this section can be used only in macros, others only 
in merge files, and others can he used in both. The C-.) icon designates a command that 
is available in Macros: the >-♦ icon designates a command that is available in Merge. 
The presence of' both icons indicates that the command is al'{1ilable in both features. 
When you see an icon in parentheses next to the command under the Programming 
Commands heading, it means that the command itself is not available in the feature, but 
there is an equivalent ( or nearly equimlen f) command or method in the feature that 
performs the same function as the command being described. Be sure to read further 
under the feature subheading for additional information. 

Command Types 
The programming commands can be categorized by the functions they perform. 
The categories are User Interface; Flow Control; Macro, Merge, or Subroutine 
Termination; External Condition Handling; Macro Execution; Variables; System 
Variahles : Execution Control: Programming Aids: and Keystroke Commands. 

User Interface 
These commands communicate with the user. They display a prompt. allow 
input from the keyboard, or both. ( (BELL) rings a bell.) 

{BELL) 
{CHAR) 
(INPUT) 
(KEYBOARD) 
{LOOK) 
(ORIGINAL KEY} 
(PAUSE} 
{PAUSE KEY} 
{PROMPT} 
(STATUS PROMPT) 
(TEXT] 

Flow Control 

>-♦ 

>-♦ 

>+ 
>+ 
>-♦ 

>+ 
>-♦ 

>+ 

These commands can change the flow of macro or merge execution. 

(BREAK} C°.) >·• 
{CALL} C°.) >-♦ 

{CASE} C-.) >-♦ 
{CASE CALLI C°.) >-
{CHAIN} C-.) 
{ CHAIN MACRO) >-
{ CHAIN PRIMARY} >+ 
{ CHAIN SECONDARY) >• 
{ELSE} C°.) >-♦ 
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{END FOR) O F*
{END IF} O F*
(END WHILE} O F*
{FOR} O >~
{FOR EACH) O
(GO} O F*
{IF} O F*
{IF BLANK) F*
{IF EXISTS} O
{IF NOT BLANK) >~
{LABEL} O F*
{NEST} O
{NEST MACRO} F*
{NEST PRIMARY} F*
{NEST SECONDARY} F*
{NEXT} O F*
{ON CANCEL} O F*
{ON ERROR} O F*
{ON NOT FOUND} o
{OTHERWISE} o F+
{PROCESS} F*
(QUIT) o F*
{R E ST A R T } o
{RETURN} o F*
{RETURN CANCEL) o F*
(RETURN ERROR} o F*
{RETURN NOT FOUND) o
{SHELL MACRO} o
{STOP} F*
(SUBST PRIMARY} F*
{SUBST SECONDARY} > -
{WHILE} o F*

Macro, Merge, or Subroutine Termination
These commands will terminate a macro, merge, or subroutine.

{BREAK} O F*
{QUIT} O F*
(RESTART) O
{RETURN} O F*
{RETURN CANCEL} O F*
{RETURN ERROR} O F*
(RETURN NOT FOUND} O
{STOP} F*
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{END FOR} C.) )-+ 

{END IF} C.) )-+ 

{END WHILE} C.) ►• 
{FOR} C.) )-+ 

{FOR EACH} C-.) 
(GO} C.) )-+ 

(IF} C.) )-+ 

{IF BLANK} ►• 
{IF EXISTS} C.) )-+ 

{IF NOT BLANK} )-♦ 

{LABEL} C.) )-♦ 

{NEST} C.) 

(NEST MACRO} )-♦ 

( NEST PRIMARY} >-• 
{ NEST SECONDARY} ►• 
{NEXT} C.) )-+ 

{ON CANCEL} C.) ►• {ON ERROR} C.) ►• 
{ ON NOT FOUND I C.) 

{OTHERWISE} C.) )-♦ 

(PROCESS} ►• {QUIT} C.) ►• {RESTART} ('.) 

{RETURN} C.) ►• 
( RETURN CANCEL} C.) )-♦ 

( RETURN ERROR I C.) ►• { RETURN NOT FOUND} C.) 
{ SHELL MACRO} C.) 
{STOP} )-♦ 

( SUB ST PRIMARY} ►• 
{ SUB ST SECONDARY} )-♦ 

{WHILE} C.) ►• 
Macro, Merge, or Subroutine Termination 
These commands will terminate a macro, merge. or subroutine. 

(BREAK} C.) )-+ 

{QUIT} C.) )-♦ 

{RESTART} C.) 
{RETURN} C.) >-♦ 

{ RETURN CANCEL} C.) )-♦ 

( RETURN ERROR} C.) )-♦ 

(RETURN NOT FOUND} C.) 
{STOP} )-+ 
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External Condition Handling
These commands determine how a condition outside of macro or merge 
execution is responded to (e.g., when Cancel is pressed), or they create the 
condition.

{CANCEL OFF) O >-
{CANCEL ON} O
{ON CANCEL} O >*
{ON ERROR) O >*
(ON NOT FOUND} O
(RETURN CANCEL} O
(RETURN ERROR} O >-
{RETURN NOT FOUND} O

Macro Execution
These commands start a macro.

{ALT l e t t e r } O
{CHAIN} O
{CHAIN MACRO}
{KEY MACRO n} O
{NEST} O
{NEST MACRO)
{SHELL MACRO} o
{VAR n} o
{VARIABLE} o >~

Variables
These commands assign a value to a variable, determine the state of a
variable, or execute (write out) a variable.

{ASSIGN} O >~
{CHAR} O >-
{IF EXISTS} O >-
{LEN} O >*

{LOCAL}
{LOOK} O >~
{MID} O >~
{NEXT} O >*

{SHELL ASSIGN) o
{SHELL VARIABLE) o
{SYSTEM} o >■+
{TEXT} o
{VAR n} o
{VARIABLE} o >-
System Variables
These commands are used to determine the value of system variables.

{DATE} >■*
{ORIGINAL KEY} O
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External Condition Handling 
These commands determine how a condition outside of macro or merge 
execution is responded to (e.g .. when Cancel is pressed). or they create the 
condition. 

{CANCEL OFF) C) ),+ 

{CANCEL ON} c+.) ),+ 

{ON CANCEL) c+.) ►• 
{ON ERROR) c+.) ),+ 

{ON NOT FOUND) c+.:> 
{ RETURN CANCEL) c+.) ),+ 

{ RETURN ERROR) C> >♦ 

{ RETURN NOT FOUND) c+.) 

Macro Execution 
These commands start a macro. 

{ ALT letter) C:.) 
{CHAIN) c+.) 
{ CHAIN MACRO} ),+ 

{ KEY MACRO 11} c+.) 
{NEST} c+..) 

I NEST MACRO) >♦ 

{ SHELL MACRO) c+.:> 
{VAR n) c+.) 
{VARIABLE) c+.) >♦ 

Variables 
These commands assign a value to a variable, determine the state of a 
variable, or execute (write out) a variable. 

{ASSIGN} c+.:> ),+ 

{CHAR} c+.) ),+ 

{IF EXISTS} c+.) ),+ 

{LEN} c+.) ),+ 

{LOCAL} ),+ 

{LOOK) c+.:> ),+ 

{MID) c+.) >♦ 

{NEXT} c+.) ),+ 

{ SHELL ASSIGN} C:.) 

{SHELL VARIABLE} c+.) 
{SYSTEM} c+.) >♦ 

{TEXT} c+.:> ),+ 

{VAR n} C) 
{VARIABLE} C.) ),+ 

System Variables 
These commands are used to determine the value of system variables. 

{DATE} 
{ORIGINAL KEY} 
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{STATE]
{SYSTEM}

O
O

Execution Control
These commands affect the speed or visibility of execution on the screen,

{DISPLAY OFF) O
{DISPLAY ON) O
{MENU OFF) O
{MENU ON) O
(REWRITE) >~
(SPEED) O
{WAIT) o >-

Programming Aids
These commands can be used as progi

{;) (Comment) O
(BELL) o >~
(COMMENT)
(DISPLAY OFF) o
{DISPLAY ON) o
(SPEED) o
{STEP OFF) o >■*
{S T E P  O N ) CD >■*

Keystroke Commands
These commands are mapped to certain keys if you have a keyboard with an 
enhanced BIOS. However, if you do not have a keyboard with an enhanced 
BIOS and you have not mapped these commands to keys on your keyboard, 
you must insert these commands from the Macro Commands menu to 
achieve their function in a macro (see A c tio n  under K e y b o a r d  L a y o u t, E d i t  in 
R e fe r e n c e  for information on mapping keys).

{Block Append) 
{Block Copy) 
{Block Move) 
{Item Down) 
{Item Left) 
{Item Right) 
{Item Up)
(Para Down)
{Para U p)

o
o
o
o
oo
oo
o

Command Insertion
For information on how to insert Macro commands, see M a c ro s , M a c r o  E d i to r  

in R e fe r e n c e . For information on inserting Merge commands, see In s e r t in g  
M e r g e  C o m m a n d s  under M e r g e  in R e fe r e n c e .
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(STATE] 
(SYSTEM} 

Execution Control 
These commands affect the speed or visibility of execution on the screen. 

(DISPLAY OFFI C-.:> 
{DISPLAY ON] C-.:> 
{MENU OFF} C-.:> 
{MENU ON} C-.:> 
(REWRITE} ) .. 
{SPEED) C-.:> 
{WAIT} (".) >· 
Programming Aids 
These commands can be used as programm ing aid!>. 

(;) (Comment) 
{BELL} 
{COMMENT} 
(DISPLAY OFF} 
(DISPLAY ON) 
{SPEED) 
{STEP OFF} 
(STEP ON) 

Keystroke Commands 
These commands are mapped to certain keys if you have a keyboard with an 
enhanced BIOS. However, if you do not have a keyboard with an enhanced 
BIOS and you have not mapped these commands to keys on your keyboard, 
you must insert these commands from the Macro Commands menu to 
achieve their function in a macro (see Action under Keyboard Layout, Edit in 
Reference for information on mapping keys) . 

(Block Append) 
{ Block Copy] 
{ Block Move} 
{Item Down} 
{ [tern Left} 
{ Item Right) 
{Item Up) 
{Para Down) 
{Para Up} 

Command Insertion 
For infonnation on how to insert Macro commands, see Macros, Macro Editor 
in Reference. For information on inserting Merge commands, see Inserting 
Merge Commands under Merge in Reference. 
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Command Syntax
Many of the commands use p a r a m e te r s  or a r g u m e n ts  which require a tilde (~) at 
the end. If the tilde is missing, the macro or merge will not work correctly and 
may use subsequent commands as part of the arguments for the current 
command. If a macro or merge is not working properly, check to make sure all 
the comments and commands have their tilde marks correctly placed. (See also 
T r o u b le s h o o t in g  under N o te s  at the end of this appendix.)

The syntax and arguments for each command are displayed in the command 
access box when you insert the command, and in each command heading below. 
In the arguments, v a r  represents a variable. E x p r  represents a number, string, 
variable, command, or expression (or a combination). Additional argument types 
are described under each command.

Programming
Commands

The programming commands available in Macros and Merge are listed below 
with information about their use. Examples are included to clarify the 
instructions.

The M a cro s  K e yb o a rd  D efin itio n  (see  K ey b o ard  L ay o u t in R e feren ce) co n ta in s  severa l  
m acros. S tu d y in g  these exa m p les w ill h e lp  yo u  see h o w  so m e o f  the  m acro  co m m a n d s  
in terrela te . The exa m p les ha ve  n u m ero u s co m m en ts  included , w h ich  help  yo u  fo llo w  the  
co m m a n d s o f  the  m acro.

1;)comment~ O  (>-*)
The text you type between tbe comment command {;} and the tilde (') is ignored 
during macro execution. Comments are useful in helping to quickly recognize 
what each part of your macro does. You can also use comments to modify 
(“comment ouf') a section of your macro so it will not execute with the macro 
(see C o m m e n t in g  O u t  under N o te s  at the end of this appendix).

M acros
The comments in the following example show how comments help you to 
understand what is happening in the macro.

(ASSIGN) Phrase l'O ne"
('.(Assign "One"-to-var Phrase]'

( ASSIG N ) Phrase2~Two~
{;} Assign-"Two"-to-var-Phrase2~

[A SSIG N )Concatenation^ VARIABLE)Phrase 1'  (VARIABLE)Phrase2~~
{; (Assign to-var-Concatenation-the-contents of-var Phrase 1 combined 
with-var-Phrase2~

(VARIABLE) Concatenation'
);) Execute-var-Concatenation-(Typethe-string-"One-Two")~

N o te  the  cen te red  d o ts  (■) be tw een  m a n y  o f  the  w ords. S p a ces  are re p resen ted  th is 
w a v  in the  M a cro  Editor. I f  the sp a c e  w ere n o t be tw een  P h ra se l  a n d  P hrase2 . the  
va ria b le  C o n ca ten a tio n  w o u ld  h o ld  "O n eT w o ."
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Programming 
Commands 

Command Syntax 
Many of the commands use parameters or arxuments which require a tilde C) at 
the end. If the tilde is missing. the macro or merge will not work correctly and 
may use subsequent commands as part of the arguments for the current 
command. If a macro or merge is not working properly. check to make sure all 
the comments and commands have their tilde marks correctly placed. ( See also 
Troubleshooting under Notes at the end of this appendix .) 

The syntax and arguments for each command are displayed in the command 
access box when you insert the command. and in each command heading below. 
In the arguments, var represents a variable. Expr represents a number, string. 
variable. command. or expression (or a combination). Additional argument types 
are described under each command. 

The programming commands available in Macros and Merge are listed below 
with information about their use. Examples are included to clarify the 
instructions. 

The Macros Kerhoard Defi11irion (see Keyboard Layout in Reference ) conrains .,e,•eral 
macros. St11dring these e:w111ples will help yo11 see how so111e of rhe macro com111ands 
interrelme. The examples hm·e 1w111ero11s co111111e11ts included, 11-/1ich help , ·011 f,,1/ow the 
co111111a11ds of the macro. · · 

l;lcommenr C) ( > .. I 
The text you type between the comment command (; l and the tilde n is ignored 
during macro execution. Comments are useful in helping to quickly recognize 
what each part of your macro does. You can also use comments to modify 
("comment out") a section of your macro so it will not execute with the macro 
(see Commenting Out under Notes at the end of this appendix). 

Macros 
The comments in the following example show how comments help you to 
understand what is happening in the macro. 

(ASSIGN ) Phrase 1-one-

(:) Assign "One" -lo-var Phrase I · 

( ASSIGN I Phrase2-Two-

l:} Assign· "Two"·to·var-Phrase2-

( ASSIGN )ConCillcna1ion- (YARIABLE) Phrnsc 1- ( VARIABLE) Phru,eZ--

(: ) Assign to- var Concatenation·the·contents of var Phrase I combined 

with·var-PhraseT 

I VARIABLE I Concatenation_ 
I:} Execute- var-Concatenalion- (Type the·slring·"One-Two" )-

Note the centered dots (-) between 111w1r of the words. Spaces are represented this 
wa,· in the Macro Ediror. If the space were not between Phrase 1 and Phrase 2, the 
variable Conca tenation would hold "One Two." 
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M erge
The {COMMENT) merge command is equivalent to the {;} macro 
command. See {C O M M E N T j  below.

(ASSIGN) v a r ~ e x p r ~  O  V*
The {ASSIGN} command assigns to the global variable v a r  the value returned 
by e.xpr. Do not enclose the expression in quotes. Expressions are evaluated 
(see A p p e n d ix  J : M a c r o s  a n d  M e rg e , E x p r e s s io n s )  and the result is assigned to 
the variable. Non-numeric characters and expressions that cannot be evaluated 
are treated as strings.

After a value has been assigned to a variable, the variable command 
({VARIABLE}var') can be placed anywhere you would normally place the 
variable contents. See A p p e n d ix  L : M a c r o s  a n d  M e r g e ,  V a r ia b le s  for more 
information on variables.

If you want to empty the variable of its contents, leave the e x p r  argument empty 
(e.g., {ASSIGN}Fred ). It is a good idea to empty variables at the beginning of 
a macro or merge in which they are used (unless the macro or merge assigns 
new contents to them). When you empty a variable, it no longer “exists” (see 
( I F  E X IS T S } below).

M acros
In  this exa m p le , variable Fred is first a ssign ed  a va lu e , then an ex p ression ,
then a string.

) ASSIGN )Fred~3~
{;}Assign-3-to-var-Fred~

(ASSIGN (F red 'l VARIABLE) Fred~*2~
{;)M ultiplyold-value-of'var-Fredby-2,-assign-the-resu]t-(6)'as'thenew
value-of-var-Fred'

( ASSIG N ) Fred'WordPerfecf"
{;) Assign-" WordPerfect"-string-to-var-Fred~

See the M a c r o  subheading under the following commands for additional 
examples: {;} (comment), {BREAK}, {ELSE}, {Item Down}, {Item Left}, 
{Item Right}, {Item Up}, {KTON}, {MID}, {STATE} (in text), {WHILE}.

Merge
To assign a local variable, see {L O C A L j  below.

In this example, variable Fred is first assigned a value, then an expression, 
then a string.

(ASSIG N } F re d '3 ' {COM M ENT}
Assign 3 to variable Fred

'{ A SSIG N } Fred" (VARIABLE} Fred'*2~ (COM M ENT}
Multiply old value of var Fred by 2, assign the result (6) as the new value of var 
Fred.

'  {ASSIGN }Fred'W ordPerfect' {COM M ENT)
Assign the string "WordPerfect" to var Fred"
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Merge 
The {COMMENT) merge command is equivalent to the {;} macro 
command. See (COMMENT} below. 

!ASSIGN) va,-exp,- C°.) )-. 
The {ASSIGN} command assigns to the global variable var the value returned 
by expr. Do not enclose the expression in quotes. Expressions are evaluated 
(see Appendix J: Macros and Merge. Expressions) and the result is assigned to 
the variable. Non-numeric characters and expressions that cannot be evaluated 
are treated as strings. 

After a value has been assigned to a variable. the variable command 
({YARIABLE)var-) can be placed anywhere you would normally place the 
variable contents. See Appendix L: Macros and Merge, Variables for more 
information on variables. 

If you want to empty the variable of its contents, leave the expr argument empty 
(e.g., {ASSIGN}Fred- ). It is a good idea to empty van.ables at the beginning of 
a macro or merge in which they are used (unless the macro or merge assigns 
new contents to them). When you empty a variable, it no longer "exists" (see 
/IF EXISTS} below). 

Macros 
In thi, example . variahle Fred is first assigned a value , then an expre,~ion . 

then a string. 

I ASSIGN I Fred_3_ 

{; ]Assign·3·to•var-Fred-
l ASSIGN) Fred-{ VARIABLE) Fred·•z-

1;) Multiply-old-value-of-var·Fred·by-2,·assign·the·resul t·(6 )·as·the·new 
value·of·var-Fred-

{ ASSIGN) Fred-WordPerfecC 
I;) Assign-"WordPerfect"-string·to•var·Fred-

See the Macro subheading under the following commands for additional 
examples: (;} ( comment), [BREAK), [ELSE}. ( Item Down}, ( Item Left}, 
(Item Right}. {Item Up}. (KTON). (MID}. (STATE} (in text), (WHILE}. 

Merge 
To assign a local variable. see ( LOCAL} below. 

In this example. variable Fred is first assigned a value. then an expression, 
then a string. 

{ASSIGN)Frefl-{COMMENT) 

Assign 3 to variable Fred 

.{ASSIGN)Fred-(VARIABLE)Fred-*Z-[COMMENTI 

Multiply old value of var Fred by 2, assign the result (6) as the new value of var 
Fred . 

• {ASSIGN} Fred-WordPerfect-( COMMENT} 
Assign the string "WordPerfect" to var Fred-
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See the Merge subheading under the following commands for additional 
examples: (CTON}, {IF}, {LEN}, {MID}, {NEST MACRO},
{PAGE ON}.

(BELLI O  >■*
The {BELL} command causes your computer to sound a beep. This command 
is often useful in combination with the {CHAR}, {INPUT}, {KEYBOARD}, 
{PROMPT}, {STATUS PROMPT), and {TEXT} commands which prompt the 
user to enter information. You can also use it to signal arrival at various points 
of the macro or merge, such as at the end of a lengthy process.

M acros
In this example, a bell will sound and the text "Hello name." will be typed at 
the cursor position. The {BELL} command can also be placed inside the 
prompts for {CHAR}, {TEXT} and {PROMPT} commands (i.e.,
{TEXT} 1~{ BELL (Please enter your name').

(BELL)
{;}Sound a bell'

{TEXT}Name~Please enter your name: ~
{;}Prompt for a name and place it in var-Name'

H e l l o -  { V A R I A B L E } N a m e " .

{;}Type-the-message-with-the-name-that-was-entered~

M erge
The following example checks the DATABASE.SF secondary file to see if 
the name entered by the user matches the Name field in one of the records in 
the file. If so, it asks for a password. If the name is not found in the 
secondary file, the user is notified that access is denied because he or she is 
not in the database.

The first {BELL} command in the example sounds a bell just before the 
name prompt. Within the IF structure, if the name is not found in the 
secondary file (the last record in the secondary file has “End” as the Name 
field), a double bell sounds ({BELL} {BELL}) at the error message “Access 
denied.” If the name is found in the secondary file, another bell sounds at 
the prompt to enter the password.

(BELL) (TEXT) Nam e'Enter your name: '{COM M ENT)
Sound a beep and prompt for a name. Place input in var Name 

'  {NEST SECONDARY} database.sf {COM M ENT}
Begin using the DATABASE.SF secondary file. The record pointer is positioned at 
the first record in the file.

'{ LA BEL) CheckNam e' {COM M ENT)
'  {IF )" {FIELD ) Nam e'" !=" {VARIABLE) N am e'"'{ COM M ENT)

If the contents of the Name field and the var Name do not match 
'  {IF )" {FIELD (Nam e'" !="End"'{ COMMENT)

and if not at the end of the secondary file 
'(N E X T  RECORD) (COMMENT)

Move record pointer to the next record 
'  (G O ) CheckNam e' (COM M ENT)
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See the Merge subheading under the following commands for additional 
examples: (CTON) , {IF). [LEN). {MID), {NEST MACROl, 
(PAGE ON}. 

tBELLI C) >·• 
The {BELL} command causes your computer to sound a beep. This command 
is often useful in combination with the {CHAR}. {INPUT ). [KEYBOARD), 
(PROMPT). (STATUS PROMPT}. and (TEXT} commands which prompt the 
user to enter information . You can also use it to signal arrival at various points 
of the macro or merge, such as at the end of a lengthy process. 

Macros 
In this example, a bell will sound and the text "Hello nume." will be typed at 
the cursor position . The {BELL) command can also be placed inside the 
prompts for {C HAR), [TEXT] and {PROMPT) commands (i.e ., 
(TEXT) 1-( BELL) Please enter your name-) . 

{BELL ) 
I ;) Sound il belr 

I TEXT) Name-Please enter you r name: -
I :) Prompt for a name and place ii in var-N ame­

Hello·I VA J<I A 8LE I Name-. 
{: ) Type -1he -message-wi1h-1he -name-1ha1-was ·enlered-

Merge 
The following example checks the DATABASE.SF secondary file to see if 
the name entered by the user matches the Name field in one of the records in 
the file. If so. it asks for a password. If the name is not found in the 
secondary file, the user is notified that access is denied because he or she is 
not in the database. 

The first {BELL) command in the example sounds a bell just before the 
name prompt. Within the IF structure. if the name is not found in the 
secondary file (the last record in the secondary file has "End" as the Name 
field). a double bell sounds ( {BELL} {BELL} ) at the error message "Access 
denied." If the name is found in the secondary file. another bell sounds at 
the prompt to enter the password. 

( BELL ){TEXT !Name-Ente r your name: - ( COMMENT I 
Sound a beep and prompt for a name. Place input in var Name 

-( NEST SECONDARY) daJabase .sf ( COMMENT ) 
Begin using the DATABASE. SF secondary file . The record pointer is positioned al 
the fi rst record in the file . 

-{LABEL ) CheckN ame -{ COMM ENT) 
-(IF )" ( FIELD )Name-" 1=" { VARIABLE )Name_"_( COMMENT ) 

If the contents of the Name field and the var Name do not match 
-( IF )" {FIELD) NamC '="End"-{ COMMENT ) 

and if not at the end of the secondary ti le 
-( NEXT RECORD I {COMMENT I 

Move record pointer to the next record 
-{GO ) CheckName-{ COMMENT I 
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Check the next record to find a match 
~{ELSE}{COMMENT)

Otherwise (no match found in file)
'(B ELL){B ELL({PR O M PT(A ccess Denied-Y ou are not entered in the 

database.' | W AIT) 30* (COM M ENT)
' ( S T O P )  ( C O M M E N T )

End the merge 
'{EN D  IF) (COMMENT)

'{ELSE) {COMMENT)
Otherwise (name found in file)

'{ B ELL)(TEX T)Passw ord'Enter password: "(COM MENT)
'{EN D  IF)(STO P)

(Block Append) O
(Block Append) is a keystroke command and works like the Append feature. It 
appends a block of text to the end of a file that you designate. It is equivalent to 
the keystrokes Move (Ctrl-F4). Block (1). Append (4).

After this command executes, you are prompted for the name of the file to which 
you wish to append. See Append in Reference for details.

Macros
Suppose, for example, that you wanted to compile a new document from 
parts of one or more existing documents. Simply block each section in the 
order that you want it to appear in the new document, then execute the 
following macro after each block. Each block is appended to the file listed 
as yourfile.wp.

(Block Append)
(;)lnvokeB lockA ppend ' 

yourfile. wp {E nter)
{;) Indudethenam eof-your-append-file '

The following two macros are equivalent:

(Block) (Word Right}{Block Append)

{B lock} {Word Right} {M ove} ba 

Merge
This command is not available in Merge.

(Block Copy) O
(Block Copy) is a keystroke command and is a shortcut to copying a block in 
Macros. It is equivalent to the keystrokes Move (Ctrl-F4), Block (1), Copy (2).

After this command executes, you are prompted to press Enter at the point 
where you want to copy. You can cursor to this position or have your macro 
move to it (see Move. Block in Reference).
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Check the next record to find a match 
-{ELSE }{ COMM ENT} 

Otherwise (no match found in tile) 
-{B ELL} {BELL}\ PROMPT I Access Denied--You are nor entered in the 

databa~e .-1 WAIT )30-(COMMENTl 
-! STOP } \COMM ENT I 

End the merge 
-[END LFi{COMM ENT} 

-{ ELSE } {COMMENT} 

Otherwise (name found in file) 
-{ BELL }{ TEXT} Pass word-Enter pass worc..1: - {COMM ENT} 

-{END IF }{ STOP} 

(Block Append} C-.:> 
( Block Append l is a keystroke command and works like the Append feature . It 
appends a block of text to the end of a tile that you designate. It is equivalent to 
the keystrokes Move (Ctrl -F4). Block (I). Append (4) . 

After this command executes, you are prompted for the name of the tile to which 
you wish to append. See Append in Reference for details. 

Macros 
Suppose, for example, that you wanted to compile a new document from 
pans of one or more existing documents. Simply block each section in the 
order that you want it to appear m the new document, then execute the 
following macro after each block. Each block is appended to the tile listed 
as _vo111file. wp. 

{ Block Append l 
{; } Invoke Block Append­

yourfile. wp { Enter I 
{; } Include the name of•your•append·tile-

The following two macros are equivalent: 

(Block} ( Word Right} ( Block Append l 

/Block} { Word Right} { Move }ba 

Merge 
This command is not available in Merge. 

(Block Copy} C-.:> 
{ Block Copy) is a keystroke command and is a shortcut to copying a block in 
Macros. It is equivalent to the keystrokes Move (Ctrl-F4 ), Block (I). Copy (2). 

After this command executes, you are prompted to press Enter at the point 
where you want to copy. You can cursor to this position or have your macro 
move to it (see Move. Block in Reference ). 
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Macros
For example, if you want to copy a block of text to the end of your 
document, first block the text, then run the following macro.

( Block Copy)
(;) Invoke Block-Copy'

( H om e) {H om e) | D ow n)
(; 1 Move-cursor to-end-ofdocum ent'

(Enter)
); (Retrieve-block'

The following two macros are equivalent:

(Block)(Word Right)(Block Copy)

(Block)(Word Right)(Move)be 

Merge
This command is not available in Merge.

(Block Move) O
(Block Move) is a keystroke command and is a shortcut to moving a block in 
M acros. It is  equ iva len t to the keystrok es Move (Ctrl-F4). Block (1). Move (1).

After this command executes, you are prompted to press Enter at the point 
where you want to move to. You can cursor to this position or have your macro 
move to it (see Move, Block in Reference).

If Block is not on when the macro encounters (Block Move), the command will 
act like Ctrl-Del and delete the word at the cursor.

Macros
For example, if you want to move a line of text to the beginning of your 
document, move the cursor to the line you want to move, then run the 
following macro.

(H om e) (H om e) (L eft)
(;) M ove-cursortobeginning-of-line'

(Block)
(;)Tum  on Block'

(End) (Right)
( ; (Move-cursor past the-HRt-or SRt' 

(Block Move)
{; (Invoke Block M ove'

(Home) (Home) (Up)
{; (Move-cursor-to-beginning-of-doeumenf

) E nter)
| ;) Insert-blocked text'

The following two macros are equivalent:

(Block) (Word Right ((B lock Move)

(Block) (Word Right ((M ove)
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Macros 
For example, if you want to copy a block of text to the end of your 
document. first block the text. then run the following macro. 

{ Block Copy I 
{:} Invoke Block Copy­

I Home} { Home} I Down} 
I:} Move-cursor to-end-of document­

! Enter} 
I ;} Retrieve-block-

The following two macros are equivalent: 

( Block l{ Word Right}[ Block Copy l 

(Block} ( Word Right} (Move} be 

Merge 
This command is not available in Merge. 

!Block Move) C.) 
( Block Move) is a keystroke command and is a shortcut to moving a block in 
Macros . It is equivalent to the key.~trokej; Move (Ctrl-F4 ). Rlock (I). Move (I). 

After this command executes, you are prompted to press Enter at the point 
where you want to move to. You can cursor to this position or have your macro 
move to it (see Move. Block in Reference). 

If Block is not on when the macro encounters (Block Move). the command will 
act like Ctrl-Del and delete the word at the cursor. 

Macros 
For example, if you want to move a line of text to the beginning of your 
document. move the cursor to the line you want to move, then run the 
following macro. 

I Home 11 Home 11 Left} 
(: } Move-cursor to beginning-of.line· 

(Block} 
{:ITumon Block­

! End} [Right} 
(; }Move-cursor past the·HRt·or SRr 

{ Block Move} 
{:} Invoke Block Move­

( Home I [Home} ( Up ) 
I: J Move-cursor-to-beginning-of-document· 

(Enter) 
{: I Insert-blocked texr 

The following two macros are equivalent: 

I Block) ( Word Right) ( Rinck Move} 

I Block} I Word Right} I Move} 
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Merge
This command is not available in Merge.

(BREAK) O  >~
(BREAK) is useful when you want to skip some commands when a Cancel.
Error, or Not Found condition occurs. Usually it is used to break out of a loop
where several nested IF statements are used. The location of the command in
the file determines its function.

The rules that govern how this command functions are as follows:

E a c h  o f  th e s e  r u le s  a s s u m e s  th a t  th e  p r e v i o u s  r u le s  d o  n o t  h o ld .

1 If a {BREAK} command is encountered within a FOR, FOR EACH, or 
WHILE structure, execution moves to the end of the structure (just after the 
{END FOR) or {END WHILE)). If these structures are nested, execution 
moves after the (END FOR) or {END WHILE) command of the current 
level.

2 If a (BREAK) command is encountered within an IF structure, execution 
moves to the end of the structure (just after the {END IF}). If the IF 
structure is nested within a {FOR}, (FOR EACH), or a (WHILE) structure, 
the execution moved after the {END FOR} or the {END WHILE}. If the IF 
structures are nested, execution moves after the {END IF) command of the 
current IF structure.

3 If a (BREAK) command is encountered in a nested file, execution returns to 
the parent file.

4 If none of the above rules hold: In Macros, if a (BREAK) command is 
encountered, it is ignored. In Merge, if the (BREAK) command is 
encountered in a primary file, the primary file is ended and execution returns 
to the next iteration of the current primary file. If the (BREAK) command 
is encountered in a secondary file, the merge is terminated.

Macros
The following macro parses a full pathname entered by the user into path 
and filename portions. Notice that the (BREAK) command is within an IF 
structure, but is also within a FOR structure. The FOR structure takes 
precedence, so this (BREAK) command sends execution directly after the 
(END FOR) command (no more iterations of the FOR loop are performed), 
not after the (END IF) command (remaining iterations of the FOR loop 
would be performed).

(TE X T)String 'E nterpathnam e:'
|;}Ask-user-to-enterfull-pathname-and-assign-it-tovar-String'

(ASSIG N ) Length') L EN ) S tring"
);]A ssignlength  of-full pathname to-var-Length'

{FO R ) Pos'( VARIABLE) Length'- l ' l '  1'
{:}From-last-character-to-first...'

{ASSIGN (C har' (M ID ) String') VARIABLE) P o s"  I"
);)Assign-the'Characterto-varChar'
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Merge 
This command is not available in Merge. 

IBREAKI ~.) >--. 
{BREAK} is useful when you want to skip some commands when a Cancel. 
Error, or Not Found condition occurs. Usually it is used to break out of a loop 
where several nested IF statements are used . The location of the command in 
the file determines its function . 

The rules that govern how this command functions are as follows: 

Each of these rules assumes that the previous rules do not hold. 

1 If a {BREAK} command is encountered within a FOR, FOR EACH, or 
WHILE structure, execution moves to the end of the structure (just after the 
{END FOR} or {END WHILE }). If these structures are nested, execution 
moves after the { END FOR} or { END WHILE} command of the current 
level. 

2 If a {BREAK} command is encountered within an IF structure, execution 
moves to the end of the structure (just after the {END IF}). If the IF 
structure is nested within a {FOR}, { FOR EACH}. or a {WHILE} structure. 
the execution moved after the { END FOR} or the { END WHILE}. If the IF 
structures are nested, execution moves after the I END IF I command of the 
current IF structure. 

3 If a {BREAK} command is encountered in a nested file . execution returns to 
the parent file. 

4 If none of the above rules hold : In Macros. if a {BREAK} command is 
encountered, it is ignored. In Merge, if the {BREAK} command is 
encountered in a primary file, the primary file is end,:d and execution returns 
to the next iteration of the current primary file . If the {BREAK} command 
is encountered in a secondary file. the merge is terminated. 

Macros 
The following macro parses a full pathname entered by the user into path 
and filename portions. Notice that the { BREAK} command is within an IF 
structure, but is also within a FOR structure. The FO R structure takes 
precedence, so this {BREAK} command sends execution directly after the 
{ END FOR} command (no more iterations of the FOR loop are performed), 
not after the { END IF} command (remaining iterations of the FOR loop 
would be performed). 

(TEXT) String·Enter pathname:· 
(: ] Ask ·user·to·entedull ·pathname·and•assign-it•IO•var-String · 

{ ASSIGN )Length" { LEN J String-
(;} Assign•length of-full pathname to·var·Length" 

{FOR}Pos·[ VARIA BLE}Length"-IT 1· 
{:} From-last-character-to-first. .. • 

{ ASSIGN }Char· {MID I String· {VA RI ABLE} Po,- 1 •• 
{;} Assign·the·character·IO•Var Char· 
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{IF)" {VARIABLE) Char~"="\"~
{:} If the-character-is a-"\"~

(ASSIGN (Pathlen' (VARIABLE) Pos'+  1'
(;)Assign-the length of the path (not pathname) to var Pathlen'

(A SSIG N ) Path ' (M ID } String'O 'j VARIABLE) Pathlen '”
{;} Assign-the-path-portion-of-var-String-to var-Path 

(A SSIG N )Filelen') VARIABLE] Length'-! VARIABLE] Pathlen”
(;}Assign the-length-of the-filename-to-var Filelen'

(ASSIGN ] F ile ') MID ] String') VARIABLE) Path len" (VARIABLE) Filelen”  
(;]Assign-the-filenameportion-of-var-String-to-var-File'

(BREAK)
(;)Break-out-of-the-FOR-loop '

(END IF)
(;}End-of-IF-structure.'

(END FOR)
{;) End-of-FOR-structure.-The-) BREAK (command-sends-execution-here-at-the-first- 
"V-found-in-the-pathname'

(CH A R)Foo'Path:-( VARIABLE [path'--Filename: (VARIABLE) hie'...press-Enter'
( ;)Display-the-path-and-fi]ename-portions-untiluser-presses a-key.'

Merge
In the following example, the message “Counting...#” is displayed until it has 
counted up to 9. Then the message "I am no longer counting.” is displayed.

{A SSIG N ) Counter'O" (COM M ENT}
Initialize var Counter

'(A S S IG N } S top '9 '(  COM M ENT}
Assign the stop value

'(L A B E L ) C ount'! COM M ENT)
'( IF )  ( VARIABLE ]Counter'=( VARIABLE )Stop~( COMMENT)

If var Counter has reached 9 
'(B R E A K ) (COMMENT)

Break to the end of the IF statement 
'(E L S E ) (COM MENT)

Otherwise
' ( ASSIGN [Counter' (V A R IA B LE)C ounter'+ l'( COMMENT]

Increment var Counter
' ( PROMPT (Counting... (VARIABLE)Counter~( COMMENT)

Send a message
' ( WAIT) 5 '(  COMM ENT)

Wait .5 seconds 
'  (G O ) C ount' {COM M ENT)

Repeat the loop 
'(E N D  IF ) (COM MENT)

End of IF statement
'(PR O M PT )I am no longer counting.'(COM M ENT)

Send a message 
'  (W AIT) 2 0 ' (COM M ENT)

Display the message for 2 seconds 
'(Q U IT ) (COM MENT)

End the m erge'
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I !F l" IVA RIABLE\Char-"="\"-

1:} If the•character·1s a·''\" -
I ASSIGN }Pathlen -{ VARIABLE/Pos-+1-

{; l Ass ign-the length of the path (not pathname) to var Pathlen~ 

{ ASSIGN I Path-{ MID lString~o·1 VA RIABLE\ Pathlen--

{; l Assign·the·path·port,on·of.var·S tring-to var-Path 

{ ASSIGN \Filelen~ [ VA RIABLE}Length-- {VARIARLE} Pathlen·-

1; l Assign the -length-of the-tilename•to,var Filelen-

{ ASSIGN }File-{ MID }String-{ VA RI ABLE}Pathlcn-- J YARIABLE/Filelen-­

{; \As,ign,rhe·tilename portion·ot'-var·String·to·var·File-

{ BREAK l 
{; I Break·out·Of•the·FOR-loop -

{END !F l 
[; /End-of-If.structure.­

{ END FOR} 
{: l End-of-FOR-structure.• The• { BREAK I command·sends-execution·here•at·the·tirst· 

"\" -found·i n·the·pathname-

1 CHAR l Foo-Path:-{ VA RIAB LE J path- .. fi lename: { VA RIABLE l tile-... press·Enter-

[; /Display•the·path ·and·tilename·ponions·until user-presses a-key.-

Merge 
In the following example, the message "Counting ... #" is displayed until it has 

counted up to 9. Then the message "I am no longer counting." is displayed. 

{ ASSIGN }Counte r-a- { COMM ENT / 
Initialize var Counter 

-[ASSIGN}StopY{COMMENT) 
Assign the stop value 

-{LABEL/CounC[COMMENTl 

-1 IF) { VARIABLE !Counter-=[ VARIABLE)Stop-1 COMMENT I 

If var Counter has reached 9 

-{ BREA Kl{COMMENT l 
Break to the end or the Jr stateme111 

-{ ELSE l {COMMENT} 
Otherwise 

-1 ASSIGN/Counter- { VARIABLE}Counter~+ I_ [COMMENT} 

Increment var Cou nter 
-{ PROMPT/Counting ... { VARIABLE }Counter-{ COMMENT l 

Send a message 
-{WAIT /5-{COMMENT J 

Wait .5 seconds 
-IGO/CounC{COMMENT} 

Repeat the loop 
-{ END IF } {COMMENT} 

End of IF statement 
-{PROMPT}! am no longer counting.-{COMMENT/ 

Send a message 
-{ WAJT /20-{COMM ENT} 

Display the message for 2 seconds 
-{ QUIT/{COMMENT J 

End the merge~ 
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(CALLIl a b e l '  O  > *

The {CALL} command transfers execution to the subroutine la b e l . When 
execution of the subroutine is completed (when a {RETURN} is encountered in 
the subroutine), execution returns to the command following {CALL}. (See 
S u b r o u tin e s  under N o te s  at the end of this appendix for more information about 
subroutines. See also l e v e l s  under N o te s  at the end of this appendix.)

Macros
In the following example, the macro searches for “test”. When it finds it, 
the macro deletes the entire line on which “test” was found. Then the macro 
inserts the bolded phrase “This line was deleted."

( I .ABKL1 Searchl.oop'
1;(Begin SearchLoop subroutine*

| Search) test (Search)
(;}Search for-the-word "test"'

(CALL] Delete*
{;) Commence-Delete-subroutine*

{Bold}This line was deleted.! B old)) Enter)
{;}Place the bolded message-in the document after line is deleted*

(GO (SearchLoop*
{; (Repeat-SearchLoop-subroutine*

(LABEL [Delete*
(;) Subroutine-Delete*

(H om e} ( H om e) (L eft)
(;)Move-to-beginning of line*

(Del to EOL)
(: (Delete the line*

( RETURN]
( ;)End of-Delete-subroutine*

Merge
In the following example, the merge checks the Name field in the current 
record of the secondary merge file. If the name is not blank, the salutation 
“Dear nfl/ne:[HRt][HRt]” is written in the merged document. If the name is 
blank, a generic salutation “Dear Sir or Madam:[HRtj[HRt]” is written.

( LABEL )Top'( COM M ENT)
'( IF  BLANK}Name*(COMMENT)

If the name field is blank 
'  (CA LL) Generic') COM M ENT)

Call the subroutine "Generic"
' ( ELSE ( ( COMMENT

Otherwise, write a name-specific salutation using the information in the Name field 
'D ear (FIELD [Name*:

(COM MENT)
'(E N D  IF)(CO M M EN T)

F.nd the IF statement 
'(R E TU R N ) (COM MENT)

End of Top routine, return to point where Top was called.
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(CALLl/aber l.) )-+ 

The {CALL I command transfers execution to the subroutine /ahel. When 
execution of the subroutine is completed (when a {RETURN} is encountered in 
the subroutine). execution returns to the command following {CALL}. (Sec 
S11hro11ri11es under Nmes at the end of this appendix for more information about 
subroutines. See also Le1•e/.1· untler Nares at the end of this appendix.) 

Macros 
In the following example. the macro searches for "test". When ii finds it. 
the macro deletes the entire line on which "test" was found. Then the macro 
inserts the holded phrase "This line was deleted." 

{ I.AREL I Search Loop· 
{; I Begin ScarchLoop ,uhroutine· 

I Search I test I Search I 
{: )Se~rch for•the,word "test"" 

{CALL)Delete· 

(: )Commence·Delete•suhroutine· 
{ Rold )This line was deleted. ( Bold I{ Enter) 

(; I Place the holded message·,n the document after line is ddeted· 
{GO)SearchLoop· 

(: I Repeat•SearchLoop·suhroutinc· 

{LAREL)Delete· 

{; I Suhroutine·Delete· 

I Home){ Home) I Left I 
I: I Move•to-heginning of line · 

{Del to EOL} 

I: I Delete the line· 
(RETURN( 

{;) End of.Delete-suhroutine· 

Mer~e 
In the following example. the merge checks the Name field in the current 
record of the secondary merge file. If the name is not blank. the salutation 
"Dear nmne:[HRtllHRt]" is •Mitten in the merged document. If the name is 
hlank, a generic salutation "Dear Sir or Madam:[HRt/lHRt]" is written. 

{ LABEL I Top· { COMMENT I 
"{IF RLANK}Name·{COMMENTJ 

If the name field is hlank 
· 1c ALL )Generic-{COMMENT} 

Call the suhroutine "Generic" 
' {ELSE ){ COMMENT 

Otherwi,e. write a name-,pecifi c salutation using the information in the Name field 
"Dear I FIELD I Name·: 

{COMMENT) 
' {END IF){COMMENT) 

End the IF statement 

"(RETURN} {COMMENT) 

End of Top routine. return to point where Top was called. 
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'  j LABEL) Generic' {COMMENT}
'Dear Sir or Madam:

(RETURN)}

(CANCEL OFF) O
The {CANCEL OFF} command is used to stop the Cancel key from performing 
its normal function. The default condition is for Cancel to be enabled  
({CANCEL ON}).

Once you have turned Cancel off with this command, you can use Ctrl-Break to 
cancel the macro or merge during execution.

Macros
In the following example, the macro pauses at the {INPUT} command to let 
the user edit the text of the document. The {CANCEL OFF) command lets 
the user press Cancel (FI) to undelete text while editing.

(CANCEL OFF)
( IN PU T(Editthe desired-text.-P ressE nterw hendone.'

{;}The- (CANCEL-OFF) command-lets the-user-press Cancel-to 
undeletetexf without terminating th e (IN P U T ).'

(CANCEL ON)
(;) Restoresthenorm alfunction-of-C ancel.'

(CANCEL OFF} is also useful if you want to be able to get a Cancel key as 
input from the user in the {CHAR}, {LOOK}, or {PAUSE} commands.

Merge
In the following example, the merge pauses at the {INPUT} command to let 
the user edit the text of the document. The {CANCEL OFF} command lets 
the user press Cancel (FI) to undelete text while editing.
(CANCEL OFF) (COMMENT)
'(IN PU T)Type the text of the memo. Press F9 when done.'(CO M M EN T)

The (CANCEL OFF) command lets the user press Cancel to undelete text without 
terminating the (INPUT).

'(C A N C EL  O N ) ( COM M ENT)
Restores the normal function of Cancel.'

{CANCEL OFF} is also useful if you want to prevent a user from stopping a 
merge (by pressing Cancel) at a {CHAR}, or {LOOK} command.

(CANCEL ON) O  >■*
The (CANCEL ON} command is used to enable the Cancel key after it has been 
disabled with the {CANCEL OFF} command (see (CANCEL OFF) above).

Macros
See the Macros subheading under (CANCEL OFF} above for an example of 
how to use this command.
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-( LABEL )Generic-(COMMENT I 
-oear Sir or Madam: 

[RETURN }} 

!CANCEL OFFI C) )-+ 

The (CANCEL OFF} command is used to stop the Cancel key from performing 
its normal function . The default condition is for C.1m.:el to be enabled 
( { CANCEL ON)). 

Once you have turned Cancel off with this command. you can use Ctrl-Break to 
cancel the macro or merge during execution. 

Macros 
In the following example. the macro pauses at the ( INPUT) command to let 
the user edit the text of the document. The ( CANCEL OFF} command lets 
the user press Cancel (Fl ) to undelete text while editing. 

(CANCEL OFF} 

[ INPUT}Ed it the desired-text.· Press Enter when done .-

(; } The- [CANCEL-OFF} command-lets the-user-press Cancel-to 

undelete text-without terminating the [INPUT) .-

[CANC EL ON} 
(: } Restores the normal function-of-Cancel. -

(CANCEL OFF) is also useful if you want to be able to get a Cancel key as 
input from the user in the {CHAR}, {LOOK}. or {PAUSE} commands. 

Merge 
In the following example, the merge pauses at the (INPUT} command to let 
the user edit the text of the document. The (CANCEL OFF) command lets 
the user press Cancel ( F 1) to undelete text while editing. 

[CANCEL OFF }[ CO\1MENT} 

- [INPUT }Type the text of the memo. Press F9 when done .-{CO\1MENT } 

The (CANCEL OFF } cmnrnand lets the user press Cancel to undelete text without 

terminating the { 11',;PUT}. 

-[CANCEL ON }(COMMENT) 
Restores the normal function of Cancel.-

( CANCEL OFF) is also useful if you want to prevent a user from stopping a 
merge (by pressing Cancel) at a (CHAR}, or (LOOK) command. 

(CANCEL ONI C) >-+ 
The { CANCEL ON) command is used to enable the Cancel key after it has been 
disabled with the (CANCEL OFF) command (see {CANCEL OFF/ above). 

Macros 
See the Macros subheading under {CANCEL OFF} above for an example of 
how to use this command. 
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See the Merge subheading under jCANCEL OFF} above for an example of 
how to use this command.

(CASE)expr~e a s e l ~ l a b e l l c a s e N  l a b e l N ~ ~  O  >*
The {CASE} command allows execution to branch to different locations in the 
file (designated by label I, Iabel2, etc.) (see also Subroutines under Notes at the 
end of this appendix), depending on what the value returned by e x p r  is. The 
value returned by expr is compared to each case. When a match is found, 
execution branches to the corresponding label. For example, your macro or 
merge might ask the user to answer Yes or No to a prompt. If the answer is 
Yes, one function will be performed. If the answer is No, another function will 
be performed. It is often helpful to format the {CASE} statement (place it on 
several lines) so it is more readable. Notice that there is an extra tilde (') 
required at the end of the (CASE) statement.

The variable contents must match a case exactly. For example, a case of “y” 
will match “y” but not “Y". If no match is found in the (CASE) statement, 
execution continues after the {CASE} statement. You can use an 
{OTHERWISE} command as the last case in the command to handle all cases 
that do not match.

It is possible to use the {ELSE} command instead of the {OTHERWISE} 
command to handle cases that do not match. However, using {ELSE} will 
produce an error if the {CASE} command is within an IF statement. For this 
reason, we recommend that you use {OTHERWISE}. The {CASE} command 
does not require that program execution return after the routine is completed. In 
o t h e r  w o r d s ,  it does n o t  call the routine rather, it goes to the routine. If you 
want program execution to return, use {CASE CALL) (see jCASE CALL} 
below).

Macros
In this example, the Error subroutine is not executed unless a character other 
than n or y is pressed. If the {CASE} command is changed to 
(CASE CALL}, the subroutines are called, and execution returns to the 
{QUIT} command.

( LABEL [GetChar'
(CHAR)Answer~Continue? (Y /N )-'

{;)Assign-characterto var A nsw er'
(C A SE } {VARIABLE) A nsw er" 

y'Yes"
Y 'Y es'
n 'N o '
N~No"
1OTHERW ISE) 'E rro r '

{:}If-varAnswer-contains'y-or-Y,-gotolabel-Yes;-if-var-Answer 
contains n or N, go to label No. Otherwise, go to-label Error."

(QUIT)

Merge
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Merge 
See the Merge subheading under (CANCEL OFF} above for an example of 
how to use this command. 

I CASE I exp,· case1 · 1abelr ... caseN- labelN- - C-.) >,. 
The {CASE} command allows execution to branch to different locations in the 
file (designated by lahe/1 , fnhe/2, etc .) (see also Subroutines under Notes at the 
end of this appendix ), depending on what the value returned by expr is. The 
value returned by expr is compared to each case. When a match is found, 
execution branches to the corresponding label. For example, your macro or 
merge might ask the user to answer Yes or No to a prompt. If the answer is 
Yes. one function will be performed. If the answer is No, another function will 
be performed. It is often helpful to format the {CASE } statement (place it on 
several lines ) so it is more readable . Notice that there is an extra tilde n 
required at the end of the ( CASE l statement. 

The variable contents must match a case exactly. For example. a case of "y" 
will match "y" but not "Y". If no match is found in the [CASE} statement, 
execution continues after the [CASE} statement. You can use an 
{OTHERWISE} command as the last case in the command to handle all cases 
that do not match. 

It is possible to use the {ELSE} command instead of the (OTHERWISE} 
command to handle cases that do not match. However. using {ELSE} will 
produce an error if the (CASE} command is within an IF statement. For this 
reason. we recommend that you use {OTHERWISE} . The {CASE} command 
does not require that program execution return after the routine is completed. In 
other words, it does not call the routine rather, it goes to the routine. If you 
want program execution to return, use {CASE CALL} (see (CASE CALL} 
below). 

Macros 
In this example. the Error subroutine is not executed unless a character other 
than n or y is pressed. If the {CASE} command is changed to 
{ CASE CALL}, the subroutines are called. and execution returns to the 
{QUIT} command. 

{ LA BEL} GetChar-

(CHAR }Answer-Continue" (Y/N) · -
(:} Assign -character to var Answer-

{ CASE} { VARIABLE} Answer-­
y-Yes-

Y-Yes-
n-No-
N-No-

{ OTHERWISE }-Error-

{QUIT } 

(;) If-var•Answer·contains•y-or· Y,go-to-label · Yes;-if. var-Answer 
contains nor N. go to label No. Otherwise. go to -label Error.-
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See the M acros subheading under { C H ARj for an additional example.

Merge
In this example, the Error subroutine is not executed unless a character other 
than n or y is pressed. If the (CASE) command is changed to 
{CASE CALL), the subroutines are called, and execution returns to the 
{STOP} command.

(LA BEL) GetChar'{ COMMENT)
'{C H A R)A nsw er'Continue? (Y/N) ‘ {COMMENT)

Assign y or n to var Answer 
'(C A S E ) {VARIABLE) Answer-  

y 'Y es'
Y 'Y es'
n 'N o‘
N 'N o '
{OTHERWISE ( 'E rro r'
'{COM M ENT)

If var Answer contains y or Y, go to label Yes; if var Answer contains n or N. go to 
label No. Otherwise, go to label Error.

‘ (STOP)

See the Merge subheading under jCOMMENT/ for an example of how to use 
these commands.

{CASE C M A .]expr~case1~label1~ ...caseN ~labelN  O  >~
The {CASE CALL) command is similar to the {CASE} command in that it can 
branch to different subroutines. The difference is that {CASE CALL} requires 
that execution return after a subroutine has executed (see jCASEj above).

Macros
I n  th e  f o l l o w i n g  e x a m p le ,  th e  u s e r  i s  p r o m p t e d  to  s e le c t  a n  a u th o r .  T h e

{CASE CALL} command allows the user to select the author by number or 
letter (note the {AV}s which turn on and {AQ } s which turn off the mnemonic 
attribute (see Macros, Message Display in Reference)). If a correct number 
or letter is not selected, the {OTHERWISE} case executes the routine again. 
Once the subroutine corresponding to the option selected is executed, 
execution returns to the {LABEL }GetType~ command.

{LABEL) Ge (Author'
{CHAR) A uthor') AV) l -J{AQ)oe;-{AV)2-S{AQ)ue;-{AV)3-M {AQ )arco:-'

{;) Prompt-user-for-author'
{CASE CALL ({VARIABLE (Author-  

l 'J o e ' 
j Joe '
J 'Jo e '

{;(If  user enters-l,j,-or-J.-call-subroutine-Joe~
2~Sue'
s 'S u e '
S 'S ue '

{;}If-user-enters-2,-s,-or-S,-call-subroutine-Sue'
3 'M arco '
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See the Macros subheading under {CHAR/ for an additional example. 

Merge 
In this example, the Error subroutine is not executed unless a character other 
than n or y is pressed. If the {CASE} command is changed to 
{ CASE CALL), the subroutines are called, and execution returns to the 
{ STOP) command. 

{ LABEL }GetChar- I COMM ENT} 
-{CHA R }AnswerTont inue? (Y/NJ -(COMMENT) 

Assign y or n lO var Answer 

-1 C ASE } {VARIABL E} Answer­
y-Yes-
y-ves-
n-No-

WNo-
{ OTHERWISE }-Error-

- (COMMENT ) 

If var Answer contains y or Y, go to label Yes; if var Answer contains nor N. go to 

label No. Otherwise, go to label Error. 
- {STOP} 

See the Merge subheading under {COMMENT/ for an example of how to use 
these commands. 

(CASE CALLlexp,-caserlabe/1-... caseN-labellr- ~..) >• 
The { CASE CALL} command is similar to the {CASE} command in that it can 
branch to different subroutines. The difference is that {CASE CALL) requires 
that execution return after a subroutine has executed (see {CASE} above). 

Macros 
In the following example, the user is prompted to select an author. The 

{ CASE CALL} command allows the user to select the author by number or 
letter (note the {"V)s which turn on and {"Q}s which turn off the mnemonic 
attribute (see Macros, Message Display in Reference)). If a correct number 
or letter is not selected, the {OTHERWISE} case executes the routine again. 
Once the subroutine corresponding to the option selected is executed, 
execution returns to the ( LABEL lGetType- command. 

{LABEL} Ge1Author-
{ CHAR} Author- {AV } J .J { AQ Joe;· { AV }2·S{ AQ)ue;·{ AV }3·M I AQ)arco:--

1; }Prompt•user•for-author-

1 CASE CALL}IVARIABLE}Author­
i-Joe-

f Joe-
noe-

I; }If user enters· 1. j,or·J.·call•subroutine•Joe­
T Sue-
s-sue-
s-sue-

{;} lf.user·en1crs-2,s,or·S,call•subroutine•Sue-

3-Marco-
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m'Marco'
M'Marco'

{;}If user enters-3. in,-or M.call subroutine'Marco'
(OTHERWISE }'GetAuthor~

(; (Otherwise,-send prom piugaiiv  Notice the tilde-after-the-{ OTHERWISE) 
com m and.'

(; (Notice-the-extra-lilde-toend the CASEstatcmenf 
{LABEL (GetType'

Merge
In the following example, the user is prompted to select an author. The 
{CASE CALL) command allows the user to select the author by number. If 
a correct number is not selected, the (OTHERWISE) case executes the 
routine again. Once the subroutine corresponding to the option selected is 
executed, execution returns to the {LABEL)GetType' command.

(LA BEL) Get A uthor' {COM M ENT)
'(C H A R )A u th o r '1 Joe; 2 Sue; 3 Marco: '{COM M ENT)

Prompt user for author 
'{CASE CALL ({VARIABLE (A uthor" 

l 'J o e '
2 'S ue '
3 'M arco '
{OTHERW ISE) 'G etA uthor'
'{COM M ENT)

It user enters 1. call subroutine Joe. If user enters 2. call subroutine Sue. If user 
enters 3, call subroutine Marco. Otherwise, send prompt again. Notice the extra 
tilde to end the CASE statement.

'  {LA B EL) GetType'

\CHMH\macroname '  O  (>- )
The {CHAIN) command stores the name of the indicated macro and executes it 
after the current macro is completed. You can enter a full pathname if you wish 
(the .WPM extension is not necessary).

You can chain one macro at each level of nesting (see Levels under Notes at the 
end of this appendix). If more than one macro is chained at the current nest 
level, only the last macro chained is executed when the current macro is 
completed.

See Chaining, Nesting, and Substituting under Notes at the end of this appendix
for more information on chaining.
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m-Marco­
M-Marco-

I; I If user enters·}. 111.-or M. eull suhrou1ine•Marco­
( OTHERWISE 1 ~Gc1Au1hor-

l; }Otherwisc,·send prompt uguin.· Notice the lilde·aflcr·lhe· {OTHERWISEI 
command.-

(: }Notice-1he,extra-1ilde-to end the CASE s1a1cment­
lLAAEL}Gc1Type-

Merge 
In the following example, the user is prompted to select an author. The 
[CASE CALLl command allows the user to select the author hy number. If 
a correct number is not selected, the ( OTHERWISE l case executes the 
routine again. Once the subroutine corresponding to the option selected is 
executed. execution returns to the ( LABEL }GetTypc- command. 

{ LABEL }GetAuthor-{ CO M\1ENT I 
-{CHAR}Au1hor-1 Joe: 2 Sue: 3 Marco: -!COMMENT] 

Prompl user for au1hor 
-{CASE CALL}IVARIABLE}Author--

1-Joe-
rsue~ 
3-Marco-
l OTHERWISE i-GetAuthor­
-{ COMMENT} 

It user enters I. cull subroutine Joe. If user ente rs 2. call suhroutinc Sue. If user 
enter, 3. call subroutine Marco. Otherwise. send prompt again. Notice the extra 
tilde to end the CASE slalement. 

-ILABELjGe!Type-

ICHAINlmacroname - C°.) ( >- ) 
The (CHAIN) command stores the name of the indicated macro and executes it 
after the current macro is completed. You can enter a full pathname if you wish 
(the .WPM extension is not necessary) . 

You can chain one macro at each level of nesting (see Le1·els under Notes at the 
end of this appendix). If more than one macro is chained at the current nest 
level, only the last macro chained is executed when the current macro is 
completed. 

See Chaining. Nesting. and Suhstit11ti11g under Notes at the end of this appendix 
for more information on chaining. 
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Macros
The following macro executes a loop until the search text is not found. 
When the search fails, the loop is exited, completing the current macro. 
Execution is then transferred to the chained macro (NOTFOUND.WPM).

(CHAIN )NotFound'
{ ;)Execute the NOTFOUND macro when-thismacro is com pleted'

(ON NOT FOUND) (RETU R N }-
(;)W hen the  search fails, stop this macro,andstart-the-chained-m acro'

(LABEL) Loop'
(;) Begin the repeating-subroutine'

(Search) at (Search)
(:}Search-for-"at"~

(PAUSE)
( ;)Pause-(alIowuser to edit)'

(GO (Loop'
(; )Search-was-successful,-repeat the search'

T h e  s e c t io n  o f  th e  m a c r o  b e tw e e n  th e  ( L A B E L )  a n d  ( G O )  c o m m a n d s  is  r e p e a te d l y  

e x e c u t e d  u n t i l  th e  s e a r c h  f a i l s .  /4.S s o o n  a s  th e  s e a r c h  f a i l s ,  th e  N O T F O U N D  m a c r o  

b e g in s .

Notice the (ON NOT FOUND} (RETURN)' command. If a macro is not 
nested and has not been called with {CALL} or (CASE CALL}, 
(RETURN} ends the macro (see (R E T U R N )  below).

Merge
The (CHAIN) command in Macros is equivalent to the (CHAIN MACRO} 
command in Merge. See (C H A I N  M A C R O )  below.

(CHAIN MACRO)m a c r o n a m e ~  (O ) >-*
T h e  ( C H A I N  M A C R O )  m e r g e  c o m m a n d  s t a r t s  t h e  n a m e d  macro at the end of 
the merge, if the merge terminates normally. You can enter a full pathname for 
the m a c r o n a m e  if you wish. You need not enter the .WPM extension.

Only the last macro chained during the merge is executed.

See C h a in in g , N e s tin g , a n d  S u b s t i tu tin g  under N o te s  at the end of this appendix 
for more information on chaining.

In  p r e v i o u s  v e r s io n s  o f  W o r d P e r f e c t ,  th i s  m e r g e  c o m m a n d  w a s  r e p r e s e n te d  a s  
AGmacronameAG.

Macros
The (CHAIN) command in Macros is equivalent to the (CHAIN MACRO) 
command in Merge. See (C H A I N )  above.
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Macros 
The following macro executes a loop until the search text is not found. 
When the search fails, the loop is exited, completing the current macro. 
Execution is then transferred to the chained macro (NOTFOUND.WPM). 

( CHAIN I NotFound· 
(: I Execute the NOTFOUND-macrn when-this macro is completed· 

( ON NOT FOUND I ( RETURN l" 
(;) When the search fails, stop this macro, and sr:in-rhe-chained-macro· 

(LABEL)Loop· 

I; l Begin the repeating-subroutine· 
I Search )ar I Search I 

(: }Search-for·"at"· 
(PAUSE} 

(: I Pause·(allow user to edit)" 
(GO}Loop· 

(;} Search·was·successful,-repeat the search· 

The section of the macro between the (LABEL/ and (GO/ commands is repearedly 
executed until the search fails. As soon as the search fails, rhe NOTFOUND macro 
begins. 

Notice the { ON NOT FOUND l{ RETURN r command. If a macro is not 
nested and has not been called with { CALL l or { CASE CALL l, 
{RETURN) ends the macro (see {RETURN} below). 

Merge 
The {CHAIN! command in Macros is equivalent to the {CHAIN MACRO) 
command in Merge. See {CHAIN MACRO} below. 

(CHAIN MACROlmacroname- (c+.)) >·• 
The (CHAIN MACRO} merge command ~tart~ the named macro at the end of 
the merge, if the merge terminates normally. You can enter a full pathname for 
the macroname if you wish. You need not enter the .WPM extension. 

Only the last macro chained during the merge is executed. 

See Chaining, Nesting, and S11bstit11ting under Notes at the end of this appendix 
for more information on chaining. 

In previous versions of WordPerfect, !his merge command was represented as 
"Gmacroname"G. 

Macros 
The { CHAIN l command in Macros is equivalent to the { CHAIN MACRO l 
command in Merge. See {CHAIN} above. 
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In the following example, the chained macro PRINT.WPM prints the 
resulting merge file when the merge is complete.

(CHAIN M A CRO ]print'(C O M M EN T)
Chain the macro PRINT.WPM when the merge is complete

(DATE)

Dear (FIELD) Name'.

• (rest of the letter)

Sincerely.

Chris Smith

Merge

(CHAIN PRIMARY I ft/ename” >-»
This merge command continues the merge with the named primary file as soon 
as the current primary file is complete. You can enter a full pathname for the 
filename if you wish.

See C h a in in g ,  N e s t in g ,  a n d  S u b s t i tu t in g  under N o te s  at the end of this appendix 
for more information on chaining.

Macros
This command is not available in Macros.

Merge
Tbe (CHAIN PRIMARY [Envelope” command in the following example 
executes the ENVELOPE.PF primary file after the last iteration of the 
current primary file.

(CHAIN PRIM ARY)Envelope'

• (rest of current primary file)

(CHAIN SECONDARYlft/ena/ne” > -
This merge command begins using records from the named secondary file when 
the end of the current secondary file is reached. This command is especially 
useful if you have broken a large secondary file into several smaller files. If you 
insert a {CHAIN SECONDARY) command in each smaller secondary file, they 
will act like one secondary file.

You can use a full pathname for filename if you wish.

See Chaining, Nesting, and Substituting under Notes at the end of this appendix 
for more information on chaining.
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Merge 
In the following example, the chained macro PRINT.WPM prints the 
resulting merge file when the merge is complete. 

{CHAIN MACRO)print"(COMMENTl 

Chain the macro PRINT.WPM when the merge is complete 

Dear fFIELD)Name·. 

• (rest of the letter) 

Sincerely. 

Chris Smith 

!CHAIN PRIMARYlfi/ename- >-• 

{DATE) 

This merge command continues the merge with the named primary file as soon 
as the current primary file is complete. You can enter a full pathname for the 
_filename if you wish. 

See Chaining. Nesting. and S11bstit111ing under Notes at the end of this appendix 
for more information on chaining. 

Macros 
This command is not available in Macros . 

Merge 
The {CHAIN PRIMARY ]Envelope- command in the following example 
executes the ENVELOPE.PF primary file after the last iteration of the 
current primary file. 

{CHAIN PRIMARY) Envelope· 

• (rest of current primary file) 

lCHAIN SECONDARYlfi/ename- )-+ 

This merge command begins using records from the named secondary file when 
the end of the current secondary file is reached. This command is especially 
useful if you have broken a large secondary file into several smaller files. If you 
insert a { CHAIN SECONDARY) command in each smaller secondary file, they 
will act like one secondary file. 

You can use a full pathname for _filename if you wish . 

See Chaining. Nesting, and Substituting under Notes at the end of this appendix 
for more information on chaining. 
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Macros
This command is not available in Macros.

Merge
The following example shows how a large secondary file has been broken 
into two smaller files. When a merge is executed using the first secondary 
file, the records of the second file will be used as soon as those in the first 
file are completed.

Large File:

(FIELD NAMES)
N am e'
Status'
'(E N D  RECORD)

Jose (END FIELD) 
Staff(END FIELD) 
(END RECORD)

• (additional records)

Barbara (END FIELD) 
Professional (END FIELD ) 
(END RECORD)

Julie (END FIELD) 
Part-time (END FIELD) 
(END RECORD)

• (additional records)

Shoji(END FIELD)
Leave of Absence (END FIELD) 
(END RECORD)

First Small File:

(FIELD NAMES)
N am e'
Status'
'(C O M M EN T)
' ( PROCESS) ( CHAIN SECOND ARY) F ile2 ' (PROCESS) (COM M ENT)

The (PROCESS) commands ensure that the (CHAIN SECONDARY) command 
executes. The merge remembers the (CHAIN SECONDARY) command and 
filename so that it can execute it when the current secondary file has ended. 

'(E N D  RECORD)
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Macros 
This command is not available in Macros. 

Merge 
The following example shows how a large secondary tile has been broken 
into two smaller files. When a merge is executed using the first secondary 
file, the records of the second file will be used as soon as those in the first 
file are completed. 

Large File: 

I FIELD NAMES I 
Name-
Status-
-I END RECORD I 

Jose( END FIELD ) 
Staff(END FIELD) 

I END RECORD ) 

• (additional records) 

Barbara I END FIELD I 
Professional { END FIELD} 

I END RECORD l 

Julie{END FIELD} 
Pan-time {END FIELD) 

(END RECORD) 

• (additional records) 

Shoji( END FIELD} 

Leave of Absence(END FIELD) 

{ END RECORD) 

First Small File: 

I FIELD NAMES) 
Name-

Status­
-(COMMENT) 

-1 PROCESS) I CHAIN SECONDARY) FileT( PROCESS l ! COMMENT) 

The (PROCESS) commands ensure that the (CHAIN SECONDARY) command 

executes. The merge remembers the I CHAIN SECONDARY) command and 

filename so that it can execute it when the current secondary file has ended. 
- {END RECORD} 
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JosefEN D  FIELD) 
StafffEND FIELD) 
(END RECORD)

• (additional records)

B arbara|EN D  FIELD) 
Professional (END FIELD) 
(END RECORD)

Second Small File (named FILE2, and in the default directory):

(FIELD N A M ES)
N am e'
Status'
'(E N D  RECORD)

Julie (END FIELD) 
Part-time!END FIELD) 
(END RECORD)

• (additional records)

ShojijEN D  FIELD)
L e a v e  o f  A b se n c e !  E N D  F IE L D ) 
(END RECORD)

(CHARI var "message' O  > *

This command is useful for creating menus and prompts. The (CFIAR) 
command prompts the user with the m e s s a g e  and waits until a single key is 
pressed. The key is then assigned to the indicated variable (see A p p e n d ix  L : 
M a c r o s  a n d  M e rg e , V a r ia b le s ). If Cancel is pressed, the macro or merge ends 
unless the {CANCEL OFF) or {ON CANCEL) commands have been previously 
executed. Once the key has been assigned to the variable, a {CASE),

CASE CALL), or (IF) command can be used to perform different operations 
depending on the key pressed.

See M e s s a g e  D is p la y  under N o te s  at the end of this appendix, and M a c ro s ,  
M e s s a g e  D i s p la y  in R e fe r e n c e  for information on affecting the way messages are 
displayed. See also P r o m p tin g  a n d  U s e r  In p u t under N o te s  at the end of this 
appendix.

A fter the ( C H A R j  com m an d executes, the con ten ts o f  the sta tu s line ju s t  p rev io u s to  the 
e x e c u t io n  o f  th e  ( C H A R j  c o m m a n d  a r e  r e s to r e d .  U s e  ( P R O M P T } ' ’ o r  
(S T A T U S  P R O M P T } ~  b e f o r e  th e  ( C H A R }  c o m m a n d  to  c l e a r  th e  s ta tu s  l in e .
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Jose{ END FIELD) 

Staff{ END FIELD) 

{ END RECORD} 

• (additional records) 

Barbara I END FIELD } 

Profess ional {END FIELD } 
I END RECORD ] 

Second Small File (named FILE2, and in the default directory) : 

{FIELD NAMES} 

Name· 

Status· 

· t END RECORD } 

Ju lie{EN D FIELD} 

Part- time( EN D FI ELD } 

{END RECORD } 

• (additional records) 

ShoJi{END FIELD) 
Leave of A hseoce I EN O FI EL D J 

I END RECORD } 

1CHARlva,-message- CJ )--. 
This command is useful for creating menus and prompts. The I CHAR) 
command prompts the user with the message and waits until a single key is 
pressed. The key is then assigned to the indicated variable (see Appendix L: 
Macros and Merge, Variables). If Cancel is pressed, the macro or merge ends 
unless the {CANCEL OFF) or {ON CANCEL} commands have been previously 
executed. Once the key has been assigned to the variable, a {CASE), 

CASE CALL), or { IF l command can be used to perform different operations 
depending on the key pressed. 

See Message Display under Notes at the end of this appendix, and Macros. 
Message Display in Reference for information on affecting the way messages are 
displayed. See also Prompting and User Input under Notes at the end of this 
appendix. 

After the (CHAR/ command exerntes, the contents of the status line just previous to the 
txecutiv11 of the {CHAR} command are restored. Use {PROMPT}~ vr 
{STATUS PROMPT}~ before the {CHAR} command to clear the status line. 
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Macros
The user can press any key as the input (including a feature key such as 
Search). In the following example, the user is prompted to select a type of 
document, after which a subroutine is executed based on what the user 
entered.

(CHAR)DocType'l-Memo;-2-Letter;-3-Itinerary:--'
(;}Prompt-the user-for-input and-assign-the character-to-var-DocType'

(CASE) (VARIABLE)DocType"
1'M em o '
2 'L etter'
3 'I tin '

) : [Check var-DocType-and-branch-to-the-appropriate-subroutine'

See the M a c r o s  subheading under the following commands for additional 
examples: (BREAK). (CASE), (CASE CALL), (KTON), (RESTART), 
(SHELL MACRO).

Merge
See the Merge subheading under the following commands for examples of 
how to use this command: (CASE), (CASE CALL), (CTON).

(COMMENTIcommenr ( O )  >-
Use this merge command to put comments in a primary or secondary merge file 
to make it easier to understand. You can also use this command to format the 
merge commands so that they are more readable, without inserting extra hard 
return or tab codes in the document.

Macros
The (COMMENT) command in Merge is equivalent to the {;} (comment) 
command in Macros (see (;! above).

Merge
The following shows how you can use the (COMMENT) command to 
format the primary document. This merge creates a list of employees and 
their salaries. The secondary file has three fields: Name, Type, and Salary. 
Any record in the secondary file that has 1, 2, or 7 in the Type field is not 
merged into the list.

(L ABEL )List~{ COMMENT)
This comment prevents the insertion of a [HRt] between execution of the (LABEL) 
command and the (LOCAL) command.

'  (LOCAL) Type' (FIELD) Type" (COMMENT)
This comment prevents the insertion of a [HRt] between execution of the (LOCAL) 
and (CASE CALL) commands.

'(C A S E )) VARIABLE) T ype"
I'Next'
2'N ex t'
7'N ex t'
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Macros 
The user can press any key as the input (including a feature key such as 
Search). In the following example. the user is prompted to select a type of 
document. after which a subroutine is executed based on what the user 
entered. 

I CHAR )DocType-1-Memo;·2·Letter;•3·1tinerary: .. -

I;) Prompt-the user-for-input and-assign-the character-to-var-DocType-

1 CASE) (VARIABLE)DocType--

1-Memo· 

2-Letter· 

ntin-

I; )Check var-DocType-and·branch· to·the·appropriate·subroutine~ 

See the Macros subheading under the following commands for additional 
examples: {BREAK}. {CASE}. {CASE CALL}. {KTON}, {RESTART), 
{SHELL MACRO}. 

Merge 
See the Merge subheading under the following commands for examples of 
how to use this command: /CASE}. !CASE CALL}. {CTON}. 

ICOMMENTlcommenr jC-.)) > .. 
Use this merge command to put comments in a primary or secondary merge file 
to make it easier to understand. You can also use this command to format the 
merge commands so that they are more readable. without inserting extra hard 
return or tab codes in the document. 

Macros 
The !COMMENT} command in Merge is equivalent to the{;} (comment) 
command in Macros (see{;} abuvi::). 

Merge 
The following shows how you can use the ! COMMENT} command to 
format the primary document. This merge creates a list of employees and 
their salaries. The secondary file has three fields: Name. Type. and Salary. 
Any record in the secondary file that has 1, 2, or 7 in the Type field is not 
merged into the list. 

(LABEL)List·(COMM ENTJ 

This comment prevents the insenion of a [HRt] between execution of the (LABEL ) 

command and the (LOCAL) command. 
-1 LOCAL) Type-! FIELD) Type·- I COMMENT] 

Thi, comment prevents the insertion of a [HRt] between execution of the (LOCAL] 

and (CASE CALL) commands. 
-{CASE ) [ VARIABLE jType--

1-NexC 

rNexC 
rNext-
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'(C O M M EN T)
Notice that there is no need for a (COMMENT) command between the cases.
Since these are all part of the same command, no [HRt] will be inserted. The 
(COM M ENT) command after the (CASE) command is necessary to prevent the 
insertion of [HRt] codes between the execution of the (CASE) command and the 
(LA B EL}Writelt command.

' ( LA BEL) W ritelt' (COM M ENT)
This comment prevents the hard return between the (LABEL) command and 
(FIELD) command from appearing in the resulting document.

'(F IE L D )N am e'
(FIELD (Salary '

) COMMENT)
No comment command was inserted between the (FIELD) commands so that in the 
document resulting from the merge, the Name and Salary field information will be 
separated by a [HRt], Notice the position of this (COM M ENT) command. This 
positioning will put two [HRt] codes between each Name-Salary pair in the resulting 
list.

~ {LA BEL) N ext' (COM M ENT)
'(N E X T  RECORD](CO M M ENT)
'(G O )L is t'

See the other Merge examples in this section to see more on how to use this 
command.

1CT0N\ c h a r a c t e r ~  ( O )  >-*
The (CTON) merge command (Character TO Number) converts character 
(which may be any character in the WordPerfect character sets) to a unique 
number, its WordPerfect “key value.” (CTON) performs the inverse (opposite) 
function of the {NTOC} command (see (NTOCj below). You can use the key 
value to calculate the WordPerfect character set value.

To calculate the character set value for a given character,

1 Use the (CTON) command to obtain the key value.

2 Divide the key value by 256.

The quotient is the number of the WordPerfect character set (0-12). The 
remainder is the character number in the character set (0-255).

Macros
This command is not available in Macros. However, the {KTON} macros 
command is very similar to the {CTON} merge command. See (KTONj 
below.

Merge
This example calculates the character set value for a character:

(CH A R)Char'Type a character: '(C O M M EN T)
Assign input to var Char
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-I COMMENT I 
Notice that there is no need for a !COMMENT} command between the cases. 
Since these are all part of the same command. no [HRt] will be inserted. The 
{COMMENT) rnmmam.1 after the (CASE! command is necessary to prevent the 
insertion of [HRt} codes between the execution of the {CASE} command and the 
{ LABEL l Write It command. 

-{ LABEL I Write!( I COMMENT l 
This comment prevents the hard retum between the (LABEL) command and 
I FIELD} command from appearing in the resulting document. 

-jFIELD)Narrn:-

(FIELD)Salary-

!COMMENT} 
No comment command was inserted between the {FIELD} commands so that in the 
document resulting from the merge, the Name and Salary field information will be 
separated by a [HRt]. Notice the position of this {COMMENT) command. This 
positioning will put two [HRt] codes between each Name-Salary pair in the resulting 
list. 

- , LABEL l Nexn COMMENT I 
-1 NEXT RECORD) {COMMENT} 
-(GO}LisC 

See the other Merge examples in this section to see more on how to use this 
command. 

ICTONlcharacte,- (C-.:>) >-+ 
The [CTON f merge command (Character TO Numher) converts ,.hamctPr 
(which may be any character in the WordPerfect character sets) to a unique 
number, its WordPerfect "key value." {CTON} performs the inverse (opposite) 
function of the {NTOC} command (see {NTOCJ below). You can use the key 
value to calculate the WordPerfect character set value. 

To calculate the character set value for a given character, 

1 Use the {CTON} command to obtain the key value. 

2 Divide the key value by 256. 

The quotient is the number of the WordPerfect character set (0-12). The 
remainder is the character number in the character set (0-255). 

Macros 
This command is not available in Macros. However, the { KTON} macros 
command is very similar to the { CTON} merge command. See / KTON J 
below. 

Merge 
This example calculates the character set value for a character: 

(CHAR}Char-Type a character: -(COMMENT } 
Assign input 10 var Char 
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'[  ASSIGN) Set' (CTON)(VA RI ABLE) Char'7256' {COMMENT}
Assign quotient to var Set

-{A SSIG N )N um 'fC T O N ) (VARIABLE)C har"% 256 '( COM M ENT)
Assign remainder to var Num 

'  (VARI ABLE | Set', (VARIABLE (Num' j COMMENT}
Write out character set value'

{DATE} ( 0 ) > *
The (DATE) merge command inserts the current date and/or time in the 
document, as formatted in the Date Format feature (see Date in Reference).

In  p r e v i o u s  v e r s io n s  o f  W o r d P e r fe c t ,  th i s  m e r g e  c o m m a n d  w a s  r e p r e s e n te d  a s  ''D .

Macros
Although this command is not available in Macros, you can program a macro 
to access the Date feature, such as in the following example:

This-document-was-printed:-{ Date/Outline }c

l D a t e / O u t i i n e j  m a y  b e  i n s e r t e d  in  th e  m a c r o  b y  p r e s s i n g  D a t e / O u t l i n e  (S h if t-F 5 ) .
W h e n  th e  m a c r o  is  e x e c u te d ,  ( D a t e / O u t l i n e ) c  w i l l  s e l e c t  D a t e  C o d e  f r o m  th e  

D a t e / O u t l i n e  m e n u .

For more information, see Date in Reference.

Merge
You can use either this command, or the Date Code (Shift-F5,2) (see Date in 
Reference) to insen the current date in merged documents. The first example 
below uses the {DATE} command; the second example shows how to 
achieve the same result using the Date Code.

Example 1:
(DATE)

(FIELD) Name' 
(FIELD (Address'
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-( ASSIGN )Se((CTON) ( VARIABLE)Char--/256-{COMMENT } 
Assign quotient to var Set 

-1 ASSIGN} Num-{ CTON} { VARIABLE }Char--%256-{ COMMENT} 
Assign remai nder to var Num 

-( VARIABLE}SeC,(VARIABLE}Num-(COMMENT} 
Write out character set value-

IDATEI (C-.:>) >• 
The (DATE) merge command insens the current date and/or time in the 
document, as formatted in the Date Format feature (see Date in Reference). 

In previous versions of WordPerfect, this merge command was represented as "D. 

Macros 
Although this command is not available in Macros, you can program a macro 
to access the Date feature, such as in the following example: 

This-document-was-printed: · { Date/Outline }c 

{Date/Outline} may be inserted in the macro by pressing Date/Outline (Shift-F5). 
When the macru is executed, { Dare/Outline Jc will select Date Code from the 
Date/Outline menu. 

For more information, see Date in Reference. 

Merge 
You can use either this command, or the Date Code (Shift-F5.2) (see Date in 
Reference) to insen the current date in merged documents. The first example 
below uses the {DATE} command: the second example shows how to 
achieve the same result using the Date Code. 

Example I: 

{IJATE) 

fFIELD}Name-
( FIELD } Address-
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Example 2:

October 24, 1991
{FIELD}Name"
{FIELD)Address

[ M i n  ngt j  [Dat e :  J 1,4
[ Mr-g! FIELD ] Name " [ HB* ] 
(Mrg!FIELD]Address"

Press Reveal Codes to restore screen

See the Merge subheading under the following commands for additional 
examples: {CHAIN MACRO), (KEYBOARD), (PRINT), (QUIT), 
(REWRITE).

(DISPLAY OFF) O
The (DISPLAY OFF) macro command turns off the display of macro execution. 
If this command were not present, each action of the macro would be rapidly 
displayed on the screen as it was executed. In many cases, you may want to 
turn the display off because macro execution is faster when it does not display.
When you create a macro, the (DISPLAY OFF) command is inserted at the 
beginning of the macro. You can delete this command if you want the macro to 
display execution. (Exceptions: If you create a macro at the normal editing 
screen that ends at a menu or includes a (PAUSE) or (PAUSE KEY) command, 
the (DISPLAY OFF) command is not inserted.)

If you use this command to turn display off, the screen is not automatically 
cleared. Whatever is on the screen will remain on the screen (unless another 
command overwrites it) while the macro is executing.

If display is off when a (PAUSE) or (PAUSE KEY) (see fPAUSE} and 
jPAUSE KEY} below) is executed, the screen does not rewrite. The user will 
probably not know what to do at the pause. You should be sure to turn on 
display before using one of these commands.

Messages in the (CHAR), (INPUT), (PROMPT), and (TEXT) commands 
always display on the screen, even when display is off.

8 1 4 APPENDIX K: MACROS AND MERGE, PROGRAMMING COMMANDS

Example 2: 

{ FIELD } Naffu!1, -
{F IE LC]Mdregg 

l lilr9 , ;'ttU'l1 1J-.iP- fanu I 
I lllf'O • ;'Jtll'I J.l.ddrc:,,90-

Press Reveal Codes to restore screen 

Octob@r 24. l gg l 

See the Merge subheading under the following commands for additional 
examples: (CHAIN MACRO}. (KEYBOARD}, {PRINT}, (QUIT}, 
{REWRITE} . 

!DISPLAY OFF) C°.) 
The ( DISPLAY OFF} macro command turns off the display of macro execution. 
If this command were not present. each action of the macro would be rapidly 
displayed on the screen as it was executed. In many cases, you may want to 
turn the display off because macro execution is faster when it does not display. 

When you create a macro. the (DISPLAY OFF} command is inserted at the 
beginning of the macro. You can delete this command if you want the macro to 
display execution. (Exceptions: If you create a macro at the normal editing 
screen that ends at a menu or includes a (PAUSE} or [ PAUSE KEY} command. 
the {DISPLAY OFF} command is not inserted.) 

If you use this command to turn display off. the screen is not automatically 
cleared. Whatever is on the screen will remain on the screen (unless another 
command overwrites ii) while the macro is executing. 

If display is off when a !PA USE} or {PAUSE KEY } (see {PAUSE/ and 
{PAUSE KEY/ below) is executed. the screen does not rewrite. The user will 
probably not know what to do at the pause. You should be sure to turn on 
display before using one of these commands. 

Messages in the (CHAR}. (INPUT}. {PROMPT}. and (TEXT} commands 
always display on the screen. even when display is off. 
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Macros
In the following example, display is off until the file is ready to be printed. 
The (DISPLAY ON} command just before the (Print) command allows the 
Print menu to display.

(DISPLAY OFF}
( H om e} {H om e} (U p )

(;)M ove tobeginning-offile '
(Replace }n[ {Search}({Search}

{;(Replace "!" with "("'w/o-confirm'
( Home) (Home | (Up)

{;(Move-the-cursor-to-the-top of-the-tile'
{Replace) n] {Search}) (Search)

);(R ep lace"]"w ith ")"w /o co n firm '
(DISPLAY ON}

(;)Turn on-display to allow menu to display'
{P rin t} s

( ; )Display printer select m enu'

Merge
This command is not available in Merge. Merges are always invisible unless 
you use the {REWRITE} command to rewrite the screen.

(DISPLAY 0N| O
The (DISPLAY ON} macro command is used to turn on the display of macro 
execution after it has been turned off by the (DISPLAY OFF} command (see 
(DISPLAY OFF} above). Display On is the default for macro execution. Macro 
execution is slower when display is on.

(DISPLAY ON} does not itself rewrite the screen. The screen is only rewritten 
when a command subsequent to the (DISPLAY ON} command performs an 
action that rewrites the screen.

Macros
See the Macro subheading under the following commands for examples of 
how to use this command: (DISPLAY OFF), (MENU OFF).

Merge
This command is not available in Merge. Merges are always invisible unless 
you use the (REWRITE) command to rewrite the screen.

(DOCUMENT)A7ena/ne~ (O ) >-
The (DOCUMENT) merge command inserts the named document into the 
merged document at the point the command is encountered. The document is 
not processed, so any merge commands in the inserted document are ignored. 
This command is commonly used for inserting variable paragraphs in contracts 
and similar documents, often called document assembly, or to have the merge 
build a primary or secondary file.
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Macros 
In the following example. display is off until the tile is ready to be printed. 
The (DISPLAY ON} command just before the [ Print l command allows the 
Print menu to display. 

{DISPLAY OFF) 
(Home) {Home) (Up) 

{;}Move 10 hegmmng-offile-

1 Replace) nl I Search}( {Search} 
(:) Replace "[" with "( "·w/o·contin11-

I Home 11 Home} ( Up} 
{;} Move-1he·cursor-to-the·top of.the-tile­

! Replace} n] I Search}){ Search) 
(;)Replace")" with")" w/o confinn­

lDISPLAY ON] 
{;} Turn on-display co allow menu to display­

! Print )s 
I;} Display printer select menu-

Merge 
This command is not available in Merge. Merges are always invisible unless 
you use the I REWRITE} command to rewrite the screen. 

tDISPLAY ONI (".) 
The (DISPLAY ON) macro command is used to turn on the display of macro 
execution after it has been turned off by the I DISPLAY OFF} command (see 
{ DISPLAY OFF J above). Display On is the default for macro execution. Macro 
execution is slower when display is on. 

{DISPLAY ON) does not itself rewrite the screen. The screen is only rewritten 
when a command subsequent to the (DISPLAY ON) command performs an 
action that rewrite~ the ~creen. 

Macros 
See the Macro subheading under the following commands for examples of 
how to use this command: t DISPLAY OFF}, { MENU OFF l. 

Merge 
This command is not available in Merge. Merges are always invisible unless 
you use the (REWRITE} command to rewrite the screen. 

IDOCUMENTlfi/ename- (C°.)) >+ 
The {DOCUMENT) merge command inserts the named document into the 
merged document at the point the command is encountered. The document is 
not processed, so any merge commands in the inserted document are ignored. 
This command is commonly used for inserting variable paragraphs in contracts 
and similar documents. often called document assembly, or to have the merge 
build a primary or secondary file. 
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Macros
This command is not available in Macros. However, you can perform a 
similar function with the following macro:

{Retrieve I document, wp (Enter}

These commands retrieve DOCUMENT.WP into the current document. 

Merge
In the following example, the {DOCUMENT} command inserts the 
document called ONEROOM.MRG in the merged document if variable 
Rooms is equal to 1, or the document TWOROOMS.MRG if variable Rooms 
is not equal to 1.

( IF) I VARIABLE)R oom s'= P{ COM M ENT(
'  (DOCUMENT )OneRoom.mrg~{ COM M ENT}

'{E L S E ) {DOCUM ENT) TwoRooms.mrg'{ COMMENT)
'{EN D  IF)

(ELSE) O  >~
The (ELSE) command is used in connection with the {IF}, (IF BLANK},
{IF EXISTS), {IF NOT BLANK), and {END IF} commands. It marks the 
beginning of the commands which execute should the IF value be zero (false) 
(see /IF )  below).

The {ELSE} command is not a required part of an IF statement. It should be 
used when there are certain steps that need to be performed only when the IF 
value is zero (false). The commands below {END IF) execute whether or not 
the IF value is true.
It is possible to use the (ELSEj command instead o f the jOTHERWISEj command to 
handle cases that do not match in a lCASE} or /CASE CALLj command. However,
/ELSEj will not function correctly if the CASE statement is within an IF statement.

Macros
In the example below, if variable Number contains a negative number, add 2. 
I f not, subtract 2.

(IF) {V ARIABLE)Num ber'<0'
{;}If-var-Number-is-less-than O'

{ASSIGN (Number'{VARIABLE )N um ber'+2 '
{;) Add-2-to-var-Number'

{ELSE)
{;) If not'

{ASSIGN [N um ber') VARIABLE [N um ber'-2 '
{;}subtract-2-fromvarNumber~

(END IF)
{;) End of - {IF ) -statement'

See the Macros subheading under the following commands for additional 
examples: {IF EXISTS), {Item Down}, {Item Left}, (Item Right},
{Item Up}, {RESTART}, (SHELL MACRO}, {STATE}.
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Macros 
This command is not available in Macros. However, you can perform a 
similar function with the following macro: 

( Retrieve !document. wp{ Enter) 

These commands retrieve DOCUMENT.WP into the current document. 

Merge 
In the following example , the {DOCUMENT} command inserts the 
document called ONEROOM.MRG in the merged document if variable 
Rooms is equal to 1, or the document TWOROOMS.MRG if variable Rooms 
is not equal to I. 

( IF) { VARIABLE)Rooms·=1·1coMMENT) 
· 1 DOCUMENT )OneRoom.mrg· {COMMENT) 

-{ ELSE) ( DOCUMENT)TwoRoorns.111rg·{cOMMENT) 
-(END IF! 

tELSEI C) >-+ 
The {ELSE) command is used in connection with the (IF}, ( IF BLANK}, 
(IF EXISTS}, {IF NOT BLANK}, and {END IF} commands. It marks the 
beginning of the commands which execute should the IF value be zero (false) 
(see (IF/ below). 

The {ELSE} command is not a required part of an IF statement. It should be 
used when there are certain steps that need to be performed only when the IF 
value is zero (false). The commands below I END IF) execute whether or not 
the IF value is true. 

It is possible to use the f ELSE} command imtead of the (OTHERWISE} command to 
handle cases that do not match in a (CASE} or (CASE CALL} command. However, 
( ELSE} will not function correctly if the CASE statement is within an IF statement. 

Macros 
In the example below, if variable Number contains a negative number, add 2. 
If nor. subtract 2. 

! IF) I VARIABLE)Number·<o· 
I:) If-var-Number-is-less-than o· 

I ASSIGN )Number· {VA RIABLE) Number· +2' 
I:) Add-2-to-var-Number· 

{ELSE) 

(: !If noC 
(ASSIGN) Number·{ VARIABLE )Number· -r 

(: )subtract-2-from var Number· 
(END IF ) 

I:) End of-I IF) ·statement· 

See the Macros subheading under the following commands for additional 
examples: PF EXISTS}, { Item Down}, ( Item Left}, { Item Right}, 
(Item Up}. (RESTART}. (SHELL MACRO). {STATE). 
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See the Merge subheading under the following commands for examples of 
how to use this command: (DOCUMENT), (IF), (IF BLANK),
(IF EXISTS), (LOOK), (NEST MACRO), (NEXT RECORD),
(SUBST PRIMARY).

(END FIELD) > *
The (END FIELD) merge command signals the end of a field in a secondary 
file. A Flard Return (HRt) is automatically inserted with this command for better 
readability.

When you insert this command, a message appears at the bottom o f the screen that lets 
you know the number o f the field where the cursor is currently located. I f  you use the 
!FIELD NAMES) command, the name o f the field appears instead o f the number.
Pressing Home,Home. Up Arrow will temporarily remove the message from the screen. 
However, as long as you have an /END FIELD), /END RECORD), or /FIELD NAMES) 
command in the file, the message will display when the cursor is after the command. If 
you delete all the /END FIELD), /END RECORD), and /FIELD NAMES) commands 
from the file, then press Home,Home, Up Arrow, the message will not reappear.

In previous versions o f WordPerfect, this merge command was represented by AR.

Macros
This command is not available in Macros.

Merge
Records in the following secondary file have three fields:

International Exporting{END FIELD)
(801) 555-4421 {END FIELD)
George Wiley {END FIELD)
{END RECORD)

Merge

Tradewinds, Inc.{END FIELD) 
(409) 555-3567{END FIELD) 
Susan Escher{END FIELD) 
{END RECORD)

See the Merge subheading under the following commands for additional 
examples: (CHAIN SECONDARY), (FIELDNAMES).

(END FORI O  >■*
This command signals the end of a (FOR) or (FOR EACH) loop (see (FOR) 
and /FOR EACH) below).

Macros
See the Macros subheading under the following commands for examples of 
how to use this command: (BREAK), (FOR), (FOR EACH), (NEXT).
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Merge 
See the Merge subheading under the following commands for examples of 
how to use this command: {DOCUMENT!. IIFI. {IF BLANK), 
{ IF EXISTS I. { LOOK l, { NEST MACRO}. { NEXT RECORD}. 
{SUBST PRIMARY!. 

IEND FIELD! )-+ 

The { END FIELD I merge command signals the end of a field in a secondary 
tile. A Hard Return [HRtJ is automatically insened with this command for better 
readability. 

When rn11 insert this co111111and, a message appears at the bottom of' the screen that lets 
vou knoll' 1he n11111ber of 1he field 1i·here !he c11rsor is c11rrelllly localed. If you use 1he 
( FIELD NAMES/ co111111and. the na111e of 1he field appears in.Head of the nu111be1: 
Pressing Home.Home.Up Arrow ll'ill 1e111porarilr re111ore !he messaf?e from !he screen. 
Howe1 ·e1: as long as you hare w1 (END FIELD}. (END RECORD/. or (FIELD NAMES} 
command in the file, The message ll'ill displll\· when The rnrrnr is after the command. ff 
you delete all the (END FIELD/, (END RECORD/, and {FIELD NAMES/ commands 
Jin111 the .file, then press Home.Home, Up Arrow, the messaf?e will not reappear. 

In prerivus rersions of WordPerfect, this merge co111ma11d was represented hy AR. 

Macros 
This command is not available in Macros. 

Merge 
Records in the following secondary tile have three fields: 

lntern~tion~I Exponing( END FIELD} 
(K0IJ 555-4421 (END FIELD} 
George Wiley (END FIELD } 
( END RECORD} 

Tradewinds. lnc.(END FIELD} 
(409) 555-3567(EN D FIELD } 

Susan Escher( END FIELD } 
(END RECORD } 

See the Merxe subheading under the following commands for additional 
examples: {CHAIN SECONDARY}, {FIELD NAMES). 

IEND FORI C-.) >+ 
This command signals the end of a (FOR) or {FOR EACH! loop (see {FOR} 
and {FOR EACH/ below). 

Macros 
See the Macros subheading under the following commands for examples of 
how to use this command: {BREAK). { FOR l. { FOR EACH}, (NEXT]. 
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See the Merge subheading under the following commands for examples of 
how to use this command: (FOR), {MID}, {NEXT}.

{END IF} O  >~
The {END IF} command marks the end of an IF structure and is used with the 
(IF), {IF BLANK}, {IF EXISTS}, (IF NOT BLANK), and {ELSE} commands.

Macros
See the Macros subheading under the following commands for examples of 
how to use this command:" {BREAK}, {ELSE}, {GO}, {IF}, {IF EXISTS), 
{Item Down}, {Item Left}, {Item Right}, (Item Up}, {LEN}, {LOOK}, 
{NEXT}, (ORIGINAL KEY}, (RESTART), {SHELL MACRO}, {STATE} 
(in text).

Merge
See the Merge subheading under the following commands for examples of 
how to use this command: {BELL}, {CALL}, {DOCUMENT}, (GO),
{IF}, {IF BLANK}, {IF EXISTS}, {IF NOT BLANK), {MID},
{NEST MACRO), (NEST PRIMARY), (NEST SECONDARY}, {NEXT}, 
{NEXT RECORD}, {SUBST PRIMARY}, {SUBST SECONDARY}.

(END RECORD) > *
This merge command signals the end of a record in a secondary file. A hard 
page break is inserted automatically with this code for better readability.

W h en  y o u  in s e r t  th i s  c o m m a n d ,  a  m e s s a g e  a p p e a r s  a t  th e  b o t to m  o f  th e  s c r e e n  th a t  l e t s  
y o u  k n o w  th e  n u m b e r  o f  th e  f i e ld  w h e r e  th e  c u r s o r  i s  c u r r e n t ly  lo c a te d .  I f  y o u  u s e  th e  
l F IE L D  N A M E S / c o m m a n d ,  th e  n a m e  o f  th e  f i e l d  a p p e a r s  i n s t e a d  o f  th e  n u m b e r .
P r e s s in g  Home.Home, Up Arrow w i l l  t e m p o r a r i l y  r e m o v e  th e  m e s s a g e  f r o m  th e  s c r e e n .  
H o w e v e r ,  a s  lo n g  a s  y o u  h a v e  a n  ( E N D  F I E L D } ,  ( E N D  R E C O R D }, o r  (F I E L D  N A M E S }  

c o m m a n d  in  th e  f i l e ,  th e  m e s s a g e  w i l l  d i s p l a y  w h e n  th e  c u r s o r  i s  a f t e r  th e  c o m m a n d .  I f  

y o u  d e l e t e  a l l  th e  ( E N D  F I E L D } ,  ( E N D  R E C O R D } ,  a n d  (F I E L D  N A M E S }  c o m m a n d s  ' 

f r o m  th e  f i l e ,  th e n  p r e s s  Home.Home, Up Arrow, th e  m e s s a g e  w i l l  n o t  r e a p p e a r .

In p r e v i o u s  v e r s io n s  o f  W o r d P e r fe c t ,  th i s  m e r g e  c o m m a n d  was r e p r e s e n te d  a s  AE.

Macros
This command is not available in Macros.

Merge
See the Merge subheading under the following commands for examples of 
how to use this command: {CHAIN SECONDARY}, {END FIELD}, 
{FIELD NAMES}.

(IEND WHILE) O  >~
This command signals the end of a {WHILE} loop (see (WHILE} below).

Merge
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Merge 
See the Merge subheading under the following commands for examples of 
how to use this command: !FORI. [MID}. [NEXT) . 

!END IFI C'.) >+ 
The \END IF) command marks the end of an IF structure and is used with the 
(IF), (IF BLANK), [IF EXISTS), [IF NOT BLANK}. and [ELSE) commands. 

Macros 
See the Macros subheading under the following commands for examples of 
how to use this command: [BREAK). {ELSE). (GO). (IF), [IF EXISTS}. 
!Item Down). {Item Left). [ Item Right), { Item Up l. [LEN), [LOOK), 
[NEXT) . [ORIGINAL KEY}, [RESTART}. [SHELL MACRO}, [STATE) 
(in text) . 

Merge 
See the Merue subheading under the following commands for examples of 
how to use this command: [BELL). (CALL), [DOCUMENT). {GO), 
{IF), (IF BLANK), [IF EXISTS), (IF NOT BLANK), (MID). 
(NEST MACRO I. (NEST PRIMARY). [NEST SECONDARY}, {NEXTI. 
{NEXT RECORD ). {SUBST PRIMARY). {SUBST SECONDARY). 

·JENO RECORD! >+ 
This merge command signals the end of a record in a secondary file. A hard 
page break is inserted automatically with this code for better readability. 

When you i11serr !his command. a message appears ar !he bor1om of 1he screen 1har leis 
vou know 1he numher of' !he field where the cursor is currenllv located I( \ 'O Ii 11w' ri,e 
·, 1-·11::LD NAMES/ com,iwnd. the name of the field appears in.l'tead of the n11111he1: 
Pressing Home.Home. Up Arrow will temporarilv re111ove the message fro111 the screen. 
Howeve1; as long as ,·ou have w1 {END FIELD/. {END RECORD/, or {FIELD NAMES/ 
command in !he file, !he message will displar when the cursor is af1er the command. fl 
you delete all 1he {END FIELD/. {END RECORD/. and {FIELD NAMES/ commands 
from 1he file, !hen press Home .Home.Up Arrow, the 111e.1·.mge u·i/1 not reappear. 

In prel'ious i•ersions of WordPe1fect. !his mer,?e commt111d 1rns represen!ed as I\£. 

Macros 
This command is not available in Macros. 

Merge 
See the Merge subheading under the following commands for examples of 
how to use this command: [CHAIN SECONDARY), {END FIELD). 
( FIELD NAMES). 

11:ND WHILE! C) >-
This command signals the end of a (WHILE) loop (see {WHILE} below). 
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Macros
See the Macros subheading under the following commands for examples of 
how to use this command: {SYSTEM}, {WHILE}.

Merge
See the Merge subheading under {SYSTEM} for an example of how to use 
this command.

IFIELDIffeW >-
The {FIELD} merge command inserts the contents of the named (or numbered) 
field in the merged document or in another merge command.

In  p r e v i o u s  v e r s io n s  o f  W o r d P e r f e c t ,  th i s  m e r g e  c o m m a n d  w a s  r e p r e s e n te d  a s  AFnameA o r  

AF # A.

Macros
This command is not available in Macros.

Merge
In the following example, the contents of the Name and Address fields in the 
current record in the secondary merge file are inserted in the letter.

(FIELD) Name'
(FIELD [Address'

Dear {FIELD } Name':

See the M e r g e  subheading under the following commands for additional 
examples: (BELL), {CALL}. {CHAIN MACRO}, {COMMENT}, 
( D A T E ) ,  ( G O ) ,  (IF  B L A N K ) ,  (IF  N O T  B L A N K ) ,  { M I D ) ,
{MRG CMND), {NEST MACRO), {NEST PRIMARY),
(NEST SECONDARY}, (NEXT RECORD}, {PAGE OFF}, {PAGE ON}, 
{PRINT}, (REWRITE), {SUBST PRIMARY).

(FIELD NAMESlfiamer... nameN~~ >~
This merge command declares the names and order of the fields in a secondary 
file. Using this command in the secondary file allows you to reference the fields 
by name in a primary file. (Referencing fields by name in a primary file is 
usually much easier than remembering the order of the fields in the secondary 
file.)

The {FIELD NAMES) command must be the first command in the secondary 
file. If the records have more fields than those declared in this command, 
additional fields are numbered. The {FIELD NAMES} command must precede 
the records. When initially inserted, the command and field names are all on 
one line.

You may find it easier to read by formatting it on separate lines, as in the 
example below. An {END RECORD} command and its accompanying )HPg)
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Macros 
See the Macros subheading under the following commands for examples of 
how to use this command: {SYSTEM}, {WHILE}. 

Merge 
See the Merge subheading under (SYSTEM} for an example of how to use 
this command. 

IFIELDl fie/d- >-+ 
The {FIELD} merge command inserts the contents of the named ( or numbered) 
field in the merged document or in another merge command. 

/11 pre1·io11s 1•erswns of WordPerfeu, this merf{e command was represented as "Fname" or 
"F#". 

Macros 
This command is not available in Macros. 

Merge 
In the following example. the contents of the Name and Address fields in the 
current record in the secondary merge file are inserted in the letter. 

( FIELD I Name-

( FI ELD) Address-

Dear { FIELD I Name-· 

See the Merge subheading under the following commands for additional 
examples: {BELL), {CALL}. {CHAIN MACRO}. {COMMENT}, 
{DATC), {GO), (IF BLANK}, jlF NOT BLANK), {MID). 

{MRG CMND}, {NEST MACRO}, {NEST PRIMARY}, 
[NEST SECONDARY}, [NEXT RECORD}. {PAGE OFF}, {PAGE ONl, 
[PRINT), [REWRITE}, {SUBST PRIMARY}. 

!FIELD NAMESIname1-... nameN-- >-+ 
This merge command declares the names and order of the fields in a secondary 
file. Using this command in the secondary file allows you to reference the fields 
by name in a primary tile. ( Referencing fields by name in a primary file is 
usually much easier than remembering the order of the fields in the secondary 
tile.) 

The { FIELD NAMES} command must be the first command in the secondary 
file. If the records have more fields than those declared in this command. 
additional fields are numbered. The { FIELD NAMES l command must precede 
the records. When initially inserted, the command and field names are all on 
one line. 

You may find it easier to read by formatting it on separate lines, as in the 
example below. An { END RECORD} command and its accompanying l HPg] 
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code are inserted automatically when you insert this command. You are limited 
to 100 named fields, and field names are limited to 39 characters.

A fter you insert this command, a m essage appears a t the bottom  o f  the screen that lets 
you know  the nam e or num ber o f  the f ie ld  where the cursor is currently located.
P r e s s in g  Home,Home,Up Arrow w i l l  t e m p o r a r i l y  r e m o v e  th e  m e s s a g e  f r o m  th e  s c r e e n .  

H o w e v e r ,  a s  l o n g  a s  y o u  h a v e  a n  ( E N D  F I E L D ] ,  ( E N D  R E C O R D ] .  o r  ( F I E L D  N A M E S j  

c o m m a n d  in  th e  f i l e ,  th e  m e s s a g e  w i l l  d i s p l a y  w h e n  th e  c u r s o r  i s  a f t e r  th e  c o m m a n d .  I f  

y o u  d e l e t e  a l l  th e  ( E N D  F I E L D ] ,  ( E N D  R E C O R D j ,  a n d  (F I E L D  N A M E S ]  c o m m a n d s  
f r o m  th e  f i l e ,  th e n  p r e s s  Home.Home. Up Arrow, th e  m e s s a g e  w i l l  n o t  r e a p p e a r .

Macros
This command is not available in Macros.

Merge
In the following example, the first three fields of each record are named 
using the {FIELD NAMES) command. The additional fields are not named, 
and so are numbered Field 4, Field 5, etc. The {FIELD NAMES) command 
shown in this example has been formatted on several lines so that it is easier 
to read.

{FIELD NAMES)
Com pany'
Phone'
C ontact'
'{EN D  RECORD)

International Exporting!END FIELD) 
(801) 555-4421 {END FIELD)
George W ileytEN D FIELD }
Furniture{END FIELD)
4 5 (END FIELD)
$1.5 million {END FIELD)
{END RECORD)

Tradewinds. Inc.{END FIELD) 
(409) 555-3567{END FIELD) 
Susan Escher{END FIELD) 
Memorabilia)END FIELD)
200{END FIELD)
$2.0 million {END FIELD) 
{END RECORD)

See the Merge subheading under (CHAIN SECONDARY] for an additional 
example.

{FOR I rar ~start ~stop ~step~ O  >■*
The {FOR) command is useful for executing a series of commands a certain 
number of times. The commands between the {FOR} and {END FOR) 
commands are executed once for each value of var between start and stop 
inclusive, as incremented by step.
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code are inserted automatically when you insert this command. You are limited 
to 100 named fields, and field names are limited to 39 characters. 

After you insert this co111111w1d. a messa!ie appears at the bottom of the screen that lets 
you know the name or 11umher of the field where the rnrsor is currently located. 
Pressing Home.Home.Up Arrow will temporarily remove the message from the screen. 
However. as lonR as vou have an {END FIELD/, {END RECORD}. or (FIELD NAMES} 
command i11 the file. the message will display when the cursor is after 1/ze command. If 
vou ddne all the (END Flt.LO}. (END RECORD}, and {FIELD NAMES} commands 
from the file. then press Home .Hnme. Up Arrow, 1he message will ,wt reapp,•w: 

Macros 
This command is not available in Macros . 

Merge 
In the following example. the first three fields of each record are named 
using the { FIELD NAMES] command. The additional fields are not named, 
and so are numbered Field 4. Field 5, etc. The { FIELD NAMES] command 
shown in this example has been formatted on several lines so that it is easier 
to read. 

!FIELD NAMES) 
Company-
Phone-
ContacC 
-IEND RECORD} 

Jnternationill Exporting! END FIELD) 
(801) 555-4421{END FIELD) 
Geor11e Wiley /END FIELD) 
Furniture I END FIELD) 
45{END FIELD} 
$1 .5 millionJEND FIELD} 
IEND RECORD} 

Trade winds. Inc. { END FIELD} 
(409) 555-3567{END FIELD! 
Susan Escher I END FIELD} 
MemorabiliaJEND FIELD) 
200JEND FIELD) 
$2.0 million I END FIELD) 
IEN D RECORD) 

See the Merge subheading under /CHAIN SECONDARY/ for an additional 
example. 

IFORlva,-starr stop -step- ~.) >-
The ( FOR l command is useful for executing a series of commands a certain 
number of times. The commands between the l FOR l and ! END FOR} 
commands are executed once for each value of var between start and stop 
inclusive, as incremented by step. 

820 APPENDI X K MACROS AND MERGE, PROGRAMMING COMMANDS 



The start, stop, and step values can be entered in the command as expressions, 
variables, or other commands. Each expression, variable, or command is 
evaluated to a value, then the value is assigned to the variable.

In any FOR loop, {END FOR) command must be used to determine the end of 
the series of commands included in the loop. The (END FOR} command sends 
execution to the top of loop for the next iteration. You can also use the 
{NEXT} command to send execution to the next iteration (see /NEXTj below), 
but you must still include an {END FOR} to mark the end of the loop.

The {FOR} command itself initializes the variable with the start value. You do 
not need to pre-assign the variable. Each subsequent time the {FOR} command 
is executed (at the top of the loop), the variable is incremented by the step value.

M a c r o s
The following example shows how you could use the {FOR} command to 
write out a line of 20 asterisks (*). (See Merge below for a more 
complicated example.)

(FOR) C oun ter'l '2 0 ' l '
( ; (For every value-of-Counter-from-1 -to-20-(values incremented 
by-l-eachtim e through the loop)'

*
(;}Write an as te risk f* ) '

(END FOR)
(;)End-of-(FOR)-loop.- Repeat the loopunlessC ounter=20 '

See the Macros subheading under the following commands for additional 
examples: {BREAK}, {NEXT}.

Merge
The following example is similar to the example under Macros above; 
however, in this example the start value has been changed to  4, and the step 
to 3. Counter is initialized to 4 the first time through the loop, and so the 
asterisk will be written out. In subsequent iterations of the loop, only 5 more 
asterisks will be written out (Counter equals 7, 10, 13, 16, 19). After that 
the loop will end because 22 (the next increment after 19) is greater than 20 
(the stop value).

(FO R ) Counter'4 '20'3~ {COM M ENT}
For every value o f Counter from 4 to 20 (values incremented by 3 each time 
through the loop)

'*{ COMMENT)
Write an asterisk (*)

'(E N D  FO R)(CO M M EN T)
End of (FOR) loop. Repeat the loop unless Counter>=20~

See the Merge subheading under the following commands for additional 
examples: {MID}, {NEXT}.
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The start, stop, and step values can be entered in the command as expressions, 
variables, or other commands. Each expression, variable, or command is 
evaluated to a value, then the value is assigned to the variable. 

In any FOR loop, { END FOR) command must be used to determine the end of 
the series of commands included in the loop. The { END FOR} command sends 
execution to the top of loop for the next iteration. You can also use the 
{NEXT) command to send execution to the next iteration (see {NEXT/ below), 
but you must still include an {END FOR I to mark the end of the loop. 

The (FOR) command itself initializes the variable with the start value. You do 
not need to pre-assign the variable. Each subsequent time the (FOR} command 
is executed (at the top of the loop), the variable is incremented by the srep value. 

Macros 
The following example shows how you could use the {FOR} command to 
write out a line of 20 asterisks (*). (See Merge below for a more 
complicated example.) 

I FOR I Counter- 1-20-1-

* 

I; JFor every value·of.Counter·from• l-to·20•(value, incremented 

by· I-each time through the loopr 

I; I Write an asterisk·(* f 

(END FORJ 
I: JEnd-of.(FOR I-loop.· Repeat the loop unless Counter=20-

See the Macros subheading under the following commands for additional 
examples: {BREAK}. {NEXT}. 

Merge 
The following example is similar to the example under Macros above; 
however, in this example rhe stan value has been clrnngcl.l to 4, uni.I the step 

to 3. Counter is initialized to 4 the first time through the loop, and so the 
asterisk will be written out. In subsequent iterations of the loop, only 5 more 
asterisks will be written out (Counter equals 7, I 0, 13, 16, 19). After that 
the loop will end because 22 (the next increment after 19) is greater than 20 
(the stop value). 

I FOR I Counter-4-2crT I COMMENT I 
For every value of Counter from 4 to 20 (values incremented by 3 each time 

through the loop) 
-•(COMMENT} 

Write an asteri,k (*) 
-(END FORJICOMMENTJ 

End of I FOR l loop. Repeat the loop unless Counter>=20-

See the Merge subheading under the following commands for additional 
examples: { MID l, (NEXT}. 
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{FOR £AGH\var~expr1~... exprN~~ O
The {FOR EACH} macro command is similar to the (FOR) command. The 
difference is that instead of having a sequential step value, each value to be 
assigned to the variable is included as an argument in the command. (The 
values can still be included as expressions, variables, or commands. They are 
evaluated before being assigned to the variable.) See [FOR/ above for more 
information.

Like the {FOR} command, the (FOR EACH) command itself initializes the 
variable with the start value. You do not need to pre-assign the variable. Each 
time the {FOR EACH} command is executed (at the top of the loop), the 
variable is assigned the next value.

Remember to end the loop with an {END FOR} command.

M a c r o s
In the following example, the macro will loop 5 times. Each time it loops, 
the variable “Count" will be equal to the specified value (i.e., on the first 
loop, Count=15, on the second loop, Count=10, on the third, Count=25, etc.).

1 FOR EA CH ) C ount' 15'10~25~95~50~~
(;} Var-Count-is-initialized-to- I5thefirsttim ethrough-the-loop,-then 
10 ..then-25 ,andsoon '

{VARIABLEJCount"
{;)W riteoutvar-Count-follow edby-a space"

(END FOR (
|;}Perform thenext-iteration-of the loop unless Count=50. ■ Inthatcase.endtheloop."

When execution is complete, "15 10 25 95 50 ” will have been written out. 
N o te  th e  s p a c e  ( r e p r e s e n te d  b y  “ a f te r  th e  { V A R IA B L E (Count- command. 
This is the space after each number when they are written out.

M e r g e
This command is not available in Merge.

(GO) label' O  F*
The {GO} command transfers execution to the location in the macro or merge 
file indicated by label. It is used in conjunction with the {LABEL} command 
which marks the place to which execution is transferred.

The {GO} command is useful when you want to skip a part of your macro or 
merge, or to transfer control to another part based on a condition. Unlike the 
{CALL} command, (GO) does not require that execution return.

M a c r o s
This macro checks to see if the Search command has been entered in 
variable Key. Notice that the steps between {END IF) and {LABEL} will 
be skipped if variable Key contains {Search}.

{IF )" {VARIABLE} Key~"=" {Search}
{;) If-var- Key contains- j Search}~

(GO (Search"
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(FOR EACHI va,-expr1 -... exprN- - C) 
The { FOR EACH) macro command is similar to the {FOR} command. The 
difference is that instead of having a sequential step value, each value to be 
assigned to the variable is included as an argument in the command. (The 
values can still be included as expressions, variables, or commands. They are 
evaluated before being assigned to the variable.) See / FOR} above for more 
information. 

Like the {FORl command, the {FOR EACH) command itself initializes the 
variable with the start value. You do not need 10 pre-assign the variable. Each 
time the /FOR EACH} command is executed (at the top of the loop). the 
variable is assigned the next value. 

Remember to end the loop with an { END FOR} command. 

Macros 
In the following example. the macro will loop 5 times. Each time it loops, 
the variable "Count" will be equal to the specified value (i.e., on the first 
loop. Count= 15. on the second loop. Count= I 0. on the third, Count=25, etc.). 

{ FOR EACH }Count_ I s- io-25-95-50--

{; ) Var-Count -is·in111alized·to· l 5 the first time through-the•loop.-then 
IO.•then -25. and so on-

I VARIABLE )CounC• 
{;) Write out var·Count•followed by•a space­

! END FOR! 
I;) Perform the next•iteratiun-of the loop unless Count=50. ··ln ·that case.end the loop.-

When execution is complete, "15 IO 25 95 50 " will have been written out. 
Note the space (represented by .. uftcr the ( VARIABLI'; }Count- cummaml. 
This is the space after each number when they are written out. 

Merge 
This command is not available in Merge. 

(GOl/aber c+.) >-
The {GO} command transfers execution to the location in the macro or merge 
file indicated by label. It is used in conjunction with the {LABEL} command 
which marks the place to which execution is transferred. 

The { GO l command is useful when you want to skip a part of your macro or 
merge, or to transfer control to another part based on a condition. Unlike the 
! CALL l command. {GO} does not require that execution return. 

Macros 
This macro checks to see if the Search command has been entered in 
variable Key. Notice that the steps between { END IF} and ! LABEL} will 
be skipped if variable Key contains {Search). 

{IF}" { VARIABLE } Key-"=" {Search} "-

{;) Jf.var·Key-contains-{ Search )­
{ GO ]Search-
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{;} Go-to-the-Search-LabeF
{END IF)

• (middle section of macro)

{LA B EL) Search'
{; (Perform the search'

• (Steps of the search)

{QUIT)
{;) Stop-macro-execution'

The macro ends after the search has been completed.

See the Macros subheading under the following commands for additional 
examples: (CHAIN), (Item Down), (Item Left), (Item Right), (Item Up), 
{LEN), (LOOK), (ON CANCEL), (ON ERROR), (RETURN CANCEL), 
(RETURN ERROR).

M e r g e
In the following example, suppose you have a secondary file where the last 
record has “End” as the contents of its Name field. You could use the 
following commands to stop the merge when it gets to that record.

{IF )" (FIELD ) Name~"="End"~{ COM M ENT)
~ | G O } EndTheMerge" {COM M ENT}

'{EN D  IF}
*
• (more of the primary file)

{LABEL) EndTheM erge' {COM M ENT)
( S T U B )

See the Merge subheading under the following commands for additional 
examples: (BELL), (COMMENT), (IF), (LOOK), (ON CANCEL),
(ON ERROR), (RETURN CANCEL), (RETURN ERROR).

{IF}expr~ 0 > *
The (IF) command is used to execute a set of commands only if  a certain 
condition exists. If the condition exists (expr is evaluated to be true), the 
commands directly after the (IF) command are executed.

The expr argument is usually a logical expression. An expression is true if it is 
evaluated as a non-zero number. For example, when the expression 4=4 is 
evaluated, the result is -1 (which corresponds to true). The value is false if it 
results in a 0 or contains nothing at all. String values and commands must be 
enclosed in quotes to be evaluated correctly. See Appendix J: Macros and 
Merge, Expressions for more information on expression evaluation.
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(; }Go-to-the-Search-Laber 

{END IF} 

(middle section of macro) 

I LABEL}Search-
1 ;}Perform the search-

(Steps of the search) 

(; I Stop-macro-execution-

The macro ends after the search has been completed. 

See the Macros subheading under the following commands for additional 
examples: {CHAIN}, { Item Down). { Item Left}, { Item Right} , { Item Up}, 
{LEN}, {LOOK}. {ON CANCEL!, {ON ERROR}, {RETURN CANCEL}. 
{ RETURN ERROR) . 

Merge 
In the following example. suppose you have a secondary file where the last 
record has "End" as the contents of its Name field . You could use the 
following commands lo stop the merge when it gets to that record. 

{IF}" ( FIELD I Name-"=" End"-{COMMENT I 
-I GO I EndTheMerge- (COMMENT) 

-{END IF} 

(more of the primary file) 

I LABEL} EndTheMerge- I COMMENT} 
{:STOI') 

See the Merge subheading under the following commands for additional 
examples: (BELL}, {COMMENT}, (IF}, {LOOK}, (ON CANCEL}, 
(ON ERROR}, (RETURN CANCEL}. (RETURN ERROR}. 

llflexp,- ~.) >+ 
The (IF} command is used to execute a set of commands only if a certain 
condition exists. If the condition exists (expr is evaluated to be true), the 
commands directly after the ( IF) command are executed. 

The expr argument is usually a logical expression. An expression is true if it is 
evaluated as a non-zero number. For example, when the expression 4=4 is 
evaluated, the result is -1 (which corresponds to true). The value is false if it 
results in a O or contains nothing at all. String values and commands must be 
enclosed in quotes to be evaluated correctly. See Appendix J: Macros and 
Merge, Expressions for more information on expression evaluation. 
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If the value is true, the commands directly after the (IF) execute. If the value is 
false (or there is no value at all), the commands after (IF) are skipped, and 
execution continues after the (END IF} command.

An (IF) statement always begins with {IF} and ends with {END IF}. If you 
want certain commands to execute only when the value is not true, use the 
{ELSE} command (see / ELSE/ above).

It is possible to nest {IF} commands. See / STATEJ below for an example of 
nested {IF} statements.

M a c r o s
In the example below, the Setup menu is displayed only if the appropriate 
password is in variable Input.

{IF }" {VARIABLE) Inpur"=" (VARIABLE (Passw ord '" '
( ; ) If-var Input containsthepassw ord-(as-stored-invar Password)'

1 Setup)
( ; (Enter the-Setup m enu'

(END IF)
{;) Endof- (IF) -structure'

Notice that quotes are placed around both fVARIABLEj!nput~ and 
j VARIABLE)Password' because it is a string comparison.

See the Macros subheading under the following commands for additional 
examples: {BREAK}, {ELSE}, {GO}, {Item Down}, {Item Left},
{Item Right}, (Item Up}, {LEN}, {LOOK}, {NEXT}, {ORIGINAL KEY), 
{RESTART}, {SHELL MACRO}, (STATE) (in text).
M erg e
The following example writes “again ” each time through the loop until 
variable Counter equals 0. Then it writes “Finished.” (Final output is “again 
again again Finished.”) Notice that the {IF} statement does not use a logical 
expression. Rather, it checks to see if the IF value is non-zero.

(A SSIG N ) C ounter'3 'f COM M ENT)
Set var Counter to 3 (loop will execute 3 times before IF value is false (zero)) 

'(L A B E L ) Loop' (COMM EN T)
'( IF )  (VARIABLE [C ounter") COMMENT)

If var Counter is non-zero 
'again (COM MENT)

Write "again "
'  (ASSIG N) Counter') VARIA B LE) C ounter'-1' (COMMENT)

Subtract 1 from var Counter 
'  (G O ) Loop' (COM M ENT)

Repeat the loop 
'(E L S E ) (COM MENT)

'Finished. (COMMENT)
Write "Finished."

'(E N D  IF)(CO M M EN T)
End of (IF) statement'
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If the value is true, the commands directly after the (IF} execute. If the value is 
false (or there is no value at all). the commands after !IF} are skipped, and 
execution continues after the ( END IF) command. 

An {IF} statement always begins with (IF} and ends with {END IF). If you 
want certain commands to execute only when the value is not true. use the 
{ELSE} command (see / ELSE/ above). 

It is possible ro nest {IF} commands. See / STATE/ below for an example of 
nested {IF} statements. 

Macros 
In the example below. the Setup menu is displayed only if the appropriate 
password is in variable Input. 

{IF }" { VARIABLE} lnpuC"=" {VARIABLE )Password_.,_ 

{;} If.var Input contains-the -password· (as·stored·in·var Passwordr 
{Setup} 

{: }Enter the-Setup menu· 
{END IF } 

{; I End-of· ( IF ) ·s tructure· 

Notice thm quotes are placed around both {VARIABLE/Input- and 
/VARIABLE/Password- because it is a strin,? comparison. 

See the Macros subheading under the following commands for additional 
examples: (BREAK). {ELSE). (GO}. {Item Down), {Item Left], 
{Item Right), (Item Up). (LEN}. (LOOK), {NEXT), {ORIGINAL KEY), 
{RESTART}, (SHELL MACRO!. {STATE} (in text). 

Mcq,;c 
The following example writes "again " each time through the loop until 
variable Counter equals 0. Then it writes "'Finished." (Final output is "again 
again again Finished.") Notice that the {IF) statement does not use a logical 
expression. Rather, it checks to see if the IF value is non-zero. 

{ ASSIGN )Countef3- ( COMMENT) 

Set var Counter to 3 (loop will execute 3 limes before IF value is false (zero)) 
-( LABEL}Loop-1 COMMENT) 

-1 IF } (VARIABL E }Counter--1coMMENT } 
If var Counter is non-zero 

· again {COMMENT) 
Write "again " 

- 1 ASSIGN} Counter-{ VA RIABLE )Counte r--1 - (COMMENT} 

Subtract I from var Counter 
- ( GO }Loop-I COMM ENT} 

Repeat the loop 
-( ELSE} {COMM ENT) 

'finished. (COMMENT} 
Write "Fi ni shed ." 

' (END JF ){ COMM ENT } 
End of ( IF } statement-
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See the Merge subheading under the following commands for additional 
examples: (BELL), {DOCUMENT}, {GO}, {MID}, {NEST PRIMARY), 
(NEST SECONDARY}, {NEXT}, (NEXT RECORD},
(SUBST PRIMARY).

(IF BLANK) ffe/<T > -
If the indicated field is blank, the commands after this command are executed.
Be sure to end the set of commands to be executed with an (END IF} command. 
See also {IF NOT BLANK} below, and If Blank, If Not Blank, and ? under Notes 
at the end of this appendix.

M acros
This command is not available in Macros.

Merge
In the following example, the secondary merge file records have a Title field 
and a Name field. WordPerfect checks to see if the Title field of the current 
record is blank. If so, it inserts just the Name in the merged document. 
Otherwise, it inserts the Title before the Name.

(IF BLANK 1 T itle'!C O M M EN T)
If the Title field is blank in this record 

'{F IEL D (N am e' {COMMENTI
Write out just the Name followed by a space 

'{ELSE) (COMMENT}
Otherwise

'{ FIELD ) T itle ' {FI ELD ) N am e' {COM M ENT}
Write the Title before the Name 

'{EN D  IF)(COM M ENT)
End of {IF BLANK) statement'

See me M erge subheading under the following com mands for additional 
examples: (CALL), (NEST MACRO}, (SUBST SECONDARY}.

{IF EXISTS) Far" O  >-
The (IF EXISTS} command checks to see if the indicated variable has been 
assigned. If it has, the commands following {IF EXISTS} are executed. Like 
other IF statements, the {IF EXISTS} command requires an (END IF} and can 
use an (ELSE) (see {IF} above).

Common uses for the (IF EXISTS) command include establishing a default 
response at a menu (see Macro example below). (IF EXISTS} is also useful 
when you want execution to wait until a key is pressed (see {LOOK} below).

M acros
The following example shows how you can use the {IF EXISTS} command 
to set up a default response to a user prompt:

(TE X T)A uthor'1 Joe;-2 Sue;-3 Marco: 1 {Left}'
{;) User selects author'

(IF EXISTS (A uthor'
(ELSE)
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See the Merge subheading under the following commands for additional 

examples: [BELLI, (DOCUMENT I, f GO], f MID), \NEST PRIMARY}, 
{NEST SECONDARY]. {NEXT), {NEXT RECORD). 
{SUBST PRIMARY} . 

(If BLANK I field- >-
1 f the indicated field is blank. the commands after this command ure executed. 
Be sure to end the set of commands to be executed with an { END IF} command. 
See also / IF NOT BLANK/ below. and fl Blank. If Not Blank. and ? under Notes 
ut the end of this appendix. 

Macros 
This command is not available in Macros. 

Merge 
In the following example. the secondary merge file records have a Title field 
and a Name field. WordPerfect checks to see if the Title field of the current 
record is blank. If so. it inserts just the Name in the merged document. 
Otherwise, it inserts the Title before the Name. 

{IF BLANKITitk-(COMMENTI 

If the Title tie ld is blank in this record 

-{FIELDIName- {COMMENT! 

Write out just the Name followed by a space 

-1 ELSE 11 COMMENT I 
Otherwise 

-{FIELD}Title- {FIELD}NamnCOMM ENT} 

Write the Title before the Name 

-{END IF}{COMMENT I 

End of { IF BLANK I statement-

:See ltle Merge SUbl1c:aLling UllLIC:r tile: folluwit1i; l:UllllllilllUS fur udditiunul 

examples: {CALL), {NEST MACRO). {SUBST SECONDARY]. 

IIF EXISTSlva,- c+.) >-
The { IF EXISTS} command checks to see if the indicated variable has been 
assigned. If it has, the commands following {IF EXISTS} are executed. Like 
other IF statements, the IIF EXISTS} command requires un {END IF) and can 
use an {ELSE) (see (IF} above ). 

Common uses for the { IF EXISTS) command include establishing a default 
response at a menu (see Macro example below). { IF EXISTS) is also useful 
when you want execution to wait until a key is pressed (see ( LOOK/ below) . 

Macros 
The following example shows how you can use the { IF EXISTS} command 
to set up a default response to a user prompt: 

{TEXT)Author-1 Joe;-2 Sue;-3 Marco: I {Leftr 

(; I User selects author­

( IF EXISTS I Author-

( ELSE I 
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(;) If user pressed-Enterat m enu'
(ASSIGN) A u th o r 'r

{;) Use-defaultof-" l “~
(END IF)

M erge
The following example shows how you can use the {IF EXISTS) command 
to set up a default response to a user prompt:

(TEXT)Author" 1 Joe; 2 Sue; 3 Marco: '(C O M M EN T)
User selects author 

'( IF  EXISTS)A uthor')C O M M EN T|
'(E L S E ) (COM M ENT)

If user pressed Enter at menu 
' ( ASSIGN) A u th o r 'l '(  COMMENT)

Use default of " I "
'(E N D  IF)

{IF NOT BLANK|fie/<T
If the indicated field is not blank, the commands following this merge command 
are executed. Be sure to end the set of commands to be executed with an 
{END IF) command. See also (IF BLANK/ above.

M acros
This command is not available in Macros.

M erge
In the following example, the secondary merge file records have a Title field 
and a Name field. WordPerfect checks to see if the Title field of the current 
record is blank. If not, it inserts the Title before the Name. Otherwise, it 
inserts just the Name.

(IF NOT BLANK (Title'(CO M M EN T)
If the Title field is not blank in this record 

'(F IE L D )T itle ' (COM MENT)
Write out the title and a space 

'(E N D  IF)(CO M M EN T)
End of (IF NOT BLANK) statement 

'(F IE L D  (N am e'

lINPUTI/nessage' O  >-*
This command prompts the user with the message, then pauses, allowing the user 
to perform any keystroke operations. Once input is terminated (see Macros and 
Merge subheadings below), the message is removed from the screen and 
execution continues.

Using an (INPUTj command after a (STATUS PROMPTj command will remove the 
previous (STATUS PROMPT/ message (see (STATUS PROMPT) below).

See also Prompting and User Input under Notes at the end of this appendix for 
alternative means of obtaining user input.
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{; } If user pressed-Enter-at menu­
{ ASSIGN }Author_! _ 

{;} Use-default of-" 1 ·• ­

( END IF} 

Merge 
The following example shows how you can use the I IF EXISTS} command 
to set up a default response to a user prompt: 

[TE XT}Author-1 Joe; 2 Sue ; 3 Marco: -[ COMMENT) 

User selects aut hor 
-(IF EX ISTS)Author-(COMM ENTI 
-[ ELSE}{ COMM ENT} 

If user pressed Enter at menu 
-{ ASSIGN }Author- I _{COMM ENT) 

Use default of "I" 
-[ END IF} 

IIF NOT BLANKlfie/d- >-. 
If the indicated field is not blank, the commands following this merge command 
are executed. Be sure to end the set of commands to be executed with an 
IEND !Fl command. See also {IF BLANK/ above. 

Macros 
This command is not available in Macros. 

Merge 
In the following example, the secondary merge file records have a Title field 
and a Name field . WordPerfect checks to see if the Title field of the current 
record is blank. If not, 11 inserts the Title before the Name. Otherwise, it 
inserts just the Name. 

{IF NOT BLANK }Tit1e· 1c oMMENT } 
If the Tit le field is not blank in this record 

-[FIELD }Title· [COMMENT } 

Write out the title and a space 
-[END IF}{COMMENT} 

End of { IF NOT BLANK} statement 
-[FIELD}Name-

IINPUTlmessage - C:> >-. 
This command prompts the user with the message, then pauses, allowing the user 
to perform any keystroke operations. Once input is terminated (see Macros and 
Merge subheadings below), the message is removed from the screen and 
execution continues. 

Using an {INPUT/ command after a {STATUS PROMPT/ command will remove the 
previous {STATUS PROMPT/ message (see {STATUS PROMPT} below). 

See also Prompting and User Input under Notes at the end of this appendix for 
alternative means of obtaining user input. 
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While an executing merge is paused at an (INPUT) (or (KEYBOARD)) 
command, you can execute the (QUIT), (NEXT RECORD), or (STOP) 
commands from the keyboard. See Inserting Merge Commands During 
Execution under Notes at the end of this appendix.

In previous versions o f WordPerfect, this merge command vras represented as 
A0messageAOAC.

M acros
After the command below is executed, the user can do any editing.
Execution continues when the user presses Enter.

|INPUT}Edit-the-codes.-Press-Enter-when done."

See the Macros subheading under the following commands for additional 
examples: (CANCEL OFF). (MENU OFF), (Para Down), (Para Up).

M erge
After the command below is executed, the user can do any editing.
Execution continues when the user presses End Field (F9).

{INPUT)Type the memo text. Press F9 when done,'

See the Merge subheading under {CANCEL OFF} for an additional example.

(Item Down) O
The (Item Down) keystroke command is used in tables and paragraph 
numbering to move down one section or cell.

M acros
The following example moves down each cell in a column of a table and 
inserts the cell number in it.

1 ASSIGN (PreviousCell'O '
(LABEL (Number-Cells'

1 IF (" 1 VARIABLE} PreviousCell'" !=" {SYSTEM ) C ell'" '
(SY STEM )C ell'

(;) Write-current-cell-number'
1 ASSIGN (PreviousC ell'1 SYSTEM (C ell"

( ; )Assign current-cell-number-to-var-PreviousCeir 
(Item Down)

(; (Move-down-to-the-next-ceir 
(GO (Number-Cells'

(;}Repeat-the-loop'
(ELSE)

(QUIT)
(END IF]

(;) End-of-IF-statement'
(RETURN)
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While an executing merge is paused at an ( INPUT l (or { KEYBOARD l) 
command, you can execute the (QUITf. (NEXT RECORD}. or (STOP} 
commands from the keyboard. See Inserting Merge Commands During 
Execution under Notes at the end of this appendix. 

ill previous versions of WordPe1fecr. this merge command was represe111ed as 
"Omessage"O"C. 

Macros 
After the command below is executed, the user can do any editing. 
Execution continues when the user presses Enter. 

(INPUT}Edit-the-codes.· Press-Enter-when done.-

See the Macros subheading under the following commands for additional 
examples: {CANCEL OFF}. {MENU OFF}, {Para Down). {Para Up). 

Merge 
After the command below is executed. the user can do any editing. 
Execution continues when the user presses End Field (F9). 

{ JNPUT)Type the memo text. Press F9 when done .-

See the Merge subheading under (CANCEL OFF} for an additional example. 

{Item Down) C) 
The { Item Down} keystroke command is used in tables and paragraph 
numbering to move down one section or cell. 

Macros 
The following example moves down each cell in a column of a table and 
inserts the cell number in it. 

I ASSIGN} PreviousCell'o-
[ LABEL }Number-Cells-

{ IF}" { VARIABLE} PreviousCeU-"'="{ SYSTEM}CeU-"­
{ SYSTEM }CeU-

(; l Write-current·cell·number-
{ ASSIGN }PreviousCelr { SYSTEM }Celr-

{; l Assign current-cell-number-to-var-PreviousCeW 
{Item Down } 

(: l Move-down-to·the-next-celr 
{GO}Number-Cells-

(: l Repeat-the-loop­
( ELSE} 

{QUIT) 
{END IF ) 

I: }End-of- IF-statemenC 
{RETURN } 
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Merge
This command is not available in Merge.

{Item Left) O
The (Item Left} keystroke command is used in tables and paragraph numbering 
to move left one section, column, or cell.

Macros
The following example moves right to left to each cell in a table and inserts 
the cell number in it.

{A SSIG N } PreviousCell'O'
(LA B EL} Number-Cells'

( IF}" {VARIABLE) PreviousCell'" !=" (SYSTEM}Ceir"
{SYSTEM) C ell'

I ;}Write-current-cell-nuinber'
{ASSIG N ) PreviousCell'! SYSTEM JCell-

( ; )Assign current-cell-number-to var-PreviousCeir 
(Item Left)

(;) M oveleft-to the-previousceir 
(GO (Number-Cells'

(;)Repeat-the-loop'
(ELSE)

(QUIT)
(END IF)

(; (End-of-IF-statement'
(RETURN)

Merge
This command is not available in Merge, 

litem Right) O
The {Item Right) keystroke command is used in tables and paragraph numbering 
to move right one section, column, or cell.

Macros
The following example moves left to right to each cell in a table and inserts 
the cell number in it.

(A SSIG N ) PreviousCell'O'
(LABEL (Number-Cells'

( IF }"(VARIABLE) PreviousCell'" !=" (SYSTEM } C e ll'" '
(SYSTEM (C ell'

{;)Write-current-cell-number~
(ASSIGN (PreviousC ell'(SY STEM ) Cell

{;)Assign-current cell number to-var-PreviousCeir 
(Item Right)

(; (Move-right-to-the-next-ceir 
(GO (Number-Cells'

);}Repeat-the-loop'
(ELSE)

(QUIT)
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Merge 
This command is not available in Merge. 

lltem Letti C) 
The ( Item Left} keystroke command is used in tables and paragraph numbering 
to move left one section. column, or cell. 

Macros 
The following example moves right to left to each cell in a table and inserts 
the cell number in it. 

{ASSIGN )PreviousCeJro-
1 LABEL) Number·Cells-

l IF } "I VARIA BLE )PreviuusCeir"!=" [ SYSTEM )Celr" . 

{ SYSTEM )CeU-

[;) Write-current-cell-nu111ber-
l ASSIGN) PreviousCelr[ SYSTEM )Cell-

i: )Assign current-cell•number•to var-PreviousCelr 
{Item Left ) 

[:) Move left-to the-previous celr 
( GO l Number-Cells-

[:) Repeat·the-loop­

l ELSE ) 
(QUIT) 

[END IF) 

[;) End-of·IF·statemenC 
!RETURN] 

Merge 
This command ts not available m Merge. 

)Item Right! ~.) 
The { Item Right) keystroke command is used in tables and paragraph numbering 
to move right one section, column, or cell. 

Macros 
The following example moves left to right to each cell in a table and inserts 
the cell number in it. 

I ASSIGN] PreviousCeiro-

[ LABEL l Number·Cells-

( IF )" [ VARIABLE)PreviousCeir"'=" [ SYSTEM )Celr"-
1 SYSTEM )Celr 

[:) Write -current-cell·number-
( ASSIGN )PreviousCeU-[ SYSTEM )Cell 

I: I Assign·current ·cell number to-var-PreviousCelr 
I Item Right I 

[ : )Move-right·to•the•next·celr 
IGO)Number·Cells· 

[:) Repeat·the·loop­

{ ELSE) 
(QUIT) 
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{END IF}
{;}End-of-IF-statement~

{RETURN)

Merge
This command is not available in Merge.

{Item Upl O
The (Item Up} keystroke command is used in tables and paragraph numbering to 
move up one section or cell.

Macros
The following example moves up each cell in a column of a table and inserts 
the cell number in it.

{ASSIG N)PreviousCeH '0'
{LA B EL} Number-Cells'

( IF )"{VARIABLE }PreviousCell'"!=" {SYSTEM) C ell'
{SYSTEM (C ell'

{;} W rite-currentcellnum ber'
{ASSIGN (PreviousC eir) SYSTEM }C ell"

{;} Assign current-cell number to var-PreviousCelF 
{Item Up}

{;} M ove-up-to thenex tcell'
{GO (Number-Cells'

);)Repeat-the-loop'
(ELSE)

{QUIT}
(END IF}

{: }E ndof-IFstatem enf
{RETURN}

Merge
This command is not available in Merge.

(KEYBOARD) ( O ) >*
The {KEYBOARD} merge command pauses an executing merge to rewrite the 
screen and then let the user enter information from the keyboard. This command 
is similar to the {PAUSE} and {PAUSE KEY) commands in Macros. When 
End Field (F9) is pressed, the merge continues. See also Prompting and User 
Input under Notes at the end of this appendix for additional methods of obtaining 
user input.

While an executing merge is paused at a {KEYBOARD} (or {INPUT}) 
command, you can execute the {QUIT}, (NEXT RECORD}, or {STOP} 
commands from the keyboard. See Inserting Merge Commands During 
Execution under Notes at the end of this appendix.

In previous versions o f WordPerfect, this merge command was represented as AC.
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{END IF) 

( ; )End-of-IF-statement· 

{RETURN} 

Merge 
This command is not available in Merge. 

Utem Upl C) 
The { Item Up) keystroke command is used in tables and paragraph numbering to 
move up one section or cell. 

Macros 
The following example moves up each cell in a column of a table and inserts 
the cell number in it. 

{ASSIGN) PreviousCell"0· 

(LABEL ) Number-Cells· 
{IF} " {VARIABLE} PreviousCeJr" 1=" {SYSTEM} Ce Jr 

{ SYSTEM }Celr 
{: } Write-current cell number· 

{ASSIGN} Prev iousCelr { SYSTEM }Cell .. 
{;} Assign current·cell number to var·PreviousCelr 

{Item Up } 
{:} Move-up-to the next celr 

{GO) Number-Cells· 
{:} Repeat-the-loop· 

{ELSE } 

{QUIT } 

{END IF } 
{:} End of.IF statement· 

{RETURN) 

Merge 
This command is not available in Merge. 

IKEYBOAROI ( C)) >-+ 
The {KEYBOARD} merge command pauses an executing merge to rewrite the 
screen and then let the user enter information from the keyboard. This command 
is similar to the {PAUSE} and {PAUSE KEY} commands in Macros. When 
End Field (F9) is pressed. the merge continues. See also Prompting and User 
Input under Notes at the end of this appendix for additional methods of obtaining 
user input. 

While an executing merge is paused at a {KEYBOARD) (or {INPUT}) 
command. you can execute the {QUIT}. { NEXT RECORD), or {STOP} 
commands from the keyboard. See Inserting Merge Commands During 
Execwion under Notes at the end of this appendix. 

In previous versions of' WordPerfect, this merge command was represented as "C. 
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Macros
This command is not available in Macros. Use {PAUSE}, {PAUSE KEY}, 
or {INPUT} instead.

Merge
In the following example, the {KEYBOARD} commands pause to let the 
user enter the “From:,” “To:,” and “Subject:” text as the merge is executed. 
The screen is rewritten at each {KEYBOARD} command which displays the 
portion of the file merged so far, so that the user knows what information to
enter.

ME\

F rom : {KEYBOARD}

To: {KEYBOARD}

D ate: {DATE}

S u b je c t: {KEYBOARD)

See the Merge subheading under {STATUS PROMPT) for an example of 
how to use this command.

IKTONIHrejr 0 ( > ~ )
The {KTON} macro command (Key TO Number) converts key (which may be 
any key on the keyboard) to a unique number, its WordPerfect “key value.” 
{KTON} performs the inverse (opposite) function of the {NTOK} command (see
I N T O K l  b e lo w ) .

If you take the {KTON} of a function key, an editing key, or a cursor key, the 
key value is the end result. This is the value you would use with the {NTOK} 
command.

If key is a character (characters are a subset of all keys), you can use the key 
value to calculate the WordPerfect character set value. The character set value 
can be assigned to a variable, and a variable can be used to input the character 
set value.

To calculate the character set value for a given key,

1 Use the {KTON} command to obtain the key value.

2 Divide the key value by 256.

The quotient is the number of the WordPerfect character set (0-12). The 
remainder is the character number in the character set (0-255). For additional 
values returned by the {KTON} command, see Appendix T: Macros and Merge, 
Value Tables.
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Macros 
This command is not available in Macros. Use !PAUSE}, {PAUSE KEY}. 
or ( INPUT } instead . 

Merge 
In the following example, the /KEYBOARD} commands pause to let the 
user enter the "From:," "To:," and "Subject:" text as the merge is executed. 
The screen is rewritten at each {KEYBOARD} command which displays the 
portion of the tile merged so far, so that the user knows what information to 
enter. 

From: 

To: 

Date: 

Suhjecl: 

MEMO 

IKEYHOARD} 

{KEYBOARD } 

{DATE} 

{KEYBOARD} 

See the Merge subheading under { STATUS PROMPT} for an example of 
how to use this command . 

IKTONlkey- C-.) ( >+) 
The ( KTON) macro command (Key TO Number) converts key (which may be 
any key on the keyboard) to a unique number. its WordPerfect "key value." 
[ KTON} performs the inverse (opposite) function of the ( NTOK} command (see 
/NTOKJ below). 

If you take the ( KTON} of a function key, an editing key, or a cursor key, the 
key value is the end result. This is the value you would use with the { NTOK} 
command. 

If kev is a character (characters are a subset of all keys). you can use the key 
value to calculate the WordPerfect character set value . The character set value 
can be assigned to a variable, and a variable can be used to input the character 
set value. 

To calculate the character set value for a given key, 

·1 Use the {KTON} command to obtain the key value . 

2 Divide the key value by 256. 

The quotient is the number of the WordPerfect character set (0-12) . The 
remainder is the character number in the character set (0-255). For additional 
values returned by the { KTON} command, see Appendix T: Macros and Merge, 
Value Toh/es. 
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Macros
For example, if you want your macro to calculate the character set value for 
a character, you could use the following:

(CH A R )K ey'Type any key '
(;) Assign input to-var-Key'

(A SSIG N )S et'l KTON) (VARIABLE) Key'7 2 5 6 '
(:) Assign-quotient-to-var-Set'

) A SSIG N ) N um ' {KTON) (VARIABLE) Key“ %256~
(;} A ssign-rem aim lerto-varN um '

(VARIABLE} Set', (VARIABLE )N um '
(;(W rite out character set-value'

This macro prompts for a key, then calculates and writes out the character 
set value for that key.

Merge
This command is not available in Merge; however, the {CTON} merge 
command is very similar to it (see {CTON} above).

ILABELI/afte/' O  >~
A {LABEL} command marks a place in the macro or merge file. Execution can 
be sent directly there from any place in the macro or merge file. The {CALL}, 
{CASE}, (CASE CALL}, and {GO} commands are used to direct execution to 
the label. The (LABEL) command can also be used to mark the beginning of a 
subroutine (see Subroutines under Notes at the end of this appendix).

The label name distinguishes each label from the others. Label names have no 
restrictions regarding length; however, only the first 15 characters are used to 
determine uniqueness. (In other words, ABCDEFGHIJKLMNO (15 characters) 
and ABCDEFGHIJKLMNOP (16 characters) would be considered by 
WordPerfect to be the same label name, but ABCDEFGHIJKLMN (14 
characters) and ABCDEFGHIJKLMNO (15 characters) would be considered by 
WordPerfect to be different label names. The only character you cannot use in 
the label name is a tilde (~) because a tilde ends the label name. You can use 
spaces.

There can be many labels in the same macro or merge file as long as each one 
has a different name. If the name is duplicated, the first one is used. The other 
is ignored.

Macros
See the Macros subheading under the following commands for examples of 
how to use this command: {CALL}, {CASE}, {CASE CALL}, (CHAIN), 
{GO}, {Item Down}, {Item Left}, {Item Right}, {Item Up}, (LEN), 
{LOOK}, {ON CANCEL}, {ON ERROR}.

Merge
You may not use a label and local variable (see Appendix L: Macros and 
Merge, Variables) of the same name. If you do, when you execute the
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Macros 
For example, if you want your macro to calculate the character set value for 
a character. you could use the following: 

{CHARI Key-Type any key-
( ;} A ssign input to-var-Key-

l A SSIGN )Set- { KTON) { VARIABLE} Key" -/25(, -

{ :) Assign-q1101ien1-10-var-SeC 

{ ASSIGN ) Num· I KTON) I VARIABLE} Key--%256-
{; }Assign-remainuer to-var Num· 

{VA RIAB LE) Ser·.{VARI ABLE) Num-

{; l Write-out character set-value-

This macro prompts for a key. then calculates and writes out the character 
set value for that key. 

Merge 
This command is not available in Merge; however, the {CTON) merge 
command is very similar to it (see (CTONJ above). 

ILABELl/aber C:> ). 
A {LABEL) command marks a place in the macro or merge tile. Execution can 
be sent directly there from any place in the macro or merge file. The {CALL}, 
(CASE). (CASE CALLI, and (GO} commands are used to direct execution to 
the label. The (LABEL) command can also be used to mark the beginning of a 
subroutine (see Subruuti11es under Notes at the end of lhis appendix). 

The label name distinguishes each label from the others. Label names have no 
restrictions regarding length; however, only the first I 5 characters are used to 
determine uniqueness. ( In other words. ABCDEFGHIJKLMNO ( 15 characters) 
and ABCDEFGHIJKLMNOP ( 16 characters) would be considered by 
WordPerfect to be the same label name, but ABCDEFGHIJKLMN ( I 4 

characters) and ABCDEFGHIJKLMNO ( I 5 characters) would be considered by 
WordPerfect to be different label names. The onl y character you cannot use in 
the label name is a tilde Cl because a tilde ends the label name. You can use 
spaces. 

There can be many labels in the same macro or merge file as long as each one 
has a different name. If the name is duplicated, the first one is used. The other 
is ignored. 

Macros 
See the Macros subheading under the following commands for examples of 
how to use this command: (CALL), {CASE}, {CASE CALL}, {CHAIN}, 
{GO). {Item Down). {Item Left}, {Item Right} , {Item Up}, {LEN}, 
{LOOK}, {ON CANCEL}, {ON ERROR}. 

Merge 
You may not use a label and local variable (see Appe11dix L: Macros and 
Merge, Variables) of the same name. If you do, when you execute the 

APPENDIX K MACROS AND MERGE. PROGRAMMING COMMANDS 831 



merge, you will receive an error message “Label is already defined.”
Rename either the label or local variable.

See the Merge subheading under the following commands for examples of 
how to use this command: {BELL}, {CALL}, {CASE CALL), 
{COMMENT}. (GO), {IF}, {LOOK}, {ON CANCEL}, (ON ERROR}.

(LEN)rar" or ILEN)e x p r '  O
This command determines the length of a variable or length of the value returned 
by an expression (see Macros and Merge subheadings below). This command is 
useful for validating or restricting the length of user input.

Macros
In Macros, you can only use a variable name for the var argument, not an 
expression.

In this example, if the user enters more than two letters at the (TEXT) 
prompt, the macro rejects it and the user is prompted again.

{LA BEL) Get-State'
(TEX T)Staie'Enteratw o-letter-state-abbreviatk)n:'
{IF } { LEN } State~>2~

{GO)Get State'
{END IF)

See the Macros subheading under (BREAK} for an additional example.

Merge
In Merge, you can use text. {FIELD}, {VARIABLE}, or complex
e x p r e s s io n s  in a r g u m e n t  e x p r .

In the following example, variable NameLength is assigned 7, which is the 
number of characters in the name "Sharron”.

{A SSIG N } N am e'Sharron'
{ASSIGN)NameLength'{LEN} {VARIABLEjName

See the Merge subheading under jMID} for an additional example.

ILOCALlirar'ejrpr" >-►
The (LOCAL) merge command assigns the value returned by expr to the local 
variable var. Local variables are known only to the current file, and are deleted 
when the merge is finished or the file is exited. See also /ASSIGN} above, and 
Appendix L: Macros and Merge, Variables for more information.

You may not use a label and local variable of the same name. If you do, when 
you execute the merge, you will receive an error message “Label is already 
defined.” Rename either the label or local variable.
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merge, you will receive an error message .. Label is already defined." 
Rename either the label or local variable. 

See the Merge subheading under the following commands for examples of 
how to use this command: {BELL}, {CALL). {CASE CALL}, 
{COMMENT). {GO), l!F), {LOOK), {ON CANCEL]. [ON ERROR). 

ILENlva,- or ILENlexp,- C) >+ 
This command determines the length of a variable or length of the value returned 
by an expression (see Macros and Merie subheadings below). This command is 
useful for validating or restricting the length of user input. 

Macros 
In Macros, you can only use a variable name for the var argument. not an 
expression. 

In this example. if the user enters more than two letters at the [TEXT] 
prompt. the macro rejects it and the user is prompted again. 

I LABEL} Get·State-
{TEXT }S tate-Enter a two-letter-state ·abhreviatinn :­
{ IF l I LEN )State->T 

{GO)Get State-
{END IF } 

See the Macros subheading under / BREAK J for an additional example. 

Merge 
In Merge. you can use text. {FIELD). {VARIABLE), or complex 
expressions in argument [•xpr. 

In the following example, variable NameLength is assigned 7, which is the 
number of characters in the name "Sharron". 

{ ASSIGN I Name-Sharron-
{ ASSIGN }NameLength- {LEN } {VARIABLE I Name 

See the Merf?e subheading under / MID J for an additional example. 

ILOCALtva,-exp,- >,. 

The {LOCAL} merge command assigns the value returned by expr to the local 
variable var. Local variables are known only to the current file, and are deleted 
when the merge is finished or the file is exited. See also / ASSIGN J above. and 
Appendix L: Macros and Merie. Variables for more information. 

You may not use a label and local variable of the same name. If you do, when 
you execute the merge. you will receive an error message ''Label is already 
defined." Rename either the label or local variable. 
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Macros
This command is not available in Macros.

Merge
See the Merge subheading under / COMMENTj for an example of how to use 
this command.

(LOOKIrer' O  >~
The {LOOK} command checks to see if a key has been pressed by the user. If 
a key has been pressed, it is assigned to the variable; it is not executed. If a key 
has not been pressed, the contents of the variable are deleted and execution is 
continued without stopping.

Macros
In the following example, {LOOK} is used to simulate a Pause which does 
not terminate with the Enter key (see PAUSE below). (You could also do 
this with the {PAUSE KEY} command.)

(STATUS PROMPT (Press Exit to Q uit.'
{;}Exit term inatesthepause '

(LABEL) Loop'
( ; (Top-of-the-loop'

(LOOK) Key'
(: (Check to see if akey-was-pressed'

( IF | ' (VARIABLE) K ey '= ' (E x it)"
( ; }  I f - F .x i t - w a s - p r e s s e d '

(GO (N ext'
| ; (drop-out of-the loop'

(END IF)
(;) E ndof ■ ( IF ( structure'

(VARIABLE (K ey '
{ ; )  Perform-the keystroke^

{GO} Loop'
{;} Go to the top-of the loop '

See the Macros subheading under (ORIGINAL KEY} for an additional 
example.

Merge
The following merge sounds a beep until the user presses “s.” Then the 
message “You did it!” is written out.

(PROM PT(Press "s" to stop the beep'(C O M M EN T)
Send the message to the user 

' ( LA B EL) T op' (CO M M EN T)
')  B ELL) (LO O K ) K ey' (COM M ENT)

Sound the bell and check the last key pressed 
' ( IF}" (VARIABLE) Key~''="s"'{COMMENT)

If the user pressed "s”...
'  (G O ) E nd ' (COM M ENT)

Break out of the loop 
'(E L S E ) (COM MENT)
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Macros 
This command is not available in Macros. 

Merge 
See the Merf!.e subheading under (COMMENT/ for an example of how to use 
this command. 

IL0OKlva,- C.) >+ 
The {LOOK) command checks to see if a key has been pressed by the user. If 
a key has heen pressed. it is assigned to the variable; it is not executed. If a key 
has not been pressed. the contents of the variable are deleted and execution is 
continued without stopping. 

Macros 
In the following example. {LOOK) is used to simulate a Pause which does 
not terminate with the Enter key (see PAUSE below). (You could also do 
this with the { PAUSE KEY ) command. l 

I STATUS PROMPTJPress Exit to Qui t.-

[: I Ex,t terminates the pause­

[ LABELjLoop-
I: I Top-of,the-loop-

1 LOOK J Key-

I: IChcd to see if a key-wa,·pre"e,.r 
( IFI'( VARIABLE I Key~='{ Exit l'-

{: I if.Exit·wa,-presscJ· 
{GOjNext' 

I: I drop-out of-the loop· 

!EN D IFI 
I :I End ol·I IF) structure· 

IVARIABLE)Key-
1;) Pcr-fonn·th~ kcystr-okc-

{ GO J Loop· 
I: I Go to the top·of the loop· 

See the Macros subheading under {ORIGINAL KEY} for an additional 
example. 

Merge 
The following merge sounds a beep until the user presses "s." Then the 
message "You did it!" is written out. 

(PROMPTJPress "s" to stop the heep-lCOMMENT) 

Send the message to the user 
-( LABEL)Top·(COMMENT ) 

·1 BELL) ILOOKJKey-{COMMENT) 
Sound the bell and chei:k the last key pressed 

-{ IFj" { VARIABLE) Key-"="s"-(COMMENT) 

If the user pressed "s" ... 
- ( GO I End_ I COMMENT) 

Break out of the loop 
-(ELSE)(COMMENT) 
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Otherwise
'  (G O ) Top' j COM M ENT}

Repeat the loop
'(E N D  IF)(COM M ENT}

' ( LA BEL) E nd ' (COM M ENT)
'You did it!(Q U IT |

(MENU OFF) O
Use the (MENU OFF) macro command to turn off display of menus (except 
pull-down menus).

When you define a macro from the normal editing screen using the mouse to 
access pull-down menus, WordPerfect automatically inserts a (MENU OFF) 
command before, and a (MENU ON) command after, the keystroke command 
that displays the menu (e.g., (MENU OFF)(Font))MENU ON)). Normally, in 
macro execution, the intervening menus to the final option chosen on the pull­
down menu would display as regular menus. The (MENU OFF) command 
prevents the display of these intervening menus.

I f execution terminates white menus are off, WordPerfect will automatically turn them on 
again.

Macros
The macro in the following example displays a directory in List Files, allows 
the user to mark the files, then copies the files to the diskette in drive A.

) TEX T ) Direclory'Enter the directory
(;) Prompt-user-to-enter-directory'

( D I S P L A Y  O N )

( ; (Turn-display on so-Lisl-Files-will-display.'
(MENU OFF)

( ;)Turn-offmenus-sothatthe-menu-at-the-bottom-of-theList Files 
screen-will-not-display'

(L ist) ( VARIABLE) Directory') Enter)
{;}List the-files-in the-direetory entered by the user'

(INPUT(Mark-files.- Press-Enter-when done.'
(; (After-sending an instructional-message,-pause-for the-userto mark the-lilcs.'

cya:) Enter)
(;)Copy-marked-files-to-A:'

(MENU ON)
( ;)Turn menus-back-on-so-future-menus-will-display.'

Merge
This command is not available in Merge.

(MENU ON) O
The (MENU ON) macro command is used to turn on the display of menus after 
a (MENU OFF) command has been executed (see (MENU OFFj above).

B34 APPENDIX K: MACROS AND MERGE. PROGRAMMING COMMANDS

Otherwise 
-IGO}Top·{COMMENT } 

Repeat the loop 
"[END IFI [COMMENT) 

-( LABEL }End-[COMMENT) 
·you did it 1 I QU IT I 

IMENU OFFI C) 
Use the (MENU OFF} macro command to turn off display of menus (except 
pull-down menus). 

When you detine a macro from the normal editing screen using the mouse to 
access pull-down menus, WordPerfect automatically inserts a I MENU OFF} 
command before. an<l a I MENU ON} command after. the keystroke command 
that displays the menu (e.g .. I MENU OFF}! Font )I MENU ON} J. Normally, in 
macro exe.:ution, the intervening menus to the final option chosen on the pull­
down menu would display as regular menus. The { MENU OFF} command 
prevents the display of these intervening menus. 

If execwirm ter111i11ates u·hile menus are <~ff. WordPerjfft 11·i// a1110111atica/Jv wm them 011 
llJ.:Uill. 

Macros 
The macro in the following example displays a directory in List Files, allows 
the user to mark the tiles, then copies the files to the diskette in drive A. 

{ TEXT I Direc1ory·En1er the -directory 
(: I Prompt·user-10-enter-direc1ory· 

I DISPLAY ON I 
[: I Turn-display on so-Lis1-Files-will-tlisplay.­

[ MENU OFF } 
(: I Turn-off menus-so that the-menu-a1-1hc-ho110111-of.the List Files 
screen· wi 11- not ·display· 

[ List) [ VARIABLE) Directory-[ Enter} 
I:) List the-tiles-in the-directory entereu hy the user­

I INPUT) Mark-files.· Press-Enter-when <lone.-
I: I After-sending an instructional-message,-pause-for the-user to mark the·tilcs.­

cya: { Enrer I 
I: ICopy-marked-files·to·A:­

( MENU ON} 
{: I Turn menus-back·on-so-future-menus-will-tlisplay.-

Merge 
This command is not available in Merge. 

!MENU ON) l.) 
The { MENU ON} macro command is used to turn on the display of menus after 
a {MENU OFF} command has been executed (see (MENU OFF} above). 
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Macros
See the Macros subheading under (MENU OFF) for an example of how to 
use this command.

Merge
This command is not available in Merge.

(MID\var~offset'count' or [MiO\expr~ offset'count' O  >-*
Use this command to extract substrings. The substring returned is the set of 
characters of the string resulting from the evaluation of expr (see Merge 
subheading below) or the string in var (see Macros subheading below), starting 
at the offset character and continuing count characters. This command is often 
used with {LEN} to parse non-integer numbers.

Macros
In Macros, you can only use a variable name for the var argument.

In the following example, the (MID) command converts the adverb 
"quickly” to the adjective “quick” by extracting the first five characters of 
the adverb.

(ASSIG N } Adverb'quickly '
{;}Assign-string-"quickly"-to var Adverb'

{M ID )A dverb '0 '5 '
{;}Extract-the first-5-characters-from the stnng in var Adverb and write them ou t'

For a more complex example, see the Macros subheading under {BREAK}. 

Merge
In Merge, you can use text, (FIELD), {VARIABLE}, or complex 
expressions in argument expr.
In this e xam ple ,  tile secondary  file has a N a m e  field where the nam es are
stored in the format Last, First. The subroutine below uses the {MID} 
command to extract the first name from the field. (For a simple example of 
(MID), see the example under Macros above.)

{ASSIGN} N am e' {FIELD) N am e" {COM M ENT)
Transfer the contents of the Name field to var Name 

'{FO R )C ounter'0 '{  LEN) {VARIABLE (Name l'{  COMMENT)
For each character of var Name (from the Oth character to the last character)...

'{ IF}" {MID) {V A RIA BLE)N am e~{V A RIA BLE)Counter"l'"=”,"'{COMMENT}
...Check to see if the current character is a comma (,).

'{G O  (End* {COMMENT}
If it is a comma, stop checking characters (break out of the loop)

'{EN D  IF)(CO M M EN T)
End of {IF} statement 

'{EN D  FOR) {COMMENT}
End of (FOR) statement 

'{LA BEL }End'{ COMMENT}
'{ ASSIGN }ThisChar'{ VARIABLE} Counter'+2'{ COM M ENT}

Assign to var ThisChar the position in the string of the first character of the first 
name
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Macros 
See the Macros subheading under (MENU OFF/ for an example of how to 
use this command. 

Merge 
This command is not available in Merge. 

IMIDlva,-affset-caunt- or IMIDtexp,-affsercaunr l.) >-+ 
Use this command to extract substrings. The substring returned is the set of 
characters of the string resulting from the evaluation of expr (see Merxe 
subheading below) or the string in 1•(,r (see Macros subheading below), starting 
at the offset character and continuing co11111 characters. This command is often 
used with {LEN} to parse non-integer numbers. 

Macros 
In Macros, you can only use a variahle name for the var argument. 

In the following example, the {MID} command converts the adverb 
"quickly" to the adjective "quick" by extracting the first five characters of 
the adverb. 

( ASS IGN I Adverb-quickly-

(;} Assign•string·"quickly"·to var '\dverb-
1 MID} AdvertJ-(rY 

I; }Extract-the firsr-5-characters-from the siring in var Adverb and write them out-

For a more complex example, see the Macros subheading under {BREAK}. 

Merge 
In Merge, you can use text, {FIELD}. {VARIABLE}, or complex 
expressions in argument expr. 

In this exumpk, the secondary tile has a Name field where the names are 

stored in the format Last, First. The subroutine below uses the {MIDI 
command to extract the first name from the field. (For a simple example of 
{MID}, see the example under Macros above.) 

( ASSIG'.11 I Name-( FIELD }Name--(COMMENTI 

Transfer the contents of the Name tield to var Name 

-1 FOR ICounter_0_{ LEN I ( VARIABLEIName- 1-{COMMENT ) 

For each character of var Name (from the 0th character to the last character) ... 
-(IF)" {MIDI { VARIABLE )Name-{ VA RIABLE )Counter--!-"=","-{ COMMENT} 

... Check to see if the current character is a comma(,). 
-I GO) End-{ COMMENT} 

If it is a comma. stop checking characters (break out of the loop) 

-{ END IF}ICOMMENT} 

End of (IF} statement 

-(END FOR} {COM\1ENT) 

End of (FOR) statement 

-(LABELIEnd-(COMMENT} 

-(ASSIGN} ThisChar-{ VARIABLE }Counter-+r( COMMENT} 

Assign to var ThisChar the position in the string of the first character of the tirst 

name 
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' ( ASSIGN )FirstNam e'( MID) (VARIABLE) N am e") VARIABLE)ThisChar—(LEN) (VARIABL 
E)N am e— (COMMENT)

Assign to var FirstName the substring of characters in var Name starting at the first 
character of the first name ( ( VARIABLE (Counter) and continuing 
(LEN){ VARIABLE [Name characters (to the end of the name)

'(VARIABLE [FirstNam e'(COM M EN T)
Write out the first nam e'

IMRG CMNDIcodesIMRG CMND) > -
This merge command lets you insert text, codes, and commands in the document 
being created by the merge. Any text, codes, or merge commands between the 
(MRG CMND} commands are sent directly to the merged document, without the 
commands being interpreted or executed.

In previous versions o f WordPerfect, this merge command was represented as AVcodesAF

Macros
This command is not available in Macros.

Merge
In the following example, the merge command (FIELD)Name' is inserted in 
the resulting merged document.

(MRG CM ND) (FIELD )N am e'{M RG  CM ND) (COMMENT)
Insert (FIELD)Name(tilde) in the resulting docum ent'

INESTI/nacroname' O  (>—)
The {NEST} macro command transfers control to another macro. When the 
nested macro has finished, execution returns to the parent macro. It is somewhat 
like placing the contents of the specified macro where the {NEST} command is. 
See Chaining, Nesting, and Substituting under Notes at the end of this appendix 
for more information on nesting.

Macros
For example, suppose you often create macros that use cursor positioning to 
display large menus and messages on the screen (see Macros, Message 
Display in Reference). The messages will not display correctly if Reveal 
Codes is on. So. in each macro that uses cursor positioning, you need to 
first check whether Reveal Codes is on, and if so, turn it off. If you have 
already defined those keystrokes as a separate macro (say,
CODESOFF.WPM), you can nest that macro in each macro that uses cursor 
positioning rather than re-entering the necessary commands. The macro that 
nests the CODESOFF.WPM macro would look something like this:

(NEST [C odesO fr
( ; )Nest the CODESOFF.WPM macro to be sure Reveal Codes is 
turned off before any messages-are-senl' •

• (commands of the macro)
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. [ ASSIGN }Fir,tName· { MID} [VARIABLE} Name-{ VARIABLE) ThisChar-[ LEN} { VARI A BL 
E} Name····1 coMMENT} 

Assign to var FirstName the suhstring of characters in var Name staning at the first 
<:harac:ter of the first name ( { VARIA ALE )Counter) and continuing 

[LENlfVARIABLE} Name characters 110 the end of the name) 
• [ VARIA BLE}Fi rstName·(COMMENT} 

Write out the first name~ 

IMRG CMNDlcodes IMRG CMNDI > .. 
This merge command lets you insert text. codes. and commands in the document 
being created by the merge. Any text. codes. or merge commands between the 
{ MRG CMND I commands are sent directly to the merged document, without the 
commands being interpreted or executed. 

In pre1·iu11.1· 1·er.1·irms of WordPer.fec1. 1his mer~e command 11·m repre.ffnled as "vcodes"V. 

Macros 
This command is not available in Macros . 

Merge 
In the following example, the merge rnmmanu {FIELD) Name- is inserted in 
the resulting merged document. 

[MRG CM\fD}[FIELD}Name·[MRG CMND}ICOMMENT} 
lnsen {FIELD} Name(tilde ) in the resulting do<:ument · 

INESTlmacroname- C-.) (>-+I 
The {NESTI macro command transfers control to another macro. When the 
nested macro has finished. execution returns to the parent macro. It is somewhat 
like placing the contents of the specified macro where the {NESTI command is. 
See Chaining, Nesting. and Suhstituting under Notes at the end of this appendix 
for more information on nesting. 

Macros 
For example, suppose you often create macros that use cursor positioning to 
display large menus and messages on the screen (see Macros, Message 
Di.,play in Reference). The messages will not display correctly if Reveal 
Codes is on. So. in each macro that uses cursor positioning, you need to 
first check whether Reveal Codes is on. and if so. turn it off. If you have 
already defined those keystrokes as a separate macro (say. 
CODESOFF.WPM). you can nest that macro in each macro that uses cursor 
positioning rather than re-entering the necessary commands. The macro that 
nests the CODESOFF.WPM macro would look something like this: 

[ NEST }Cod~sotr 

(; I Nest the CODESOFF. WPM macro to be sure Reveal Codes is 
turned off hefore any messages-are-sent-

(commands of the macro) 
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(PROMPT) (AP} (AA) (Up}The-macrois-altering-yoiir-file.- Please Wait'
{;} Send the-message.-positioning-it-atposition-1,23.- This should 
display-correctly-because-the-CODESOFF.WPM macro turned-off Reveal Codes.'

• (rest of the macro)

See the Macros subheading under (RESTART} for an additional example. 

Merge
The {NEST MACRO) merge command is equivalent to the {NEST} macro 
command. See (NEST MACRO} below.

{NEST MACROImacnwame' ( O ) >-►
The named macro is executed when this merge command is encountered. When 
the macro is finished, the merge is continued with the code following the 
{NEST MACRO) command.

See also Chaining, Nesting, and Substituting under Notes at the end of this 
appendix for more information on nesting.

Macros
This command is not available in Macros. However, its function is identical 
to the {NEST} macro command. See (NEST) above for more information.

Merge
In the following example, the secondary hie records each have an Address, 
City, State, and ZipCode held. During the merge, if a record is encountered 
with a blank ZipCode field, the merge nests a macro ZIPCODE.WPM that 
calculates the ZIP Code based on the address and stores it in a global 
variable named ZipCode.

• (first part of primary file)

(IF BLA N K )Z ipC ode '(COM M ENT)
If the ZipCode field is blank 

'{ A SSIG N ) A ddress' (FI ELD ) A ddress" {COMM EN T)
'{ASSIGN) City') FIELD) City") COMMENT)
'{ ASSIGN) State') FIELD) S tate") COMMENT)

Assign the contents of the Address. City, and State fields to global variables that the 
nested macro can access 

'(N E S T  M A C R O ) zipcode')COM M ENT)
This macro calculates the zip code and stores it in the global var ZipCode 

'{ VARIABLE )ZipCode'( COM M ENT)
Write out the calculated ZIP code 

'(E L S E ) (COMMENT)
If the ZipCode field is not blank 

'  | FIELD )ZipCode'( COM M ENT)
Write out the contents of the ZIPCode field 

'(E N D  IF) (COM MENT)

APPENDIX K: MACROS AND MERGE, PROGRAMMING COMMANDS 83 7

(PROMPT} ('P J ('A} ( Up }The-macro is-altering·your·tile.· Please Wair 

(; }Send the-message. ·positioning·it·at position· 1,23.· This should 

display -correctly·hecause·the·CODESOFF.WPM ,macro ,turned ·off Reveal Codes.' 

(rest of the macro) 

See the Macros subheading under / RESTART/ for an additional example. 

Merge 
The ( NEST MACRO l merge command is equivalem to the (NEST} macro 
command. See f NEST MACRO/ below. 

(NEST MACROlmacroname - ( c+.:>) > .. 
The named macro is executed when this merge command is encountered. When 
the macro is finished, the merge is continued with the code following the 
{ NEST MACRO l command. 

See also Chaining. Nesting. and Substitutini under Notes at the end of this 
appendix for more information on nesting. 

Macros 
This command is not available in Macros. However, its function is identical 
to the {NEST} macro command. See {NEST} above for more information. 

Merge 
In the following example, the secondary tile records each have an Address, 
City, State, and ZipCode field. During the merge, if a record is encountered 
with a blank ZipCode field, the merge nests a macro ZIPCODE.WPM that 
calculates the ZIP Code based on the address and stores it in a global 
variable named ZipCode. 

(first pan of primary tile) 

(IF BLANK}ZipCode" (COMMENT} 

If the Z1pCode field is blank 

• ( ASSIGN I Address·( FIELD I Addrm .. { COMMENT} 

• { ASSIGN }City·( FIELD }City-{ COMMENT} 

·{ ASSIGN}State·{ FIELD }State .. { COMMENT} 

Assign the contents of the Address, City, and State fields to global variables that the 

nested macro can access 

"{ NEST MACRO}zipcode·{COMMENT } 
This macro calculates the zip code and stores it ,n the global var ZipCode 

"{VARIABLE}ZipCode·{COMMENT} 

Write out the calculated ZIP code 

·tELSE}{COMMENT} 
If the ZipCode field is not blan k 

·1FIELD}Z1pCode·{COMMENT} 

Write out the contents of the ZIPCode field 
·tEND IF}(COMMENT } 
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(rest o f primary file)

(NEST PRIMARY) filenam e ~ >~
This merge command is similar to (NEST MACRO). When this command is 
encountered, control of the merge is turned over to the named primary file.
When the commands in the nested file have been executed, control is returned to 
the original primary file, where execution is resumed after the 
(NEST PRIMARY) command. To change the secondary file, use the 
(NEST SECONDARY) command (see (NEST SECONDARY/ below).

You can nest primary files up to 10 deep. However, using this command 
without specifying a filename ({NEST PRIMARY)') is the same as using the 
[SUBST PRIMARY) command with the current primary filename as the 
argument ((SUBST PRIMARY}CiirrentPrimarxFilename~) (see 
/ SUBST PRIMARY/ below). In this case, the (NEST PRIMARY) command 
does not use one of the 10 nest levels. See Levels under Notes at the end of this 
appendix for more information.

In previous versions o f WordPerfect, this merge command was represented as 
APlilenameAP Using (NEST PRIMARY}~ (without a filename) is equivalent to APAP in 
previous versions, which is equivalent to the {SUBST PA7AM/fiyCuiTentPrimaryFile~ 
command.

Macro
This command is not available in Macros. Use the (NEST) command to 
nest a macro, or use the macro to begin a merge. For example,
(M erge/Sort)m

(:)Begin-amerge~
letter.pf(Enter)

(;) Primary file=LETTER.PF~ 
address.sf( Enter)

(;)Secondary file=ADDRESS.SF'

will begin a merge. You can then use the (NEST PRIMARY) command in 
the LETTER.PF file.

Merge
Be aware that a sort cannot be performed in a nested macro from a merge.

In the following example, the primary file is a letter to customers. It checks 
to see whether there is a balance due, and if so, it nests a primary file that 
creates an invoice section in the letter, using records of transactions in the 
nested secondary file TRANSACT.SF.

(FIELD }Name~,

It has been a pleasure serving you this year.
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(rest of primary tile) 

INEST PRIMARYlfi/ename- >--. 
This merge command is similar to { NEST MACRO}. When this command is 
encountered. control of the merge is turned over to the named primary file. 
When the commands in the nested file have been executed, control is returned to 
the original primary tile. where execution is resumed after the 
( NEST PRIMARY l command. To change the secondary file, use the 
(NEST SECONDARY} command (see /NEST SECONDARY/ below). 

You can nest primary files up to JO deep. However. using this command 
without specifying a filename ( { NEST PRIM ARY n is the same as using the 
( SUB ST PRIMARY} command with the current primary filename as the 
argument ( { SUB ST PRIMARY) C11rremPri11wrvFile1w111e-) (see 
{SUBST PRIMA RY/ below ). In this case. the {NEST PRIMARY) command 
does not use one of the IO nest !eve Is. See Levels under Notes at the end of this 
appendix for more information. 

/11 previous versions of' Won/Perfecr. rhi.1· 111e1;f./e command H·as represe11ted a.1· 
"Ptilcnamc"P Usinx (NEST PRIMARYr (wirhm,r a jile11a111e) is equivnle11110 "P"P in 
prei·ious ,·crsio11s, 11·/,id1 is <:lfllil'Cllenr 10 rile (SUliST f'H/MAHY/CurrentPrimaryFile­
co111111wu/. 

Macro 
This command is not available in Macros. Use the ( NEST} command to 
nest a macro. or use the macro to begin a merge. For example. 

I Merge/Son) m 
I : } Begin a merge· 

letter. pf{ En te r I 
{: ) Primary tile=LETTER.PF 

address .sf{ Enter I 
( :) Secondary tile=ADDRESS.SP 

will begin a merge. You can then use the { NEST PRIMA RY ) comma nd in 
the LETTER.PF file. 

Merge 
Be aware that a sort cannot be performed in a nested macro from a merge. 

In the following example. the primary file is a letter to customers. It checks 
to see whether there is a balance due. and if so. it nests a primary tile that 
creates an invoice section in the letter. using records of transactions in the 
nested secondary file TRANSACT.SF. 

/ FIEL D }Name·. 

It has been a pleasure serving you this year. 
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| IF) | FIELD) Balance'cO'{COMMENT}
'{N EST SEC O N D A R Y [Transact.sf {COMMENT}
'{N EST P R I M A R Y }Jn v o ic e .p C {COM M ENT)

'{EN D  IF )

Sincerely,

See the Merge subheading under the following commands for additional 
examples: {ON ERROR}, (PAGE ON).

(NEST SECONDARY)A/e/iame- >~
The named secondary file is opened and used for the subsequent merge 
commands. Use of the parent secondary file can only be continued when the 
merge on the nested secondary file has been completed. (You can, however, re­
nest the original secondary file from the primary file, which will open a second 
copy of the secondary file and begin at the first record.) You can nest secondary 
files up to 10 deep (see Levels under Notes at the end of this appendix).

If you nest a secondary file from a secondary file, the first record in the nested 
secondary file effectively replaces the record containing the 
{NEST SECONDARY} command in the original secondary file and execution 
continues in the nested file. When execution returns to the parent secondary file, 
the record pointer skips to the next record after the one containing the 
{NEST SECONDARY) command. (For more information on the record pointer, 
see Record Pointer under Notes at the end of this section.) Therefore, you can 
only nest one secondary file per record in the parent secondary file. In addition, 
any field text following the {NEST SECONDARY) command is ignored.

Using this command without specifying a filename ({NEST SECONDARY}') 
returns an error.

Macros
This command is not available in Macros.

Merge
In this example, the original secondary file has a dummy record at the end of 
the file with “End” in the name field. The commands shown here nest the 
secondary file ADDRESS2.SF when the last record of the secondary file is 
reached.

{IF | " {FIELD }N am e'"="End"' {COM M ENT)
'{N EST SEC O N D A R Y |A ddress2.sf {COMMENT)

'{EN D  IF)

See the Merge subheading under the following commands for additional 
examples: {BELL}, {NEST PRIMARY).

(NEXT) 0 > ~
Use this command to execute the next iteration of a {FOR}, (FOR EACH}, or 
{WHILE} loop. Usually, the (END FOR} or {END WHILE) command that 
ends the loop sends execution to the next iteration. However, the {NEXT}
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{!Fl I FIELDIBalance-<0-[COMMENT) 

-{ NEST SECONDARY I Transac1.sr I COMMENT) 

-{ NEST PRIMARY}lnvoice.pr!COMMENT} 

·{END IF) 

Sincerely, 

See the Merge subheading under the following commands for additional 
examples: {ON ERROR}, I PAGE ONf. 

INEST SECONDARY! filename. >--. 
The named secondary file is opened and used for the subsequent merge 
commands. Use of the parent secondary tile can only be continued when the 
merge on the nested secondary tile has been completed . (You can, however, re­
nest the original secondary file from rhe primary file. which will open a second 
copy of the secondary file and begin at the first record .) You can nest secondary 
files up to 10 deep (see Levels under Notes at the end of this appendix) . 

If you nest a secondary tile from a secondary file. the first record in the nested 
secondary file effectively replaces the record containing the 
I NEST SECONDARY l command in the original secondary file and execution 
continues in the nested ti le. When execution returns to the parent secondary file, 
the record pointer skips to the next record after the one containing the 
I NEST SECONDARY} command. (For more information on the record pointer, 
see Rernrd Pninter under Notes at the end of this section.) Therefore, you can 
only nest one secondary file per record in the parent secondary file. In addition, 
any field text following the I NEST SECONDARY] command is ignored. 

Using this command without specifying a filename ( { NEST SECONDARY}·) 
returns an error. 

Macros 
This command is not available in Macros. 

Merge 
In this example. the original secondary file has a dummy record at the end of 
the file with "End" in the name field. The commands shown here nest the 
secondary file ADDRESS2.SF when the last record of the secondary file is 
reached. 

{IF}" { FIELD }Name-"="End"-{ COMMENT} 

-{ NEST SECONDARY I Address2.si-{ COMMENT I 
-{END IF) 

See the Merge subheading under the following commands for additional 
examples: {BELL}, {NEST PRIMARY). 

INEXTI ~.) >+ 
Use this command to execute the next iteration of a { FOR l, { FOR EACH}, or 
{WHILE} loop. Usually, the {END FOR) or (END WHILE] command that 
ends the loop sends execution to the next iteration. However, the {NEXT] 
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command can be used to send execution to the next iteration from other than the 
end of the loop. For example, you may use nested IF statements as part of the 
loop, where when a certain condition is true, you want to abandon the rest of the 
commands in the loop and go to the next iteration. In this case, you would use 
the {NEXT} command at the point where you want the next iteration to begin.

Even if you use the {NEXT} command in a loop, you must still use an 
{END FOR} or (END WHILE} command to mark the end of the loop.

Macros
The following macro writes out "**********@@@@@”.

(FOR) r r i r r
( ;}Repeat-ihe-loop-15times,startingat-1 .ending-at-15,-in-increments- 
of-1'

(IF) (VARIABLE) 1'>  1 O'
{;)If-var-1 is->-10.'

@
);} Write-an-@~

(NEXT)
j :|Skip-to -the-nex titerationoftheloop '

(END IF)
*

(;)W riiean-astensk
(END FOR)

Merge
The following merge writes out "**********@@@@@”.

{FOR | Fred' I'  15 ' 1' I COMM F.NT)
Repeat the loop IS times, starting at I. ending at 15, in increments of 1 

'  ( IF ) ( VAR] A B LE) Fred~> 1 O' (COM M ENT)
If var Fred is > 10,

(COM MENT)
Write an @

'(N E X T ) (COMMENT)
Skip to the next iteration of the loop 

'(E N D  IF) (COMMENT)
'* (  COMMENT)

Write an asterisk 
'(E N D  FOR)

[NEXT RECORDI >~
The (NEXT RECORD) merge command moves the record pointer in the 
secondary file to the next record (see Record Pointer under Notes at the end of 
this appendix). If it does not find the next record, it ends the merge, or returns 
the merge to the next command in the primary file if the secondary file was 
nested, and un-nests the secondary file.

While an executing merge is paused at a (KEYBOARD) or {INPUT} command, 
you can execute the (NEXT RECORD) command from the keyboard. See

8 4 0 APPENDIX K: MACROS AND MERGE, PROGRAMMING COMMANDS

command can be used to send execution to the next iteration from other than the 
end of the loop. For example. you may use nested IF statements as part of the 
loop. where when a certain condition is true. you want to abandon the rest of the 
commands in the loop and go to the ne xt iteration . In this case. you would use 
the {NEXT} command at the point where you want the next iteration to begin. 

Even if you use the (NEXT} command in a loop, you must still use an 
(END FOR} or (END WHILE } command to mark the end of the loop. 

Macros 
The following macro writes out " **********@@@@@". 

{FOR } 1-n5-1-

I:} Repeat·the- loop-15 times, starting at· 1. ending-at-15.-in-increments· 
of· I-

{ IF } I VA RIABLE} I-> Io-

{: I If-var- I is->- Io.­
@ 

I:} Write-an- @­
! NEXT ) 

I: }S kip-to-the-next iteration of the loop­
{ END IF} 

f:} Write an-asterisk 
{END FOR } 

Merge 
The following merge writes out .. **********@@@@ @". 

f FOR I Fred_ I_ I Y 1-1 COMM ENT I 
Repeat the loop 15 times, starting al I. ending al 15, in increments of I 

-1 IF I { YARIABLE}f-'red-> I 0- 1 COMMENT} 

If var Fred is > I 0. 
(al [ COMMENT I 

Write an@ 
-I NEXT }ICOMMENT) 

Skip to the nex t iteration of the loop 
- {END IF}I COMMENTI 
-* {COMMENT } 

Write an asterisk 
-{END FOR ! 

!NEXT RECORD! >,. 
The { NEXT RECORD l merge command moves the record pointer in the 
secondary file to the next record (see Record Poimer under Notes at the end of 
,his appendix ). If it does not find the next record. it ends the merge, or returns 
the merge to the next command in the primary tile if the secondary tile was 
nested. and un-nests the secondary ti le . 

While an executing merge is paused at a (KEYBOARD) or {INPUT) command, 
you can execute the ( NEXT RECORD} command from the keyboard. See 
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Inserting Merge Commands During Execution under Notes at the end of this 
appendix.

In previous versions o f WordPerfect, this command was represented by AN.

Macros
This command is not available in Macros.

Merge
In this example, the secondary file is searched until the variable 
CompanyName matches the field Company in the secondary file. When a 
match is found, the contents of the Amount field of that record in the 
secondary file are written to the merged document.

{LABEL) DoCompany' {COM M ENT}
'{ IF }" (VARIABLE (CompanyName'" !=" {FIELD }Company~"'{ COMMENT)

'{N EX T RECORD {{COMMENT}
'{ GO }DoCompany'{ COM M ENT}

'{ELSE} {COMMENT}
'  {FIE L D } Am ount'

{END IF)

See the Merge subheading under the following commands for additional 
examples: (BELL), (COMMENT), (SUBST PRIMARY).

(NTOCIn u m b e r  (O ) >~
The (NTOC) merge command (Number TO Character) converts a WordPerfect 
key value or character set number to its character equivalent. It performs the 
inverse (opposite) function of the (CTON) command (see fCTONj above). Lor 
example, the (NTOC) of 294 is "(f'\

If you want to calculate the key value for a given character set value,
1 Multiply the character set number by 256, then add the number of the 

character.

Lor example. “Q" is character number 38 in character set 1. Multiply 256 times 
1 (256), then add 38 (294). The (NTOC) of 294 is "£"•

(NTOC) will return nothing if it is taken of a number that is not equivalent to a 
character.

Macros
This command is not available in Macros. However, the (NTOK) macro 
command is very similar to the (NTOC) merge command. See /NTOKj 
below for more information.

Merge
The following example prompts for a number, then returns the character 
equivalent.

(TEXT)Num 'Type a key value number: '{COMM ENT}
'{ N TO C }{VARIABLE } N u m ~
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Inserting Merge Commands During Execution under Nores at the end of this 
appendix. 

/11 11re1'ious l'ersivns o( WvrdPe,fect, this command was represented by ''N. 

Macros 
This command is not available in Macros. 

Merge 
In this example, the secondary tile is searched until the variable 
CompanyName matches the field Company in the secondary file. When a 
match is found. the contents of the Amount field of that record in the 
secondary tile are written to the merged document. 

{LABELIDoCompany-(COMMENT ) 
-1 IF )" ( VARIABI_E )CompanyName-" '=" f FIELD I Company_"_ ( COMMENT) 

-1 NEXT RECORD I (COMMENT ) 
-( GO)DoCompany-f COMMENT) 

"{ELSE){COMMENT) 
-{ FIELD I Amount· 

{END IF ) 

See the Merge subheading under the following commands for additional 
examples: [BELL). [COMMENT), {SUBST PRIMARY). 

INTOCtnumbe,- (C.)) >-+ 
The { NTOC} merge command (Number TO Character) convens a WordPerfect 
key value or character set number to its character equivalent. It performs the 
inverse (opposite) fum:tion of the { CTON} command (see {CTONJ above). For 
example. the { NTOC} of 294 is .. ~ ... 

If you want to calculate the key value for a given character set value, 

1 Multipl y the character set number by 256. then add the number of the 
character. 

For example. "(" is character number 38 in character set I. Multiply 256 times 
I (256), then add 38 (294). The {NTOC} of 294 is ·•(". 

( NTOC} will return nothing if it is taken of a number that is not equivalent to a 
character. 

Macros 
This command is not availahle in Macros. However. the {NTOK) macro 
command is very similar to the { NTOC} merge command. See / NTOKJ 
below for more information. 

Merge 
The following example prompts for a number. then returns the character 
equivalent. 

I TEXT I Nom·Type a key value number: -I COMMENT I 
"{ NTOC) f VARIABLE( Num-
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INTOKIfjumfier' 0 ( > - )
The {NTOK} macro command (Number TO Key) converts a WordPerfect key 
value to its character or function equivalent. It performs the inverse (opposite) 
function of the (KTON) command (see (KTON} above). For example, if you 
take the (NTOK) of 32809 (Save), a Save is executed. If you take the (NTOK) 
of 1537, a “±” is written out.

You can also take the (NTOK) of a WordPerfect character set value. For 
example, the character set value for “±” is 6,1. Type {NT0K}6,1~ to obtain “±”.

If you want to calculate the key value for a given character set value,

1 Multiply the character set number by 256, then add the number of the 
character.

You can then use the (NTOK) command to obtain the character.

For example, “±” is character number l in character set 6. Multiply 256 times 6 
(I536), then add I (1537). You can then take the (NTOK) of 1537 to obtain 
“±”. (For additional values see Appendix T: Macros and Merge, Value Tables.)

Macros
The following example prompts for a number, then returns the character or 
function equivalent.

(T E X T |N unrT ype a number: '
(NTOK) (VARIABLE )Num“

If the number returns a function, such as Save, and you do not want the 
function to execute, you can store it in a variable (e.g.,
(ASSIGN ) K e y '(NTOK ) {VARIABLE) N u m ~ ) .

Merge
This command is not available in Merge; however, the (NTOC) merge 
command is very similar to it. See (NTOC} above.

(ON CANCEL\ac tion~  O  > *
The (ON CANCEL) command tells WordPerfect what to do if a user presses 
Cancel (FI) or if a (RETURN CANCEL) command has been returned by a 
subroutine or nested macro or merge. When a Cancel occurs, WordPerfect will 
know what to do next only if it has already encountered the (ON CANCEL) 
command. For this reason, it is a good idea to place the command before a 
Cancel can occur, otherwise execution will terminate when Cancel is pressed.

The valid actions available with this command in Macros are:

(BREAK)
(CALL)
(GO)
(QUIT)
(RESTART)

(RETURN)
(RETURN CANCEL) 
(RETURN ERROR) 
(RETURN NOT FOUND)
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INTOKlr1umber- C°.) ( >-+) 
The { NTOK} macro command (Number TO Key) converts a WordPerfect key 
value to its character or function e4uivalent. It performs the inverse (opposite) 
function of the { KTON} command (see {KTONJ above). For example, if you 
take the I NTOK} of 32809 ( Save). a Save is executed. If you take the ( NTOK} 
of 1537. a "±" is wri11en out. 

You can also take the { NTOK} of a WordPerfect character set value. For 
example, the character set value for"±" is 6,1. Type (NTOK)6,1- to obtain"±". 

If you want to u1lculate the key value for a given character set value , 

1 Multiply the character set number by 256. then add the number of the 
character. 

You can then use the ( NTOK} command to obtain the character. 

For example, "±" is character number I in character set 6. Multiply 256 times 6 
( 1536), then add I ( 1537 ). You can then take the { NTOK} of 1537 to obtain 
"±''. (For additional values see Appendix T: Macros and Merge, Value Tables.) 

Macros 
The following example prompts for a number, then returns the character or 
function equivalent. 

I TEXT I Nu111-Type a numher: -
I NTOK ) !YARIABLE)Num--

lf the number returns a function. such as Save. and you do not want the 
function to execute, you can store it in a variable (e.g., 
{ASSIGN) Kcy-{NTOK I { YARIABLE)Num ___ )_ 

Merge 
This command is not available in Merge; however, the {NTOC} merge 
command is very similar to it. See {NTOC} above. 

ION CANCELlaction~ G) )-. 
The ( ON CANCEL} command tells WordPerfect what to do if a user presses 
Cancel (Fl) or if a (RETURN CANCEL} command has been returned by a 
subroutine or nested macro or merge. When a Cancel occurs, WordPerfect will 
know what to do next only if it has already encountered the { ON CANCEL} 
command. For this reason, it is a good idea to place the command before a 
Cancel can occur. otherwise execution wi ll terminate when Cancel is pressed. 

The valid acrions available with this command in Macros are : 

{BREAK} 
{CALL} 
(GO} 
(QUIT) 
(RESTART} 

(RETURN} 
I RETURN CANCEL} 
I RETURN ER ROR} 
I RETURN NOT FOUND} 
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The valid actions available with this command in Merge are:

{BREAK}
{CALL}
{GO}
{QUIT}

(RETURN)
{RETURN CANCEL} 
{RETURN ERROR} 
{STOP}

Since /GO) and jCALLj require a Hide O  after the label, there must be two tilde marks 
(~) at the end (e.g., (ON CANCEL) (GO J label").

In Macros, the default response to a Cancel (if no {ON CANCEL} command is 
encountered) is {RETURN CANCEL}. In Merge, the default response to a 
Cancel (if no {ON CANCEL} command is encountered) is {STOP}.

If no action is specified in the command (i.e., (ON CANCEL}'), the cancel is 
ignored and execution continues as if there had been no cancel. In Macros, not 
only is the cancel condition ignored, but if the Cancel key was pressed, the key 
is thrown away. In other words, if either a {LOOK} or {ORIGINAL KEY) is 
used, they do not detect that the Cancel key was pressed. If you want the 
Cancel key to be used as input, use the (CANCEL OFF} command before the 
input is requested.

Macros
When Cancel is pressed (or a {RETURN CANCEL} is encountered), 
WordPerfect executes the last {ON CANCEL) command encountered at the 
current level (see Levels under Notes at the end of this appendix). If no 
{ON CANCEL) command was encountered during execution of the current 
level, WordPerfect looks to successively higher levels and executes the last 
one that was encountered. If none was encountered, the default 
({RETURN CANCEL}) is executed.

If you chain or nest a macro, the (ON CANCEL) com mand is not passed 
from the parent file to the nested or chained file. Rather, the default 
({RETURN CANCEL}) is in effect until another {ON CANCEL} command 
is encountered.

When execution returns from a lower level to a higher level, the last 
{ON CANCEL} command encountered at the higher level resumes effect.

In the following example, if the user presses Cancel (FI) during the macro, 
the subroutine End is executed.

(ON C A N C E L )(G O )E nd"

• (commands in macro)

(LABEL) E nd'
(;) Beginning-of-End-subroutine'

{PROMPT [Macro-cancelled prematurely.'
(;} Send notification m essage'

(WAIT) 4 0 '
(;) Display message for-4-seconds'
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The valid actions available with this command in Merge are: 

{BREAK} 
{CALL} 
{GO} 
[QUIT} 

/RETURN} 
/ RETURN CANCEL} 
{ RETURN ERROR l 
{STOP) 

Si11ce {GO} and {CALL} require a 11lde (-) afier the label. there must be two tilde marks 
r--J at the end (e.g., (ON CANCELJ(GOJ/aben. 

In Macros, the default response to a Cancel (if no ( ON CANCEL l command is 

encountered) is I RETURN CANCEL} . In Merge. the default response to a 
Cancel (if no /ON CANCEL} command is encountered) is {STOP}. 

If no action is specified in the command (i.e., ( ON CANCEL i-J, the cancel is 
ignored and execution continues as if there had been no cancel. In Macros, not 
only is the cancel condition ignored, but if the Cancel key was pressed, the key 
is thrown away. In other words, if either a (LOOK} or (ORIGINAL KEY} is 
used. they do not detect that the Cancel key was pressed. If you want the 
Cancel key to be used as input, use the [ CANCEL OFF} command before the 
input is requested. 

Macros 
When Cancel is pressed (or a {RETURN CANCEL} is encountered), 
WordPerfect executes the last { ON CANCEL} command encountered at the 
current level (see Levels under Notes at the end of this appendix). If no 
( ON CANCEL} command was encountered during execution of the current 
level. WordPerfect looks to successively higher levels and executes the last 
one that was encountered. If none was encountered. the default 
( ( RETURN CANCEL}) is executed. 

If you chain or ne~t a macro. the {ON CANCEL) command is not passed 
from the parent file to the nested or chained file. Rather, the default 
( ( RETURN CANCEL} J is in effect until another ( ON CANCEL} command 
is encountered. 

When execution returns from a lower level to a higher level. the last 
( ON CANCEL} command encountered at the higher level resumes effect. 

In the following example, if the user presses Cancel (Fl) during the macro, 
the subroutine End is executed. 

(ON CANCELl(GO)End--

(commands in macro) 

(LABEL I End-

( ;) l::leginning-of-End•subrou1ine­
(PROMPT} Macro-cancelled prematurely.­

(; }Send ·notificarion·message-
( WAIT}40-

( ; }Display message for-4-second,-
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(Screen) (Screen)
(;)C learm essagefrom  screen

(QUIT)
{;) Term inate-execution'

• (rest of macro)

See the M acros subheading under (RETU RN  CAN CEL] for an additional 
example.

Merge
In Merge, when Cancel is pressed, the last {ON CANCEL} command 
encountered in the file is executed. If none was encountered, the default 
({ON CANCEL ({STOP}') is executed.

The {ON CANCEL} command is local to the file in which it is encountered. 
It cannot be seen from other files. For example, a secondary file cannot use 
the {ON CANCEL} command from a primary file.

In the following example, if the user presses Cancel (FI) during the merge, 
the subroutine End is executed.

(ON CA N CEL) (GO) E n d "  (COMM EN T)
If Cancel (FI) is pressed during the merge, execute the End subroutine"

• (commands in primary file)

{LABEL) End~{ COMMENT)
Beginning of End subroutine

' ( PROMPT) Merge cancelled prem aturely.'(COM M ENT)
Send notification message 

W A IT)40'(CO M M EN T)
Display message for 4 seconds 

'(S T O P ) (COMMENT)
Terminate execution'

See the Merge subheading under (RETURN CANCEL] for an additional 
example.

(ON ERRORIacf/o/T O  > *
The (ON ERROR) command tells WordPerfect what to do if an error is detected 
in macro or merge execution, or returned by WordPerfect or DOS, or if a 
{RETURN ERROR) command has been returned by a subroutine or nested 
macro or merge. Inserting this command without an action ({ON ERROR}") 
will cause WordPerfect to ignore the error and continue execution (when 
possible).

In Macros, any error that returns an error message to or from WordPerfect can 
be trapped with this command. In Merge, the errors that can be trapped with 
this command are:
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{Screen } {Screen} 

(: )Clear message from screen 

{QUIT) 
f; I Terminate-execution-

(rest of macro) 

See the Macros subheading under (RETURN CANCEL} for an additional 
example. 

Merge 
In Merge, when Cancel is pressed, the last { ON CANCEL} command 
encountered in the file is executed. If none was encountered, the default 
( ( ON CANCEL l { STOP l -) is executed. 

The I ON CANCEL l command is local to the file in which it is encountered. 
It cannot be seen from other files. For example, a secondary file cannot use 
the {ON CANCEL} command from a primary file. 

In the following example, if the user presses Cancel (F 1) during the merge, 
the subroutine End is executed. 

(ON CANCELl{GO}Ernr(COMMENT} 
If Cancel (FI) is pressed during the merge. execute the End subroutine-

(commands in primary tile) 

( LABEL) End-{COMMENT} 

Beginning of End sub routine 
-1 PROMPT J Merge cancelled prematurely. -r COMMENT l 

Send notification message 
WAIT }40-{COMMENT} 

Display message for 4 seconds 
-{STOP}{COMMENT} 

Terminate execution -

See the Merge subheading under {RETURN CANCEL/ for an additional 
example. 

(ON ERRORlaction~ (°.) )-+ 

The { ON ERROR} command tells WordPerfect what to do if an error is detected 
in macro or merge execution. or returned by WordPerfect or DOS, or if a 
{ RETURN ERROR l command has been returned by a subroutine or nested 
macro or merge. Inserting this command without an action ( [ ON ERROR n 
will cause WordPerfect to ignore the error and continue execution (when 
possible). 

In Macros, any error that returns an error message to or from WordPerfect can 
be trapped v.ith this command. In Merge, the errors that can be trapped with 
this command are: 
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• File not found
• Print queue errors
• End of file condition returned by a (NEXT RECORD}

If you chain a file that does not exist or is not found, the error condition is not 
generated until WordPerfect tries to execute the chained file (i.e., at the end of 
the current macro or merge file). See Chaining, Nesting, and Substituting under 
Notes at the end of this appendix, and the descriptions for the {CHAIN j,
(CHAIN MACRO}, (CHAIN PRIMARY}, and (CHAIN SECONDARY/ commands 
in this section for more information.

In Macros, the default action (if no {ON ERROR} is encountered) is 
{RETURN ERROR}. In Merge, the default action is {STOP}. For a list of 
other possible actions, see (ON CANCEL} above.

Macros
The range of effect of the {ON ERROR} command is the same as the 
{ON CANCEL} command (see the Macros subheading under 
(ON CANCEL} above).

In the following example, the macro requests that the user enter the name of 
a file. The macro then tries to retrieve it. The (ON ERROR) command 
specifies that the Error subroutine be executed if the file is not found when 
the macro tries to retrieve it.

{ON ER R O R ){GO) Error”
(;}Ifan-error-is generated,-execute-the-Error-subroutine'

{LABELJGetFile'
|TEX T)Filenam e'File to-be-retrieved:-'

{;) Prompt-user-for-file'
{Retrieve) {VA RI ABLE) Fi lenam e' {Enter)

( : IR etr ieve-thef i le '

• (more commands)

{LABEL (Error'
{;}lf-tiie tile was not found when the-macro-tried to-retrieve it, 
execution-moves-here'

{Cancel)
{:)Cancel-"Document to-be-retrieved:" prom pt'

{PROMPT)The-file-you-entered is-not in the default directory.-Try again.'
{;) Tel I the user-what happened'

(WAIT) 15'
{;[Display the-message for-1.5 seconds'

(G O )G etFile '
{;)Prompt-again for-the-tile'

See the Macros subheading under (RETURN ERROR} for an additional 
example.
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• File not found 
• Print queue errors 
• End of file condition returned by a ( NEXT RECORD) 

If you chain a file that does not exist or is not found. the error condition is not 
generated until WordPerfect tries lO execute 1he chained file (i.e .. at the end of 
the current macro or merge file). See Chaining, Nesting, and Substirwing under 
Nmes at the end of this appendix. and the descriptions for the {CHAIN}. 
(CHAIN MACRO}. (CHAIN PRIMARY}. and (CHAIN SECONDARY} commands 

in this section for more information. 

In Macros. the default action ( if no ( ON ERROR I is encountered) is 
( RETURN ERROR). In Merge. the default acrion is (STOP). For a list of 
other possible actions. see /ON CANCEL} above. 

Macros 
The range of effect of the ( ON ERROR] command is the same as the 
( ON CANCEL) command ( see the Macros subheading under 
(ON CANCEL/ above) 

In the following example. the macro requests that the user enter the name of 
a file . The macro then tries to retrieve it. The ( ON ERROR) command 
specifies that the Error subroutine be executed if the file is not found when 
the macro tries to retrieve it. 

[ON ERR OR iiGO}Error--

1:} If an error-is genera1ed,-execule·the·Error·suhrou1im: -

[LABEL}Ge1File-

l TEXT I Filename-File to-be-retneved: · -

(:} Prompt·user•for•fik-

( Re1rieve} ( VARIABLE }Fi lename~( En1er) 
l: I Retrieve.the hle-

• ( more commands) 

I LABEL} Error-

[ Cancel} 

I:} If-1he tile was not found when 1he-nrncro-1ried to-retneve It. 

execut1on-rnoves•here-

I: }Cancel-"Docurnent to-be-retrieved :" prompt-

{ PROMPT }The-tile-you-entered 1s-no1 in the default directory. -Try again. ­

{:} Tell the user·whal happened-

[ WAIT} 15-

(:) Display 1he·message for· 1.5 seconds­

( GO} Ge1Ftle -

(:) Prompl·again for-lhe-1ik-

See the Macros subheading under { RETURN ERROR} for an additional 
example. 
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Merge
The range of effect of the {ON ERROR} command is the same as the 
{ON CANCEL} command.

In the following example, a new primary file is nested. The (ON ERROR} 
command specifies that the Error subroutine be executed if the file is not 
found when the merge tries to nest it.

(ON ERROR}{GO}Error"(COMMENT)
If an error is generated, execute the Error subroutine'

• (more merge commands)

(NEST PRIMARY[invoice.pr

• (more merge commands)

{LABEL} Error' {COMMENT}
If the file was not found when the merge tried to nest it. execution moves here 

'(PROMPT)File not found. Move INVOICE.PF to default directory and start merge 
again.'(COMMENT)

Send a message to the user 
'{WAIT} 15') COMMENT)

Display the message for 1.5 seconds 
'(STOP) (COMMENT)

Terminate execution'

See the Merge subheading under j RETURN ERRORj for an additional 
example.

(ON NOT FOUND)a c t i o n '  O
The {ON NOT FOUND} macro command tells WordPerfect what to do if a 
search fails (e.g., Search, Word Search, or Name Search) or a 
{RETURN NOT FOUND) is returned by a nested macro or subroutine. If no 
(ON NOT FOUND} command is included before a Not Found condition occurs, 
the Not Found stops that level of macro execution (an {ON NOT FOUND) 
{RETURN NOT FOUND}' is executed).

For a list of valid actions for this command, see Macros under (ON CANCELj 
above. The range of effect of the {ON NOT FOUND) command is the same as 
the (ON CANCEL} command.

If you search for a nonexistent name with the Name Search feature, the Not 
Found condition is returned at the first character that does not match. You 
should insert an {Enter} command somewhere in the macro after the Not Found 
is generated to terminate the name search.

If during a name search all characters before the {Enter} match, a Not Found is 
not generated, even though there may be additional characters in the name of the 
file at the cursor. To check whether the file is an exact match, use {HPg} 
(Ctrl-Enter) to terminate the Name Search instead of (Enter). When you use 
{HPg}, a Not Found is generated if the filename does not exactly match.
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Merge 
The range of effect of the ( ON ERROR) command is the same as the 
(ON CANCEL) command. 

In the following example, a new primary file is nested. The I ON ERROR] 
command specifies that the Error subroutine be executed if the file is not 
found when the merge tries to nest it. 

(ON ERROR l( GO !Erro r--( COMMENT ) 

If an error is genernted, exei:ute the Error subroutine-

(more merge commands) 

I NEST PRIMARY} invoice.pr 

• (more merge commands) 

( LABEL )Error- (COMMENT) 

If the file was not found when the merge tried to nest it. execution moves here 
-( PROMPT)File not found . Move INVOICE.PF to default directory and start merge 
again.- (COMMENT ) 

Senti a message to the user 

-(WAIT) IS-(COMMENT J 

Display the message for 1.5 sernntls 
- (STOP) (COMMENT ) 

Terminate execution-

See the Me,:f!.e subheading under / RETURN ERROR/ for an additional 
example. 

ION NOT FOUNDlaction- l.) 
The ( ON NOT FOUND) macro command tells WordPerfect what to do if a 
search fails (e.g., Search, Word Search. or Name Search) or a 
( RETURN NOT FOUND] is returned by a nested macro or subroutine. If no 
( ON NOT FOUND] command is included before a Not Found condition occurs, 
the Not Found stops that level of macro execution (an ( ON NOT FOUND] 
{ RETURN NOT FOUND r is executed). 

For a list of valid actions for this command. see Macros under {ON CANCEL/ 
above. The range of effect of the ( ON NOT FOUND] command is the same as 
the [ ON CANCEL) command. 

If you search for a nonexistent name with the Name Search feature, the Not 
Found condition is returned at the first character that does not match. You 
should insert an (Enter} command somewhere in the macro after the Not Found 
is generated to terminate the name search. 

If during a name search all characters before the (Enter) match, a Not Found is 
nut generated, even though there may be additional characters in the name of the 
file at the cursor. To check whether the file is an exact match. use ( HPg) 
:Ctrl-Enter) to terminate the Name Search instead of [Enter}. When you use 
{ HPg}, a Not Found is generated if the filename does not exactly match. 
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M a c r o s

See the Macros subheading under the following commands for examples of 
how to use this command: (CHAIN), (RETURN NOT FOUND).

Merge
This command is not available in Merge.

(ORIGINAL KEY) O
The (ORIGINAL KEY) macro command evaluates the original (unmapped) 
action of the last key entered from the keyboard. The last key pressed could be 
either a key that was read before the macro started (which may be the key which 
invoked the macro) or a character input with a (CHAR), (LOOK), (TEXT), 
(PAUSE), or (PAUSE KEY) command.

M a c r o s
This command is useful if your keyboard has been remapped with a 
keyboard definition (see Keyboard Layout in Reference). For example, you 
might want your macro to check if a user has typed a specific key, regardless 
of the keyboard definition. If you want to exit if F7 has been pressed, use 
the following macro:

{LOOK (Key'
{; [Check-to-see-if’-a-key-has-been-pressed.--Assign-it-to-var-Key~

{IF)"(ORlGINAL KEY}”="(Exit}"'
1; | If the-unmapped key-is Exit'

{Exit |
{;} Exit'

(END IF)
{; 1 End of- {IF) statement'

Merge
T his com m an d  is not availab le  in M erge.

(OTHERWISE)
Use this command as the last case in a (CASE) or (CASE CALL) command 
for cases other than the specified cases.

(PAGE OFF) >~
The (PAGE OFF) merge command eliminates the hard page (HPg) between 
copies of the primary file in the merged document. Use (PAGE ON) to begin 
insertion of hard page codes again after you have used (PAGE OFF). The 
(PAGE ON) and (PAGE OFF) commands are global to the merge; they may be 
included in any primary or secondary file and are in effect for all the files in the 
merge until the opposite command is encountered.

These commands are useful for merging labels or for including multiple records 
in a document. You can also use (PAGE OFF) with the (PRINT) command to 
eliminate blank pages between copies of the merged document when merging to 
the printer. (In previous versions of WordPerfect, this was accomplished with 
the ANAPAP codes.)
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Macros 
See the Macros subheading under the following commands for examples of 
how to use this command: {CHAIN). f RETUR N NOT FOUND I-

Merge 
This command is not available in Merge. 

(ORIGINAL KEY) C-.:> 
The {ORIGINAL KEY) macro command evaluates the original (unmapped) 
action of the last key entered from the keyboard. The last key pressed could be 
either a key that was read before the macro started (which may be the key which 
invoked the macro) or a character input with a {CHAR ). {LOOK}. {TEXT}. 
{PAUSE!. or (PAUSE KEYi command. 

Macros 
This command is useful if your keyboard has been remapped with a 
keyboard definition (see Keyboard layout in Reference) . For example, you 
might want your macro to check if a user has typed a specific key. regardless 
of the keyboard definition. If you want to exit if F7 has been pressed. use 
the following macro: 

{LOOK}Key· 
I : } Check-to,see-if.a-key-has-heen -pressed. ·· Assign·il•to•var· Key· 

{IF}"(ORIGINAL KEY}"="( Ex it} '-
( :} If the-unmapped key is Ex it· 

{Exit} 
!:) Exit' 

{END IFJ 
(; l End of. {IF} statement· 

Merge 
Thi~ command is not available in Merge . 

(OTHERWISE) 
Use this command as the last case in a (CASE) or (CASE CALL) command 
for cases other than the specified cases. 

(PAGE OFF) >+ 
The ( PAGE OFF} merge command eliminates the hard page [HPgJ between 
copies of the primary file in the merged document. Use { PAGE ON} to begin 
insertion of hard page codes again after you have used { PAGE OFF}. The 
{ PAGE ON) and ( PAGE OFF) commands are global to the merge; they may be 
included in any primary or secondary file and are in effect for all the files in the 
merge until the opposite command is encountered. 

These commands are useful for merging labels or for including multiple records 
in a document. You can also use { PAGE OFF) with the (PRINT} command to 
eliminate blank pages between copies of the merged document when merging to 
the printer. ( In previous versions of WordPerfect. this was accomplished with 
the "N"P"P codes.) 
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The (PAGE OFF} command must be separated from the previous text by a hard 
return in order for the merge to perform a line feed before continuing the merge.

Macros
This command is not available in Macros.

Merge
In the following example, the records in the secondary file have 2 fields: 
Name and Salary. When merged with the primary file below, a list is 
created of each name and salary. Because Page is off, no hard page break is 
inserted between each iteration of the primary file, thereby creating a single 
list.

{PAGE OFF)
(FIELD (N am e'........... (FIELD) Salary'

See the Merge example under the following commands for additional 
examples: (PAGE ON), {PRINT}.

{PAGE ON} F*
The (PAGE ON} merge command reinstates the use of hard page codes between 
copies of the primary file in the merged document. See (PAGE OFFj for more 
information.

Macros
This command is not available in Macros.

Merge
In the example below, the nested primary file LIST.PF creates a list of
players on a g iv en  team — on e team  per page.

(ASSIGN )Team'( FIELD (Team") COMMENT)
Assign the current field to a global variable so that the nested primary tile can use it 

"These people are on your team (Team (FIELD)Team'):

(PAGE OFF) (COMMENT)
This command prevents the insertion of a hard page between iterations of the nested 
primary tile

'(NEST PRIMARY[List.pFjCOMMENT)
This primary file uses another secondary file to produce the list. (It writes the 
Name field of all records whose Team field matches the current Team variable.) 

'(PAGE ON)(COMMENT)
This command restores the use of page breaks to allow one team list per page'
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The ! PAGE OFF I command must be separated from the previous text by a hard 
return in order for the merge to perform a line feed before continuing the merge. 

Macros 
This command is not available in Macros. 

Merge 
In the following example. the records in the secondary tile have 2 fields: 
Name and Salary. When merged with the primary file below. a list is 
created of each name and salary. Because Page is off. no hard page break is 
inserted between each iteration of the primary tile. thereby creating a single 
1 ist. 

{PAGE OFF} 
I FIELD) Name· . I FIELD I Salary· 

See the Merge example under the following commands for additional 
examples: {PAGE ON!, jPRINTl. 

(PAGE ONI >--
The { PAGE ON} merge command reinstates the use u; hard page codes between 
copies of the primary file in the merged document. See {PAGE OFF} for more 
information. 

Macros 
This command is not available in Macros. 

Merge 
In the example below, the nested primary file LIST.PF creates a list of 
players on a given team~ onc team pc1· page. 

[ASSIGN )Team·[ FIELD }Team--(COMMENT} 

Assign the current field to a global variable so that the nested primary tile can use it 
"These people are on your team (Team { FIELD )Team·): 

{PAGE Off )I COMMENT } 

This command prevents the insertion of a hard page between iterations of the nested 
primary tile 

'{NEST PRIMARY )List.pr{COMMENT } 
This primary tile u,e, another secondary file to produce the list. (It writes the 
Name field of all records whose Team field matches the current Team variable.) 

-[PAGE ON}{COMMENT} 
This command restores the use of page breaks to allow one team list per page· 
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{Para Down) O
The {Para Down) keystroke command moves the cursor to the beginning of the 
next paragraph (just beyond the next [HRt]).

Macros
The following macro swaps two paragraphs.

(INPUT }Position-cursopon'paragrapIwo-be’moved-down.-then-press’Enter.' 
(;)Prompt-user-and-pause-for-user-to-position-cursor“

(Move) pm
{; )Move-paragraph-into-buffer'

(Para Down)
{;)Position cursor down one paragraph'

(Home} (Home) (Left)
(;}Position-cursor-at-beginning-of-the-line'

{Enter}
(:)Retrieve-the paragraph'

Merge
This command is not available in Merge.

(Para Up) O
The (Para Up} keystroke command moves the cursor to the beginning of the 
current paragraph (to the right of the previous [HRt]) or, if the cursor is already 
at the beginning, to the beginning of the previous paragraph.

Macros
The following macro swaps two paragraphs.
(INPUT )Position-cursor-on-paragraph-to-be-moved-up.-then press-Enter.'

{;) Prompt user and pause-for user toposition-cursor'
(Move) pm

{: }Move-paragraph-into-buffer'
(Para Up)

(;) Position-cursor-up-one paragraph'
(Home) (Home) (Left)

(;}Position-cursor-at-beginning-of-the-line'
(Enter)

(;) Retrievetheparagraph'

Merge
This command is not available in Merge.

(PAUSE) O  ( >~)
The (PAUSE) macro command causes the macro to pause until Enter is 
pressed. This command lets the user edit or type new text as if there were no 
macro running. Macro execution proceeds after Enter is pressed. (If you want 
another key to end the pause, see {PAUSE KEY} below.)

{PAUSE} does not prompt the user. Because of this, the {PROMPT} and/or 
{BELL} commands are often used with {PAUSE}. See also Prompting and 
User Input under Notes at the end of this appendix for other methods of 
obtaining user input.
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!Para Downl l.) 
The { Para Down} keystroke command moves the cursor to the beginning of the 
next paragraph (just beyond the next [HRt]). 

Macros 
The following macro swaps two paragraphs. 

I INPUT) Position-cursor-on-paragraph•IO•be•moved•down. ·then-press· Enter.~ 

{:) Prompt-user-and•pause•for•user-to•position·curso( 
{Move)pm 

I: I Move ·paragraph·into·buffer~ 
{Para Down ! 

I; l Position cursor do"'n one paragraph­
( Home I I Home I { Left) 

{:) Position-cursor•at·beginning•of•the·line-

1 Enter ) 
{ :}Retrieve-the paragraph -

Merge 
This command is not available in Merge. 

!Para Upl l .) 
The ( Para Up l keystroke command moves the cursor to the beginning of the 
current paragraph (to the right of the previous [HRt]) or, if the cursor is already 
at the beginning. to the beginning of the previous paragraph. 

Macros 
The following macro swaps two paragraphs. 

{INPUT} Position-cursor-on-paragraph·to•be·moved·up. •then press-Enter. -
{:) Prompt user and pause-for user to•position·cursor-

{ Move} pm 
{;) Move-paragraph-into-buffer~ 

{Para Up ) 
{; } Position-cursor•up·one paragraph­

{ Home l {Home) {Left) 
{; l Position·cursor·at·beginning·of.the·line­

{ Enter} 
{: ) Retrieve the paragraph-

Merge 
This command is not available in Merge. 

IPAUSEI l.) ( >+) 
The {PAUSE) macro command causes the macro to pause until Enter is 
pressed. This command lets the user edit or type new text as if there were no 
macro running. Macro execution proceeds after Enter is pressed. (If you want 
another key to e nd the pause, see /PAUSE KEY} below.) 

[PAUSE} does not prompt the user. Because of this, the [PROMPT} and/or 
{BELL} commands are often used with {PAUSE}. See also Prompting and 
User lnpur under Notes at the end of this appendix for other methods of 
obtaining user input. 
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Macros
In the following example, after the {PROMPT} command is executed, the 
user can do any editing. Execution continues when the user presses Enter.

(STATUS PROMPT]Edit-the-codes. -Press-Enter-when-done.'
(; 1 Send-a-prompt-to-the-screen'

(PAUSE)
(;}Pause-t'or user to edit-codes'

(STATUS PROMPT)-
(; ) Clear-status-prompt message

See the Macros subheading under (CHAIN) and {RESART} for additional 
examples.

M e r g e
This command is not available in Merge. However, the (KEYBOARD) 
merge command is very similar to the {PAUSE} macro command. See 
jKEYBOARDj above.

(PAUSE KEYDtejT O  ( >-►)
This command functions like the {PAUSE} command (see {PAUSE) above), 
except that you specify the key that terminates the pause.

M a c r o s
If you wanted Exit (F7) to terminate the pause, you could use the following:

(STATUS PROMPTJEdit the-codes - Press-Exit-when-done.'
(;) Send-message-to-user.'

(PAUSE KEY} (Exit)'
( : )  S t o p - s o - t h a t - u s e r - c a n - e d i t - c o d e s . - - E x e c u t i o n - c o n t i n u e s - w h e n .th e .uKer.p reKKeK.R xit

(F7)~
(STATUS PROMPT}'

); [Clear-prompt.'

Merge
This command is not available in Merge. However, you may be able to use 
the {KEYBOARD} merge command instead. See {KEYBOARD) above.

(PRINT) >~
The {PRINT} merge command sends all text that has been merged so far to the 
printer. Once the text is sent to the printer, it is cleared from the edit buffer 
(i.e., it is no longer in the “resulting document"). When you merge to the printer 
using this command, the usual page break is still inserted between each iteration 
of the primary file. To eliminate the extra page between each copy, insert the 
{PAGE OFF} command before the {PRINT} command (see the example under 
Merge below).

The {PRINT} command is ignored if encountered in a substructure during a 
merge.

In  p r e v i o u s  v e r s io n s  o f  W o r d P e r fe c t ,  th i s  c o m m a n d  war r e p r e s e n te d  a s  AT.
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Macros 
In the following example, after the ! PROMPT} command is executed, the 
user can do any editing. Execution continues when the user presses Enter. 

{ STATUS PROMPT) Edil·lhe·codes. ·Press·cnter·when-done.-

{; )Send·a·prompl·IO·lhe·screen­
{ PAUSE) 

(; l Pause-for user to edit-code,­
{ STATUS PROMPT)-

{: )Clear-status-prompt message 

St!e the Macros subheading under [CHAIN} and ( RESART) for additional 
examples. 

Merge 
This command is not available in Merge. However, the {KEYBOARD} 
merge command is very similar to the !PAUSE} macro command. See 
f KEYBOARD} above. 

!PAUSE KEYIJreJ,- l.) ( )-+) 
This command functions like the {PAUSE} command (see /PA USE} above), 
except that you specify the key that terminates the pause. 

Macros 
If you wanted Exit (F7) to terminate the pause, you could use the following: 

{ STATUS PROMPT ) Edit the-codes_• Press-Exit-when-done. -
I; I Send·message·to·user.­

( PA USE KEY} { Exit r 
I : J St(lfl· SO· r hat. user•can-eci i t-corles. . . -Ex ec111lon-c on ti nt1e'-'. -when -the-u ~er, pre..:o;;:eo;;:- hx it 

(F7)­

(STATUS PROMPT r 
(; }Clear-prompt.-

Merge 
This command is not available in Merge. However, you may be able to use 
the ! KEYBOARD l merge command instead. See / KEYBOARD} above. 

IPRINTI >-+ 
The { PRINT l merge command sends all text that has been merged so far to the 
printer. Once the text is sent to the printer. it is cleared from the edit buffer 
(i.e., it is no longer in the "resulting document"). When you merge to the printer 
using this command, the usual page break is still inserted between each iteration 
of the primary file. To eliminate the extra page between each copy, insert the 
( PAGE OFF} command before the {PRINT} command (see the example under 
Merge below). 

The (PRINT} command is ignored if encountered in a substructure during a 
merge. 

In previous versions of" WordPerfect. this command was represented as "T 
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Macros
This command is not available in Macros.

Merge
The secondary file to be used with the primary file in the following example 
contains 1000 records. If you were to merge it to the screen, the resulting 
document would have 1000 pages. So, this merge uses the {PRINT} 
command to send each letter to the printer as soon as it is merged.

A B C  Com pany
245 West Center Street
Long Beach, California 90807

(DATE|

{FIELD) Name'
{FIELD (Company'

Dear {FIELD}Salutation_:

Thank you for your inquiry regarding our new product.

Sincerely,

Amy Wilcox
Product Manager)COMMENT)

'{PAGE OFF) {PRINT)

See the Merge subheading under /SYSTEMj for an additional example. 

IPROCESSIcotfesIPROCESSl >~
This merge command is designed to be used in a secondary merge file. The 
text, codes, or commands enclosed in the (PROCESS) commands are executed 
when they are encountered, regardless of the current location in the secondary 
file. For example, if this command is encountered while the merge is scanning 
the secondary file for a record, the codes are processed, even if they are not in 
the record being searched for.

To prevent the codes from being executed, you can use a {GO} command to 
send control of the merge to another part of the file, thus skipping over the 
{PROCESS} command.

Macros
This command is not available in Macros.
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Macros 
This command is not available in Macros. 

Merge 
The secondary file to be used with the primary file in the following example 
contains 1000 records. If you were to merge it to the screen, the resulting 
document would have l000 pages. So, this merge uses the { PRINT} 
command to send each letter to the printer as soon as it is merged. 

ABC Company 
245 West Center Street 

Long Beach. California 90807 

[DATE} 

( FIELD I Name· 
( FIELD )Company· 

Dear ( FIELD J Salutation-: 

Thank you for your inquiry regarding our new product. 

Sincerely. 

Arny Wilcox 
Product Manager(COMMENT J 

-(PAGE OFFl[PRINTJ 

See the Merge subheading under (SYSTEM} for an additional example. 

IPR0CESSlcodeslPR0CESSI >--
This merge command is designed to be used in a secondary merge file. The 
text, codes, or commands enclosed in the {PROCESS} commands are executed 
when they are encountered, regardless of the current location in the secondary 
file. For example, if this command is encountered while the merge is scanning 
the secondary file for a record. the codes are processed. even if they are not in 
the record being searched for. 

To prevent the codes from being executed, you can use a I GO} command to 
send control of the merge to another part of the file, thus skipping over the 
l PROCESS} command. 

Macros 
This command is not available in Macros. 
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See the Merge subheading under (CHAIN SECONDARY} for an example of 
how to use this command.

IPROMPTImessape- O  >*

The (PROMPT) command displays the message on the status line. See Message 
Display under Notes at the end of this appendix for information on affecting the 
way messages are displayed on the screen. See also Prompting and User Input 
under Notes at the end of this appendix for other methods of prompting the user.

In  p r e v i o u s  v e r s io n s  o f  W o r d P e r fe c t ,  th i s  m e r g e  c o m m a n d  w a s  r e p r e s e n te d  a s  
/'0message/'O.

Macros
See the Macros subheading under the following commands for examples of 
how to use this command; (NEST), (ON CANCEL), (ON ERROR), 
(SYSTEM), (WHILE).

Merge
See the Merge subheading under the following commands for examples of 
how to use this command: (BELL). (ON CANCEL), (ON ERROR), 
(SYSTEM).

1QUIT1 0 > -
The (QUIT) command stops the execution of the macro or merge. If macros 
are nested or chained, it stops their execution at that point.

While an executing merge is paused at a (KEYBOARD) or (INPUT) command,
you  can ex ecu te  the (Q U IT ) com m an d  from  the keyboard. S ee  I n s e r t in g  M e r g e
Commands During Execution under Notes at the end of this appendix.

In  p r e v i o u s  v e r s io n s  o f  W o r d P e r fe c t ,  th i s  m e r g e  c o m m a n d  w a s  r e p r e s e n te d  a s  ''Q .

Macros
See the Macros subheading under the following commands for examples of 
how to use this command: (CASE), (GO), (ON CANCEL).

Merge
In a merge, the rest of the primary tile after the (QUIT) command is written 
out to the resulting merged document before the merge terminates, but any 
commands after (QUIT) are not executed. Arguments in the commands 
following the (QUIT) command are included as text in the merged 
document. If you don't want the rest of the primary file written out, use the 
(STOP) command instead of (QUIT) (see (STOP} below).

If (QUIT) is used in a secondary file, the secondary file is abandoned at that 
point. However, the rest of the primary file is written out (but not 
processed) just as if the command had been encountered in the primary file, 
and then the merge terminates.

Merge
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Merge 
See the Merge subheading under {CHAIN SECONDARY} for an example of 
how to use this command. 

IPROMPTlmessage- C.) >+ 
The ( PROMPT l command displays the message on the status line. See Message 
Display under Notes at the end of this appendix for information on affecting the 
way messages are displayed on the screen. See also Prompting and User Input 
under Notes at the end of this appendix for other methods of prompting the user. 

In previous versions of WordPerfect. this merge command was represented ax 
"Omessage"O. 

Macros 
See the Macros subheading under the following commands for examples of 
how to use this command : {NEST}, {ON CANCEL). {ON ERROR). 
[SYSTEM). {WHILE). 

Merge 
See the Merge subheading under the following commands for examples of 
how to use chis command: {BELL}. {ON CANCEL). {ON ERROR). 
{SYSTEM} . 

IQUITI C.) >+ 
The ( QUIT f command stops the execution of the macro or merge. If mac ros 
are nested or chained. it stops their execution at that point. 

While an executing merge is paused at a (KEYBOARD) or (INPUT) command. 
you can execute the [ Q U IT} command from the kcybourd. Sec Inserting Merge 
Commands During Execution under Notes at the end of this appendix . 

In previous 1•ersiom of WordPerfect. this merge command was represented as "Q. 

Macros 
See the Macros subheading under the following commands for examples of 
how to use this command: {CASE). (GO). {ON CANCEL). 

Merge 
In a merge. the rest of the primary ti le after the ( QUIT f command is wri tten 
out to the resulting merged document before the merge terminates. but any 
commands after (QUIT) are not executed. Arguments in the commands 
following the {QUIT) command are included as text in the merged 
document. If you don· t want the rest of the primary file written out, use the 
(STOP} command instead of {QUIT) (see {STOP} below). 

If {QUIT) is used in a secondary file, the secondary file is abandoned at that 
point. However. the rest of the primary file is written out (but not 
processed) just as if the command had been encountered in the primary file, 
and then the merge terminates. 
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The following example is a standard memo sent by a Personnel department 
to each employee before his or her six-month salary review. The merge ends 
just after the {DATE} command, but the rest of the memo is written out to 
the resulting merged document.

MEMO

To: (KEYBOARD)

From: Kim Charleston, Personnel 

Date: (DATE) (QUIT)

Subject: Six-month Review Preparation

• (rest of memo)

{RESTART} O
The {RESTART} macro command terminates all macro execution at the end of 
the current nested macro. This command can be used if you do not want a 
macro to return to the macro from which it was nested. The {RESTART} 
command can be inserted anywhere in the nested macro. The macro 
“remembers" the {RESTART} command and executes it after all other 
commands have been executed.

Macros
In the following example, the parent macro nests the macro 
CONTINUE.WPM which asks the user whether he or she wants to continue 
or stop. If the user elects to continue, execution returns to the parent hie. If 
the user elects to stop, the {RESTART} command prevents execution from 
returning after the last command of the nested file.

Parent File:

(NEST (Continue'

Nested File (CONTINUE.WPM):

(CHAR)Answer'l-Continue;-2 Stop:■■ 1 (Left)' 
);(Prompt user'

(IF) {VARIABLE)Answer'^ 1'
{;) If user elects to continue...' 

(RETURN)
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The following example is a standard memo sent by a Personnel department 
to each employee before his or her six-month salary review. The merge ends 
just after the {DATE} command. but the rest of the memo is written out to 
the resulting merged document. 

MEMO 

To: {KEYBOARD} 

From: Kim Charleston, Personnel 

Date: (DATE }(QUIT } 

Subject: Six -month Review Preparation 

• (rest of me mo) 

(RESTART) C) 
The {RESTART} macro command terminates all macro execution at the end of 
the current nested macro. This command can be used if you do not want a 
macro to return to the macro from which it was nested. The {RESTART) 
command can be inserted anywhere in the nested macro. The macro 
"remembers" the (RESTART} command and executes it after all other 
commands have been executed. 

Macros 
In the following example, the parent macro nests the macro 
CONTINUE.WPM which asks the user whether he or she wants to continue 
or stop. If the user elects to continue, execution returns to the parent tile . If 
the user elects to stop, the {RESTART} command prevents execution from 
returning after the last command of the nested file. 

Parent File: 

{ NEST }Conti nue-

Nested File (CONTINUE.WPM ): 

{CHAR ) Answer- I -Con tinue:-2 Stop:-- I {Left)­
{; ) Prompt user-

{ IF } { YA RIABLE)Answer-=1 -

{; I If user elects to-continue .. . -
( RETURN } 
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{ELSE)
{ ; }  .. .re tu rn -e x e c u t io n -to - th e -p a re n t- fi le .'

{;) Otherwise...'
{RESTART)

{;}...terminate-execution-at-the-end-of-this-file.'
(EN D  IF)

(;)End of-IF statement"
{PROMPT)You-have-eleeted to-stop-the-macro.- Press-Enter-to-terminate-execution.'

{;} Prom pt-user"
(PAUSE)

{;)Wait-for user-to press-Enter"
{Screen) (Screen)

{;)Clear-the-screen.-Execution-stops-after-this-command.

M e r g e
This command is not available in Merge.

{RETURN) 0 > +

The (RETURN) command marks the end of a subroutine and signals the macro 
or merge to return from a (CALL) or {CASE CALL) command.

M a c r o s
If there is no {CALL) or {CASE CALL) to return to and the macro file 
containing this command is nested, (RETURN) signals the macro to return 
to the file from which it was nested. If the command is not in a nested file 
and there is no (CALL) or (CASE CALL) to return to, (RETURN) marks 
the end of a macro (see lCALL} above).

See the Macros subheading under the following commands for examples of 
how to use this command: (C A L L ), (C H A IN ), (Item Down), (item Left}, 
(Item Right). (Item Up).

M e r g e
In Merge, the (RETURN) command must be paired with a {CALL) or 
{CASE CALL) command. If there is no {CALL) or {CASE CALL) to 
return to. an error message will be displayed.

See the Merge subheading under {CALL} for an example of how to use this 
command.

{RETURN CANCEL) O  >~
The (RETURN CANCEL) command causes execution to leave the current level 
and indicates a Cancel to the next higher level (see Levels under Notes at the end 
of this appendix).

M a c r o s
Since (RETURN CANCEL) is the default action to Cancel when no 
(ON CANCEL) command is used (see (ON CANCELj above), the 
{RETURN CANCEL} command is most often used to reset the 
{ON CANCEL) action back to the default after it has been changed.
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I;} ... rcturn-exccution·to•the•parent•tile.' 

{ELSE) 

I :} Otherwise ... -

I RESTART } 

{:) ... terminate ·execution·at·the·end·of·this·tile.' 
{END IF ) 

[: } End of· IF statemenc 
[ PROMPT) You·have·ele~ted to·stop·the·macro.· Press·Elller·to·terminate·exerntion.-

1; ) Prompt·usc,-

[ PAUSE} 
I: } Wait-for user-to press -Enter­

{ Screen} {Screen) 

I: }Clear the -screen. · Execution·stops ·after·this·command. 

Merge 
This command is not available in Merge. 

!RETURN) C-.) >+ 
The {RETURN) command marks the end of a subroutine and signals the macro 
or merge to return from a {CALL) or {CASE CALL) command. 

Macros 
If there is no {CALL} or { CASE CALL} to return to and the macro file 
containing this command is nested. {RETURN} signals the macro to return 
to the file from which it was nested . If the command is not in a nested file 
and there is no {CALLI or { CASE CALL} to return to. (RETURN} marks 
the end of a macro (see (CALL} above). 

See the Macros subheading under the following commands for examples of 
how to use this command: {CALL). { CHAIN J, { Item Down J, { Item Lett J, 
!Item Right}. (Item Up] . 

Merge 
In Merge. the {RETURN) command must be paired with a {CALL) or 
{ CASE CALL} command. If there is no {CALL} or { CASE CALL} to 
return to. an error message will be displayed. 

See the Merge subheading under {CALL] for an example of how to use this 
command. 

(RETURN CANCEL) C-.) >+ 
The [ RETURN CANCEL I command causes execution to leave the current level 
and indicates a Cancel to the next higher level (see levels under Notes at the end 
of this appendix) . 

Macros 
Since { RETURN CANCEL} is the default action to Cancel when no 
{ ON CANCEL} command is used ( see / ON CANCEL} above). the 
{ RETURN CANCEL) command is most often used to reset the 
{ ON CANCEL} action back to the default after it has been changed. 
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In this example, the {RETURN CANCEL) is used to set the
{ON CANCEL) action to {RETURN CANCEL).

(ON CANCEL)tGO|Send Message"

• (During this part of the macro, if the user presses Cancel, execution will be transferred to 
the Send Message label.)

(ON CANCEL ((RETURN CANCEL)'

• (During this part of the macro, if the user presses Cancel, a (RETURN CANCEL) is 
returned to the higher level.)

M e r g e
In this example, the {RETURN CANCEL) is used to set the 
{ON CANCEL) action to {RETURN CANCEL).

(ON CANCEL) (GO)Send Message"

• (During this part of the merge, if the user presses Cancel, execution will be transferred to 
the Send Message label.)

•

{ON CANCEL}{RETURN CANCEL}~
• (During this part of the merge, if the user presses, a {RETURN CANCEL) is returned to 

the higher level.)

(RETURN ERROR) O  > -
The {RETURN ERROR) command causes execution to leave the current level 
and indicate an error to the next higher level (see Levels under Notes at the end 
of this appendix) (see also (ON ERROR) above).

M a c r o s
Since {RETURN ERROR) is the default action when an error occurs and no 
{ON ERROR) command is used (see {ON ERROR} above), the 
{RETURN ERROR) command is most often used to reset the 
{ON ERROR) action back to the default after it has been changed.

In this example, the {RETURN ERROR) is used to reset the (ON ERROR) 
action back to the default.

{ON ERROR} j GO} Send Message"

• (During this part of the macro, if an error occurs, execution will be transferred to the Send 
Message label.)

(ON ERROR)(RETURN ERROR)'

• (Dunng this part of the macro, if an error occurs, a {RETURN ERROR} is returned to the 
higher level.)
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In this example, the { RETURN CANCEL l is used to set the 
{ON CANCEL} action to {RETURN CANCEL). 

{ON CANCEL}{GO}Send Message-

(During this pan of the macro. if the user presses Cancel. execution will be transferred to 

the Send Message label.) 

{ON CANCEL)( RETURN CANCEL }-

• (During this part of the macro. if the user presses Cancel. a { RETURN CANCEL I is 

returned to the higher level.J 

Merge 
In this example, the { RETURN CANCEL} is used to set the 
{ ON CANCEL} action to { RETURN CANCEL}. 

{ ON CANCEL} { GO l Send Message-

• (During this part of the merge. if the user presses Cancel. execution will be transferred to 

the Send Message labeLJ 

{ ON CANCEL){ RETURN CANCEL I" 
• (During this part of the merge, if the user presses. a { RETU RN CANCEL} is returned to 

the higher level.) 

(RETURN ERROR) C.) )-+ 

The { RETURN ERROR) command causes execution to leave the current level 
and indicate an error to the next higher level ( see Levels under Notes at the end 
of this appendix) (see also /ON ERROR} above). 

Macros 
Since I RETURN ERROR} is the default action when an error occurs and no 
{ ON ERROR} command is used (see / ON ERROR} above), the 
{ RETURN ERROR} command is most often used to reset the 
{ ON ERROR} action back to the default after it has been changed. 

In this example, the { RETURN ERROR} is used to reset the { ON ERROR} 
action back to the default. 

I ON ERROR 11 GO !Send Message-

• (During this pan of the macro . if an error occurs, execution will be transferred to the Send 
Message label.) 

{ON ERROR}{RETURN ERRORr 

• (Dunng this pan of the macro. if an error occurs. a I RETURN ERROR } is returned to the 
higher level.) 
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In this example, the {RETURN ERROR} is used to set the {ON ERROR) 
action to {RETURN ERROR}.

(ON ERROR) [GO(Send Message-'
*

• (During this part of the merge, if an error occurs, execution will be transferred to the Send 
Message label.)

(ON ERROR) (RETURN ERROR)'

• (During this part of the merge, if an error occurs, a (RETURN ERROR) is returned to the 
higher level.)

Merge

(RETURN NOT FOUND} O

The {RETURN NOT FOUND} macro command terminates macro execution on 
the current level and indicates a search Not Found condition to the next higher 
level (see (ON NOT FOUND} above). (RETURN NOT FOUND} can be used 
wherever you would use {RETURN} (see (RETURN} above).

Since {RETURN NOT FOUND} is the default action when a *Not Found* 
condition occurs and no {ON NOT FOUND} command is used (see 
(ON NOT FOUND} above), the (RETURN NOT FOUND) command is most 
often used to reset the {ON NOT FOUND} action back to the default after it has 
been changed.

M a c r o s
In this example, the (RETURN NOT FOUND} is used to reset the 
{ON NOT FOUND} action back to the default.

(ON NOT FOUND) (GO)Send-Message"

• (During this part of the macro, if a search string is not found, execution will be transferred 
to the Send Message label.)

(ON NOT FOUND ({RETURN NOT FOUND)'

• (During this part of the macro, if a search string is not found, a 
(RETURN NOT FOUND) is returned to the higher level.)

M e r g e
This command is not available in Merge.

(REWRITE) ( O )  >~
This merge command causes the screen to be rewritten. Since none of the 
merged document is written to the screen during a merge, you may want to use 
this command to display what has been merged at a certain point.

In previous versions o f  WordPerfect, this merge com m and was represented as AU.
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Merge 
In this example, the [ RETURN ERROR} is used to set the ( ON ERROR} 
action to [RETURN ERRORl. 

I ON ERROR II GO l Send Message--

(During this part of the merge. if an error occurs. execution will be transferred to the Send 
Message label. ) 

ION ERRORIIRETURN ERRORr 

• (During this part of the merge. if an error occurs. a [ RETURN ERROR l is returned to the 
highe r level J 

(RETURN NOT FOUND) C..:> 
The ( RETURN NOT FOUND l macro command terminates macro execution on 
the current level and indicates a search Not Found condition to the next higher 
level (see {ON NOT FOUND} above). (RETURN NOT FOUND} can be used 
wherever you would use (RETURNl (see {RETURN} above). 

Since I RETURN NOT FOUND} is the default action when a *Not Found* 
condition occurs and no ( ON NOT FOUND) command is used (see 
{ON NOT FO UND} above), the [RETURN NOT FOUND} command is most 
often used to reset the ( ON NOT FOUND} action back to the default after it has 
been changed. 

Macros 
In this example. the I RETURN NOT FOUND) is used to reset the 
[ON NOT FOUND) action back to the default. 

I ON NOT FOUN D JI GO I Send-Message--

• (During this part of the macro. if a search string is not found. execution will be transferred 
10 the Send Message la be I.) 

I ON NOT FOUND) I RETUR N NOT FOUN D l-

• (During this part of the macro. 1f a search string is not found. a 

(RETURN NOT FOUND) is returned 10 the higher level) 

Merge 
This command is not available in Merge. 

(REWRITE) (C..)) >+ 
This merge command causes the screen to be rewritten. Since none of the 
merged document is written to the screen during a merge, you may want to use 
this command to display what has been merged at a certain point. 

In previous versions of WordPerfect. this merge command was represented as "U. 
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M a c r o s
This command is not available in Macros; however, you can use the 
following (inserted in the Macro Editor or while defining a macro at the 
normal editing screen by pressing S c r e e n  (Ctrl-F3) twice):

{Screen} {Screen}

You can also use the {DISPLAY ON) command (see jDISPLAY ON} 
above).

M e r g e
In the following example, the (REWRITE) command is used so that the 
letter can be seen after it is merged.

ABC Company
245 West Center Street
Long Beach. California 90807

(DATE)

{FIELD (Name'
{FIELD) Company'

Dear (FIELD(Salutation':

Thank you for your inquiry regarding our new product.

• (rest of the letter)

Sincerely,

Amy Wilcox
Product Manager{COMMENT(
'(REWRITE)

{SHELL ASSIGN\ s h e l l v a r ~  e x p r ~  Q
The {SHELL ASSIGN) command assigns the value returned by expr to the 
Shell variable shellvar. Expressions are evaluated (see Appendix J: Macros and 
Merge, Expressions) and the result is assigned to the variable. Non-numeric 
characters and expressions that cannot be evaluated are treated as strings.

This command is only available if you are running WordPerfect under Shell 3.0 
(or later). If you have a previous version of Shell (or if you do not own Shell), 
this command will do nothing.

After a value has been assigned to a variable, the variable command 
(SHELL VARIABLE}shellvar' can be placed anywhere you would normally 
place the variable contents.
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Macros 
This command is not available in Macros; however. you can use the 
following (i nserted in the Macro Editor or while defining a macro at the 
normal editing screen by pressing Screen (Ctrl -F3) twice ): 

I Screen} I Screen l 

You can also use the {DISPLAY ON} command (see {DlSPl.AY ON} 
above ). 

Merge 
In the following example. the ( REWRITE l command is used so that the 
letter can be seen after it is merged. 

ABC Company 

245 West Center Street 
Long Beach. California 90807 

{FIELD }Name-
1 FIELD} Company-

Dear I FIELD l Salutation-: 

Thank you for your inquiry regarding our new product. 

• (rest of the letter) 

Sincerely. 

Amy Wilcox 
Product Manager( COM MENT} 
-[ REWRITE} 

tSHELL ASSIGNlshe//va,- exp,- c+..) 

(DATE} 

The { SHELL ASSIGN) command assigns the value returned by expr to the 
Shell variable shellvar. Expressions are evaluated (see Appendix J: Macros and 
Merge, Expressions) and the result is assigned to the variable. Non-numeric 
characters and expressions that cannot be evaluated are treated as strings. 

This command is only available if you are running WordPerfect under Shell 3.0 
(or later). If you have a previous version of Shell (or if you do not own Shell), 
this command will do nothing. 

After a value has been assigned to a variable, the variable command 
(SHELL VARIABLE)shellvar~ can be placed anywhere you would normally 
place the variable contents. 
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For more information on Shell variables, see the documentation that accompanies 
the Shell program.

(SHELL MACROIm a c r o n a m e '  O
The {SHELL MACRO) macro command invokes a Shell macro. This is useful 
when switching between various WordPerfect Corporation products.

This command is only available if you have Shell version 3.0 If you have a 
previous version of Shell (or if you do not own Shell), this command will do 
nothing.

You do not need to include the .SHM extension in macroname. However, you 
must include a path if the Shell macro is in a directory other than the directory 
specified in Location of Macro Files in Shell Setup (see your Shell 
documentation).

M a c r o s
You can use the macro in the following example to execute a Shell macro, 
or to let you know why if it can't be executed.

{IF) (SYSTEM (ShellVer'>2*256'
{;) If Shell-is version-3.0 or later'

{SHELL MACRO)c:\shm\test'
{;) Executethe-Shellmacro-TEST.SHM'

(ELSE)
(IF) {SYSTEM) ShellVer'=0'

{;) Otherwise.-if no-Shell-is-running'
{CHAR) Any Key'ERROR: Shell not present. Press any key-to continue.'

(: llnform-user'
{ELSE)

{;)Olherwise-(if-a Shell is running but-is-a-version-earlier-than-3.0)'
{CHAR) AnyKey'ERROR:-Shell-wrong-version. -Press anykeyto-continue.'

{;(Inform user.'
{END IF)

{END IF)

M e r g e
This command is not available in Merge.

ISHELL VARIABLE|sAe//rar" O
This command accesses the contents of Shell variables. After a value has been 
assigned to a Shell variable (see (SHELL ASSIGN} above) the 
{SHELL VARIABLE)shellvar~ command can be placed anywhere you would 
normally place the variable contents. It can be placed within or as an argument 
for another command, or can be used by itself.

This command is only available if you have Shell version 3.0 or later. If you 
have a previous version of Shell (or if you do not own Shell), this command will 
do nothing.

For more information on Shell variables, see the documentation that accompanies 
the Shell program.
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For more information on Shell variables. see the documentation that accompanies 
the Shell program. 

!SHELL MACROlmacroname- (".) 
The { SHELL MACRO) macro command invokes a Shell macro. This is useful 
when switching between various WordPerfect Corporation products. 

This command is only available if you have Shell version 3.0 If you have a 
previous version of Shell (or if you do not own Shell), this command will do 
nothing. 

You do not need to include the .SHM extension in nwcroname. However. you 
must include a path if the Shell macro is in a directory other than the di rec tory 
specified in Location of Macro Files in Shell Setup (see your Shell 
documentation) . 

Macros 
You can use the macro in the following example to execute a Shell macro, 
or to let you know why if it can't be executed. 

I IF ) I SYSTEM JShellVer->2* 256-
1;) If Shell-is version-3.0 or later­

I SHELL MACRO )c:\shm\tesC 
{; ) Execute-the-Shell macro-TEST.S HM­

{ ELSE) 
{ IF) I SYSTEM JShellVer-=0-

{: )Otherwise.-if no-Shell-is-running-
{ CHA R I AnyKey'ERROR: Shell not present. Press any key -to continue.' 

f: I Inform-use,-
{ ELSE) 

{; )Otherwise-(if.a Shell is running but-is-a-version -earlier-than-3.0f 
{ CHAR )AnyKey-ERROR :- Shell-wrong-version. -Press any key to-continue.­

I: I Inform user.' 
{END IF) 

{EN D IF) 

Merge 
This command is not available in Merge. 

!SHELL VARIABLElshe//va,- c+.) 
This command accesses the contents of Shell variables. After a value has been 
assigned to a Shell variable ( see /SHELL ASSIGN} above) the 
{ SHELL VARIABLE }she/Ivar- command can be placed anywhere you would 
normally place the variable contents. It can be placed within or as an argument 
for another command. or can be used by itself. 

This command is only available if you have Shell version 3.0 or later. If you 
have a previous version of Shell (or if you do not own Shell). this command will 
do nothing. 

For more information on Shell variables, see the documentation that accompanies 
the Shell program. 
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(SPEED) 1 0 0 t h s  s e c o n d '  O

The (SPEED) macro command can slow down macro execution. It causes 
macro execution to wait the amount of time indicated by the lOOths second 
argument between each command.

The default speed is no delay between commands (i.e., {SPEED}0~).

M a c r o s
For example, if you want macro commands to execute every 1.5 seconds, 
insert the following into your macro:

(SPEED) 150'

M e r g e
This command is not available in Merge.

(STATE) O

The (STATE) macro command returns a number representing the current 
operational state of WordPerfect. This lets you create macros which are aware 
of the environment in which they are executing. The operational states and their 
corresponding code numbers are listed below.

3 Current Document (1,2)
4 Normal Editing Screen
8 Editing Structure Other than Normal Editing Screen
16 Macro Definition Active
32 Macro Execution Active (always set)
64 Merge Active
128 Block Active
256 Typeover Active
512 Reveal Codes Active
1024 Yes/No Question Active
2048 In a list (See also the List system variable description under 

/SYSTEM} below.)
4096 Help Active
32768 Cannot go to Shell

State 8  (Editing Structure O ther than N orm al Editing Screen) refers to a screen which is 
used fo r editing footnotes, headers, styles, etc. M acro Execution (32) is labeled as 
"always set" because the (STATE} com m and is only used in a macro as it is executing.

You can determine what the state of WordPerfect is by forming an AND (&) 
expression with a value called a mask (e.g., (STATE)&3). The result of the 
operation indicates the current state of WordPerfect.

To choose a mask, determine which state(s) you want to check for. Note the 
numbers associated with each state and add them together to calculate the mask 
value. For example, if you want to know what document you are currently in (1, 
2, or 3), the mask value is 3. If you want to know if you are at the normal 
editing screen (4) and/or if Reveal Codes is active (512). the mask value is 516
(4+512=516).
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(SPEEDI 100ths second- ~.) 
The ( SPEED l macro command can slow down macro execution. It causes 
macro execution to wait the amount of time indicated by the I00ths second 
argument between each command. 

The default speed is no delay between command~ (i.e., ( SPEED )0-). 

Macros 
For example. if you want macro commands to execute every 1.5 seconds, 
insert the following into your macro: 

(SPEED}l50-

Merge 
This command is not available in Merge. 

(STATE) CJ 
The (STATE} macro command returns a number representing the current 
operational state of WordPerfect. This lets you create macros which are aware 
of the environment in which they are executing. The operational states and their 
corresponding code numbers are hsted below. 

3 
4 
8 
16 
32 
64 
128 
256 
512 
1024 
2048 

4096 
32768 

Current Document ( 1,2) 
Normal Editing Screen 
Editing Structure Other than Normal Editing Screen 
Macro Definition Active 
Macro Execution Active (always set) 
Merge Active 
Block Active 
Typeover Active 
Reveal Codes Active 
Yes/No Question Active 
In a list ( See also the List system variable description under 
/SYSTEM} below.) 
Help Active 
Cannot go to Shell 

State 8 ( Editing Structure Other than Normal Editing Screen) refers to a screen which is 
used for editing foo/llotes, headers, sr.-les, etc. Macro Execution ( 32) is labeled as 
"alwavs set" because the {STATE} command is on/_,. used in a macro as it is executing. 

You can determine what the state of WordPerfect is by forming an AND (&) 
expression with a value called a mask (e.g., {STATE}&3). The result of the 
operation indicates the current state of WordPerfect. 

To choose a mask, determine which state(s) you want to check for. Note the 
numbers associated with each state and add them together to calculate the mask 
value. For example, if you want to know what document you are currently in (l, 

2, or 3), the mask value is 3. If you want to know if you are at the normal 
editing screen (4) and/or if Reveal Codes is active (512). the mask value is 5 I 6 
(4+512=516). 
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D o c u m e n t  3  is  a  t e m p o r a r y  d o c u m e n t  u s e d  d u r in g  a  m e r g e .  I t  is  n o t  n o r m a l l y  a c c e s s i b l e ; 
h o w e v e r ,  y o u  c a n  c h e c k  to  s e e  w h e th e r  i t  i s  a c t i v e  w i th  th e  { S T A T E j c o m m a n d .

After you have determined the appropriate mask, create an AND expression, then 
assign the result to a variable. For example,

(ASSIGNJDocNiim' (STATE) &3'
{;) Assignthectirrentdocumentnumber tovar-DocNum'

{ASSIGN ] Active'! STATE }&516'
{;)Assigntheresult(either-4,-512,-516, or-OHo-var-Active'

In  th i s  e x a m p le ,  th e  m a s k  v a lu e s  a r e  3  a n d  5 1 6 .  V a r ia b le  D o c N u m  c o n ta in s  th e  c u r r e n t  
d o c u m e n t  n u m b e r  a n d  v a r i a b l e  A c t i v e  c o n ta in s  a  n u m b e r  w h ic h  i n d i c a t e s  w h e th e r  th e  

n o r m a l  e d i t in g  s c r e e n  (4 ) . R e v e a l  C o d e s  ( 5 1 2 ) ,  b o th  ( 5 1 6 ) ,  o r  n e i th e r  ( 0 )  a r e  a c t iv e .

If the result of the AND operation is 0, then the state you were checking for is 
not present. If the result is a non-zero number, then some (or all) of the states 
you checked for are present.

For example, if you want to check for both types of editing screens ((4) and (8)), 
the mask is 12. {STATE }& 12 gives four types of information. If the result is 
0, then neither the normal editing screen nor another editing screen is active 
(some type of menu is active). If the result is 4, the normal editing screen is on. 
If the result is 8, a menu is active, but you are editing a style, footnote, etc. (e.g., 
you pressed Format while editing a footnote). If the result is 12, you are in the 
normal editing screen, and you are editing a style, footnote, etc.

Since the (IF) command interprets 0 as false, you can form {IF} statements that 
will perform functions when a certain condition exists. For example, the 
following macro returns you to the normal editing screen if Reveal Codes, Block, 
both, or neitlier is on.

(LABEL)Top'
{IF 1( STATE )&4'

); }Ifat-thenormaleditingscreen~
{IF} {STATE) &512'

(;) AndRevealCodes-isorf 
(Reveal Codes)

(;)TurnRevealCodes-ofF
(ELSE)

(; (Otherwise'
(IF) (STATE) & 128'

(;)If-Block-is-on'
(Block)

{;)TurnoffBlock'
(ELSE)

{; (Otherwise'
(RETURN)

(;)Exittheloop'
(E N D  IF)

(END IF)
(END IF)
(GO) Top'

(;)Repeat the loop until the-(RETURN) command exits it'
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Document 3 is a temporary document used dunng a merge. it is not nurmallv accessible; 
however. you rnn check TO see whether it is active with the {STATE} command. 

After you have determined the appropriate mask, create an AND e11pression, then 
assign the result to a variable. For example, 

{ASSIGN }DocNum-{STATE}&3-
{:} Assign •1he•curren1-document number 10 var-DocNum­

( ASSIGN} Ac1ivn STATE }&S l 6-
(; I Assign•1he-resul1•(ei1her-4.-512.-5 16, or·0)·lo•var·Accive-

/n this example, the musk values ure 3 and 516. Variahle DocNwn contains the rnrrent 
document numher and variable Acrive conruins a number which indicates whether the 
normal editing screen (4). Reveal Codes (5/2), both (516), or neither (0) ure active. 

If the result of the AND operation is 0, then the state you were checking for is 
not present. If the result is a non-zero number, then some (or all) of the states 
you checked for are present. 

For example, if you want to check for both types of editing screens ((4) and (8)), 
the mask is 12. [STATE}&l2 gives four types of information. If the result is 
0, then neither the normal editing screen nor another editing screen is active 
(some type of menu is active). If the result is 4, the normal editing screen is on. 
If the result is 8, a menu is active, but you are editing a style, footnote, etc. (e.g., 
you pressed Format while editing a footnote). If the result is 12, you are in the 
normal editing screen. and you are editing a style, footnote, etc. 

Since the [IF} command interprets Oas false. you can form [IF} statements that 
will perform functions when a certain condition exists. For example. the 
following macro returns you to the normal editing screen if Reveal Codes, Block, 
bulll, ur neilller is un. 

ILAB EL) Top­
{IF}(STATE)&4-

{: } If al•lhe normal-editing screen­
I IF)I STATE l&S I Z-

I; l And Reveal-Codes-is on­
I Reveal Codes} 

I;) Turn-Reveal -Codes-ofr 
{ELSE) 

I;) Otherwise -
{IF}(STATE)&l28-

{; I lf.Block•is·on· 
(Block} 

(: l Turn-off-Block­
{ ELSE} 

I: I Otherwise -
{RETURN) 

{;} Exil-lhe loop­
{ END IF) 

(END IF) 
{END IF) 
{GO}Top-

{:} Repeat ·lhe•loop•uncil che· I RETURN} command ·exils ·iC 

860 APPENDIX K MACROS AND MERGE. PROGRAMMING COMMANDS 



When {STATE} is executed by itself (not in an expression), it returns a number 
which represents the total state of WordPerfect. All applicable numbers are 
added together. For example, if the cursor is in the normal editing screen (4) of 
document 1(1) and if Block is on (128) and a macro is executing (32), then the 
executional state of WordPerfect is 4+1 + 128+32=165.

See also / SYSTEMj for information on accessing other system variables.

M a c r o s
See the examples in the above description of this command.

M e r g e
This command is not available in Merge.

ISTATUS PROMPTImessajfe" O  >~

This command puts a message on the status line. Although you can use cursor 
positioning commands (see Message Display under Notes at the end of this 
appendix) to position the message elsewhere on the screen, the message may not 
redisplay correctly when the screen is rewritten if you do. Also, the 
(STATUS PROMPT) message only displays when the status line normally 
displays. So, for example, in Merge, the message would only display when a 
{KEYBOARD} command pauses the merge for input from the keyboard, and 
when the merge is finished.
I f  y o u  p o s i t i o n  th e  m e s s a g e  o n  th e  s ta tu s  l in e ,  o n ly  th e  f i r s t  4 8  c h a r a c t e r s  w i l l  s h o w .

When you use this command, the message is stored in memory, much like a 
variable. However, this spot in memory is shared with the (INPUT) command. 
If you use an {INPUT} command after a (STATUS PROMPT} command, the 
(STATUS PROMPT} message will be replaced in memory by the (INPUT) 
message. Since the {INPUT} command clears its own message from memory 
when execution continues after the command, the (ST A T U S P R O M P T ) message 
no longer exists after the (INPUT) command. This is one way to clear the 
(STATUS PROMPT} message from memory.

To clear a status prompt message without using (INPUT), insert another 
(STATUS PROMPT) command with no message ({STATUS PROMPT}')- If 
you do not clear the message with an (INPUT) or (STATUS PROMPT}' 
command, the message will be on the screen whenever the status line is 
displayed until you exit WordPerfect.

For additional methods of prompting the user, see Prompting and User Input 
under Notes at the end of this appendix.

M a c r o s
In the following example, the (STATUS PROMPT} is used to display the 
date the macro was created on the status line before the rest of the macro 
executes.

(DISPLAY ON)
{;}Turn D isplay on-so-the subsequent-(STA TU S-PR O M PT) m essage-w ill-show '

(STATUS PROMPT (Macro-created: ■ 10/25/89'
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When [STATE} is executed by itself (not in an expression), it returns a number 
which represents the total state of WordPerfect. All applicable numbers are 
added together. For example. if the cursor is in the normal editing screen ( 4) of 
document I (1) and if Block is on (128) and a macro is executing (32), then the 
executional state of WordPerfect is 4+1+128+32=165. 

See also {SYSTEM} for information on accessing other system variables. 

Macros 
See the examples in the above description of this command. 

Merge 
This command is not available in Merge. 

(STATUS PROMPTlmessage- ~.) ~ 
This command puts a message on the status line. Although you can use cursor 
positioning commands (see Messag e Display under Notes at the end of this 
appendix) to position the message elsewhere on the screen, the message may not 
redisplay correctly when the screen is rewritten if you do. Also, the 
I STATUS PROMPT) message only displays when the status line normally 
displays . So. for example. in Merge, the message would only display when a 
(KEYBOARD) command pauses the merge for input from the keyboard. and 
when the merge is finished. 

I( you position the message on the status line, only the first 48 characters will show. 

When you use this command. the message is stored in memory. much like a 
variable. However. this spot in memory is shared with the (INPUT} command. 
If you use an {INPUT) command after a {STATUS PROMPT) command. the 
{STATUS PROMPT) message will be replaced in memory by the {INPUT} 
message. Since the (INPUT} command clears its own message from memory 
when execution continues after the command. the { STATUS PROMPT) message 
no longer exists after the (INPUT} command. This is one way to clear the 
{STATUS PROMPT} message from memory. 

To clear a status prompt message without using {INPUT). insert another 
{ STATUS PROMPT} command with no message ( { STATUS PROMPT n. If 
you do not clear the message with an (INPUT} or ( STATUS PROMPT r 
command. the message will be on the screen whenever the status line is 
displayed until you exit WordPerfect. 

For additional methods of prompting the user, see Prompting and User Input 
under Notes at the end of this appendix. 

Macros 
In the following example, the {STATUS PROMPT} is used to display the 
date the macro was created on the status line before the rest of the macro 
executes. 

(DISPLAY ON I 
[;} Turn Disp lay on-so- the subsequent· { STATUS-PROMPT J message·will ·show~ 

[ STATUS PROMPT I Macro-created:-10/25/89-
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(WAIT) 15"
{;} Give the user-1.5-seconds to read the message"

(STATUS PROMPT)'
(;) Clear-the- {STATUS PROM PT) -message-from-memory"

(DISPLAY OFF)
{; (Turn-Display-off-so that-the-rest of-execution-will-not display."

• (Rest of macro)

See the Macros subheading under the following commands for additional 
examples: (LOOK), {PAUSE).

M e r g e

The first command puts the message “Press F9 when done.” on the status 
line. The second command erases the message.

(STATUS PROMPT)Press F9 when done."(COMMENT)
' ( KEYBOARD) (COMMENT)

When the merge pauses at the (KEYBOARD) command, the message is displayed 
on the status line.

"(STATUS PROMPT)')COMMENT)
This clears the (STATUS PROMPT) message from memory"

{STEP OFF) O  >~

The {STEP OFF) command turns off single step execution after it has been 
turned on (see / STEP ON} below).

M a c r o s
See the example under / STEP ON} below.

M e r g e
See the example under {STEP ON} below.

{STEP ON) 0 > ~
The {STEP ON) command is useful for debugging macros and merges. It 
causes the macro or merge to execute one step at a time. Between each step, a 
message on the status line indicates what the next key or command is. The key 
or command executes when any key is pressed (see the Macros and Merge 
subheadings below).

During macro execution, press E x it  (F 7 )  to turn off the Step mode. Pressing 
C a n c e l  ( F I )  terminates execution unless Cancel is turned off or is redefined (see 
!CANCEL OFF} and /ON CANCEL} above).

M a c r o s
While step is on in macro execution, if the next step in the macro is a 
character (e.g„ A), that character will be displayed. If it is a command, a 
label followed by a number will be displayed. The four labels are as 
follows:

{ ; } D is p la y  th e  c re a t io n  da te  o n  th e  s ta tu s - lin e "
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{;} Display the creation date on the status-line­
{ WAIT} 15-

{; }Give the user-1.5-seconds to read the message­

( STATUS PROMPT r 
[: !Clear-the• [ STATUS PROMPT} -message-from-memory~ 

[DISPLAY OFF ) 
{; I Turn-Display-off so that-the-rest of-execution-will-not display.-

• ( Rest of macro) 

See the Macros subheading under the following commands for additional 
examples: {LOOK), {PAUSE} . 

Merge 
The first command puts the message "Press F9 when done." on the status 
line. The second command erases the message. 

(STATUS PROMPT}Press F9 when done.-{COMMENT} 
-( KEYBOARD} [COMM ENT} 

When the merge pauses at the ( KEY BOARD} command. the message is displayed 
on the status line. 

-[STATUS PROMPT r{COMMENTJ 
This clears the {STATUS PROMPT } message from memory-

{STEP OFF) c+.:> >+ 
The { STEP OFF} command turns off single step execution after it has been 
turned on (see {STEP ON/ below ). 

Macros 
See the example under (STEP ON/ below. 

Merge 
See the example under (STEP ON/ below. 

!STEP ON) c+.) >• 
The { STEP ON} command is useful for debugging macros and merges. It 
causes the macro or merge to execute one step at a time. Between each step. a 
message on the status line indicates what the next key or command is. The key 
or command executes when any key is pressed (see the Macros and Merge 
subheadings below ). 

During macro execution, press Exit (F7) to turn off the Step mode. Pressing 
Cancel (F 1) terminates execution unless Cancel is turned off or is redefined (see 
(CANCEL OFF/ and (ON CANCEL/ above). 

Macros 
While step is on in macro execution. if the next step in the macro is a 
character (e.g .• A), that character will be displayed. If it is a command. a 
label followed by a number will be displayed. The four labels are as 
follows: 
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L a b e l M e a n in g

ALT X 
KEY CMD n 
KEY MACRO n 
MACRO CMD n

Alt-letter Macro Execution 
WordPerfect Command, Cursor Control, etc. 
Soft Keyboard Macro Execution 
Specific Macro Command

The X  and n in the table above represent the letter or number that identifies 
the specific command of that type. Alt-letter macro commands are identified 
by the letter to which they are assigned. Soft keyboard macro commands are 
identified by the number assigned to the macro by the Keyboard Layout 
feature (see Keyboard Layout in Reference). Variables are identified by 
name. Keystroke commands and macro commands are identified by special 
code numbers that are listed below.

K e y s t r o k e  C o m m a n d  C o d e s  ( K E Y  C M D )

1 AA
2 AB -  Page Number
3 AC -  Merge from Console
4 AD -  Merge Date
5 AE -  Merge End Record
6 AF -  Merge Field
7 AG -  Merge Macro
8 AH -  Home
9 AI -  Tab
10 AJ -  Enter
11 AK -  Delete to End of Line
12 AL -  Delete to End of Page
13 AM -  Search Value for 

[SRt]
14 AN -  Merge Next Record
15 A0  -  Merge Output Prompt
16 AP -  Merge Primary 

Filename
17 AQ -  Merge Quit
18 AR -  Merge End Field
19 AS -  Merge Secondary 

Filename
20 AT -  Merge Text to Printer
21 AU -  Merge Update the 

Screen
22 AV -  Ignore Meaning of 

Following Code
23 AW -  Up
24 AX -  Right & Search 

Wildcard -  Same as 
Typical “?”

25 AY -  Left

26 AZ -  Down
27 A

[ -  Escape
28 A\
29 A]
30 AA -  Reset Keyboard Map
31 A_
32 Cancel
33 Forward Search
34 Help
35 Indent
36 List
37 Bold
3 8  E x i t

39 Underline
40 End Field
41 Save
44 Setup
45 Backwards Search
46 Switch
47 Left/Right Indent
48 Date/Outline
49 Center
50 Print
51 Format
52 Merge Codes
53 Retrieve
56 Thesaurus
57 Replace
58 Reveal Codes
59 Block
60 Mark Text
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Meaning Label 

ALT X Alt-/errer Macro Execution 
KEY CMD 11 

KEY MACRO 11 

MACRO CMD 11 

WordPerfect Command. Cursor Control, etc . 
Soft Keyboard Macro Execution 
Specific Macro Command 

The X and 11 in the table above represent the letter or number that identifies 

the specific command of that type. Alt-ferrer macro commands are identified 

by the letter to which they are assigned. Soft keyboard macro commands are 

identified by the number assigned to the macro by the Keyboard Layout 

feature (see Keyhoard La_,·out in Reference). Variables are identified by 
name. Keystroke commands and macro commands are identified by special 

code numbers that are listed below. 

Keystroke Command Codes (KEY CMD) 

I " A 26 "Z - Down 
2 " B - Page Number 27 I\ 

3 "C - Merge from Console [ - Escape 
4 " D - Merge Date 28 "\ 
5 "E - Merge End Record 29 "] 
6 "F - Merge Field 30 1\1\ - Reset Keyboard Map 
7 "G - Merge Macro 31 I\ 

8 "H - Home 32 Cancel 
9 " I - Tab 33 Forward Search 
10 "J - Enter 34 Help 
11 "K - Delete to End of Line 35 Indent 
12 "L - Delete to End of Page 36 List 
13 "M - Search Value for 37 Bold 

[SRt] 38 E xit 

14 "N - Merge Next Record 39 Underline 
15 "0 - Merge Output Prompt 40 End Field 
16 "P - Merge Primary 41 Save 

Filename 44 Setup 
17 "Q - Merge Quit 45 Backwards Search 
18 "R - Merge End Field 46 Switch 
19 " S - Merge Secondary 47 Left/Right Indent 

Filename 48 Date/Outline 
20 "T - Merge Text to Printer 49 Center 
21 "U - Merge Update the so Print 

Screen 51 Format 
22 "V - Ignore Meaning of 52 Merge Codes 

Following Code 53 Retrieve 
23 "W-Up 56 Thesaurus 
24 "X - Right & Search 57 Replace 

Wildcard - Same as 58 Reveal Codes 
Typical "?" 59 Block 

25 "Y - Left 60 Mark Text 
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61 Flush Right
62 Columns/Table
63 Style
64 Graphics
65 Macro
68 Shell
69 Spell
70 Screen
71 Move
72 Text In/Out
73 Tab Align
74 Footnote
75 Font
76 Merge/Sort
77 Macro Define
80 Backspace
81 Delete Right
82 Delete Word (Ctrl- 

Backspace)
83 Word Right
84 Word Left
85 Home,Home,Right (by 

pressing end key)
86 Home,Home,Left (by 

pressing begin key on the 
Victor computer)

88 G oT o (C trl-H om e)

M a c r o  C o m m a n d  C o d e s  (M A C R O

1 {ASSIGN}
2 {BELL}
3 {BREAK}
4 {CALL}
5 {CANCEL OFF)
6 {CANCEL ON}
7 {CASE}
8 {CASE CALL}
9 {CHAIN}
10 {CHAR}
11 {;} (comment)
12 {DISPLAY OFF}
13 {DISPLAY ON}
14 {ELSE}
15 {END FOR)
16 {END IF)
17 {END WHILE}
18 {FOR}

89 PgUp
90 PgDn
91 Screen Down (by hitting “+” 

on numeric keypad)
92 Screen Up (by pressing 

on numeric keypad)
93 Typeover
94 Left Margin Release 

(reverse tab)
95 Hard Page (Ctrl-Enter)
96 Soft Hyphen (Ctrl—)
97 Hyphen
98 Required (Hard) Space 

(Home,Space Bar)
99 Para Up
100 Para Down
101 Item Left
102 Item Right
103 Item Up
104 Item Down
105 Alt-Home
106 Delete Row (Ctrl-Delete)107 

Menu Bar (Alt-=)
108 Block Append
109 Block Move
110 Block Copy

CMD)

19 {FOR EACH}
20 {GO}
21 {IF}
22 {LABEL}
23 {LOOK}
24 {NEST}
25 {NEXT}
26 {SHELL MACRO}
27 {ON CANCEL}
28 {ON ERROR}
29 {ON NOT FOUND}
30 {PAUSE}
31 {PROMPT} 32

{QUIT}
33 {RESTART}
34 {RETURN}
35 {RETURN CANCEL}
36 {RETURN ERROR}
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61 Flush Right 89 PgUp 
62 Columnsffable 90 PgDn 
63 Style 91 Screen Down (by hitting "+" 
64 Graphics on numeric keypad) 
65 Macro 92 Screen Up (by pressing ··-·· 
68 Shell on numeric keypad) 
69 Spell 93 Typeover 
70 Screen 94 Left Margin Release 
7 1 Move ( reverse tab) 
72 Text In/Out 95 Hard Page (Ctrl-Enter) 
73 Tab Align 96 Soft Hyphen (Ctrl--) 
74 Footnote 97 Hyphen 
75 Font 98 Required (Hard) Space 
76 Merge/Sort (Home.Space Bar) 
77 Macro Define 99 Para Up 
80 Backspace I 00 Para Down 
81 Delete Right IO I Item Left 
82 Delete Word (Ctr!- I 02 Item Right 

Backspace ) 103 Item Up 
83 Word Right I 04 Item Down 
84 Word Left 105 Alt-Home 
85 Home.Home.Right (by 106 Delete Row (Ctrl-Delete)l07 

pressing end key ) Menu Bar (Alt-=) 
86 Home.Home.Left (by I 08 Block Append 

pressing begin key on the 109 Block Move 
Victor computer) 110 Block Copy 

88 GoTo (Ctrl -Home) 

Macro Command Codes (MACRO CMDJ 

I {ASSIGN} 19 {FOR EACH} 
2 {BELL} 20 {GO} 
3 {BREAK} 21 [IF} 
4 {CALL} 22 {LABEL} 
5 {CANCEL OFF] 23 {LOOK} 
6 [CANCEL ON} 24 {NEST} 
7 {CASE} 25 {NEXT} 
8 {CASE CALL} 26 {SHELL MACRO) 
9 {CHAIN} 27 {ON CANCEL) 
10 {CHAR} 28 [ON ERROR} 
I 1 {; I (comment) 29 (ON NOT FOUND} 
12 [DISPLAY OFF} 30 {PAUSE} 
13 {DISPLAY ON} 31 {PROMPT}32 
14 {ELSE ) {QUIT} 
15 {END FOR} 33 [RESTART) 
16 {END IF} 34 {RETURN} 
17 {END WHILE} 35 { RETURN CANCEL} 
18 {FOR} 36 {RETURN ERROR} 
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37 {RETURN NOT FOUND} 50 {STATUS PROMPT)
38 {SPEED} 51 (INPUT)
39 {STEP ON} 52 (VARIABLE)
40 {TEXT} 53 {SYSTEM}
41 {STATE} 54 {MID}
42 {WAIT} 55 (NTOK)
43 {WHILE} 56 (KTON)
44 {Macro Commands) 57 (LEN)
45 {STEP OFF) 58 (~) (hard tilde)
46 {ORIGINAL KEY) 59 {PAUSE KEY)
47 {IF EXISTS) 61 (OTHERWISE)
48 (MENU OFF) 62 {SHELL ASSIGN)
49 (MENU ON) 63 {SHELL VARIABLE)

In Macros, the {STEP ON} feature is particularly useful when you want to 
track the contents of a variable. When a variable is encountered during 
macro execution with Step on. MACRO CMD 52 (for {VARIABLE}) is first 
displayed, then each letter of the name of the variable is displayed. Then its 
contents (if they exist) are displayed one character at a time. For example, if 
variable Num contains 14, the first message, MACRO CMD 52, is followed 
by an N, then a u, then an m, then a tilde ('), which are then followed by a 
1, then a 4.

I f  th e  e x e c u t io n  c o m m a n d  f o r  a  v a r ia b l e  w a s  e n t e r e d  a s  (V A R  # } ,  V A R  # i s  d i s p l a y e d  
in s t e a d  o f  M A C R O  C M D  5 2 . T h e  c o n te n ts  a r e  th e n  d i s p l a y e d  o n e  c h a r a c t e r  a t  a  

t im e  a s  u s u a l.

• (This section will execute normally.)

{ST E P ONI}
♦

* (This section will execute one keystroke at a time.) 
«

{STEP OFF)

• (This section will execute normally.)

M e r g e
When step is on in Merge, if the next thing to be executed is a command 
(e.g„ {FIELD}), the command is displayed (there are no code lists as in 
Macros). Each character is displayed after it is written out to the resulting 
document.

You may find it more useful to step through merges with Reveal Codes on. •

• (This section will execute normally.)
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37 { RETURN NOT FOUND} 50 (STATUS PROMPT} 
38 [SPEED} 51 (INPUT} 
39 (STEP ON} 52 (VARIABLE) 
40 {TEXT} 53 (SYSTEM} 
41 (STATE} 54 (MID) 
42 (WAIT} 55 (NTOK} 
43 {WHILE} 56 [KTONl 
44 { Macro Commands} 57 (LEN} 

45 (STEP OFF) 58 rJ (hard tilde) 
46 {ORIGINAL KEY} 59 (PAUSE KEY} 
47 {IF EXISTS} 61 {OTHERW ISE} 
48 {MENU OFF} 62 ( SHELL ASSIGN} 
49 {MENU ON} 63 (SHELL VARIABLE} 

In Macros, the { STEP ON} feature is particularly useful when you want to 
track the contents of a variable. When a variable is encountered during 
macro execution with Step on. MACRO CMD 52 (for {VARIABLE}) is first 
displayed, then each letter of the name of the variable is displayed. Then its 
contents (if they exist) are displayed one character at a time. For example. if 
variable Num contains 14. the first message, MACRO CMD 52, is followed 
by an N, then a u, then an m. then a tilde C), which are then followed by a 
I, then a 4. 

If the execution command for a variable was entered as {VAR#}, VAR# is displayed 
instead of MACRO CMD 52. The contents are then displayed one character at a 
time as usual. 

• (This section will execute normally. ) 

jSTE:P ON) 

• (This section will execute one keystroke at a time .) 

(STEP OFF) 

• (This section will execute normally. ) 

Merge 
When step is on in Merge. if the next thing to be executed is a command 
(e.g., {FIELD}), the command is displayed (there are no code lists as in 
Macros ). Each character is displayed after it is written out to the resulting 
document. 

You may find it more useful to step through merges with Reveal Codes on. 

<This section will execute normall y.) 
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{STEP ON}

• (This section will execute one keystroke at a time.) 

(STEP OFF}

• (This section will execute normally.)

(STOP) (0 )> ~
This merge command stops all execution when it is encountered. It is similar to 
the (QUIT) command (see }QUIT} above) except that the rest of the primary 
file is not read in. If this command is found in a nested file, execution is not 
returned to the parent file. Chained files are also not executed.

While an executing merge is paused at a {KEYBOARD} or {INPUT} command, 
you can execute the {STOP} command from the keyboard. See Inserting Merge 
Commands During Execution under Notes at the end of this appendix.

M a c r o s
This command is not available in Macros; however, {QUIT} in Macros is 
equivalent to {STOP} in Merge (see / QUITJ above).

M e r g e
See the Merge subheading under the following commands for examples of 
how to use this command: {BELL}, {CASE}.

{SUBST PRIMARY|f/7e/J3/ne~ >-
This merge com m and  is similar to the {NEST PR IM A R Y} and 
(CHAIN PRIMARY} commands, except with this command, the named primary 
file is used instead of the current primary file from the point of this command 
on. You are never returned to the original primary file; no commands following 
this one in the original primary file are executed. Local variables in a previous 
primary file are erased.

If you substitute a file that is not found, or no file ({SUBST PRIMARY}'), an 
error will be returned. You can use the {ON ERROR) command to determine 
what should happen if this error occurs (see (ON ERROR} above).

M a c r o s
This command is not available in Macros.

M e r g e
In the following example, the secondary file has a field named 
DaysOverDue. The merge begins using the primary file INVOICE.PF, 
which substitutes a different primary file depending on the number in the 
DaysOverDue field. At the end of each substituted file, the record pointer is 
moved to the next record and INVOICE.PF is substituted so that it will 
execute again.
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!STEP ON} 

• (This section will execute o ne ke ystroke al a time .) 

!STEP OFF } 

• (This seclion will execute normally.) 

ISTOPI (C.)) >+ 
This merge command stops all execution when it is encountered. It is similar to 
the !QUIT) command (see (QUIT} above) except that the rest of the primary 
file is not read in. If this command is found in a nested file, execu1ion is not 
returned to the parent file. Chained files are also not executed . 

While an executing merge is paused at a I KEYBOARD) or (INPUT ) command, 
you can execute the (STOP) command from the keyboard. See Inserting Merge 
Commands During Execution under Nores at the end of this appendix. 

Macros 
This command is not available in Macros; however, {QUIT} in Macros is 
equivalent to (STOP) in Merge (see (Q UIT/ above) . 

Merge 
See the Merge subheading under the following commands for examples of 
how to use this command: I BELL), { CASE I. 

(SUBST PRIMARYlfi/ename- >+ 
This merge cumm1111LI is similar to clle ( N EST PRIMARY I and 
(CHAIN PRIMARY) commands, except with this command, the named primary 
file is used instead of the current primary file from the point of this command 
on . You are never returned to the original primary file; no commands following 
this one in the original primary file are executed . Local variables in a previous 
primary file are erased. 

If you substitute a file that is not found, or no file ( I SUBST PRIMARY n. an 
error will be returned. You can use the I ON ERROR} command to determine 
what should happen if this error occurs (see (ON ERROR/ above) . 

Macros 
This command is not available in Macros. 

Merge 
ln the following example, the secondary file has a field named 
DaysOverDue. The merge begins using the primary file INVOICE.PF. 
which substitutes a different primary file depending on the number in the 
DaysOverDue field. At the end of each substituted file, the record pointer is 
moved to the next record and INVOICE.PF is substituted so that it will 
execute again. 
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Primary file INVOICE.PF:

{IF}{FIELD) Day sOverDue~<30~ (COMMENT)
'(SUBST PRIMARY]0-29.PF"{COMMENT)

'(ELSEHCOMMENT)
- (IF) (FIELD) DaysOverDue~<60' (COMMENT ]

'(SUBST PRIMARY}30-59.P P )COMMENT)
'(ELSE) (COMMENT)

'  (IF} (FIELD) DaysOverDue'<90'{ COMMENT)
'{SUBST PRIMARY)60-89.PF’{COMMENT)

'(ELSEHCOMMENT)
'{SUBST PRIMARY)Over90.PF~(COMMENT)

'(END IF) (COMMENT)
'{END IF){COMMENT)

'{END IF)

Structure of primary files 0-29.PF, 30-59.PF, 60-89.PF, and Over90.PF:

• (body of file)

(NEXT RECORD) (COMMENT)
'(SUBST PRIMARY[Invoice.pf

{SUBST SECONDARY)A/ena/ne" >~
This merge command changes to the named secondary file and uses the first 
record in that file. If you substitute a file that is not found or no file 
({SUBST PRIMARY}'), an error will be returned. You can use the 
{ON ERROR} command to determine what should happen if this error occurs 
(see (ON ERROR/ above).

In  p r e v i o u s  v e r s io n s  o f  W o r d P e r f e c t ,  th i s  m e r g e  c o m m a n d  w a s  r e p r e s e n te d  a s  
ASfilenameAS.

M a c r o s
This command is not available in Macros.

M e r g e
In the following example, two secondary files are used, each sorted by ZIP 
Code in descending order so that any records where the Zip field is blank 
will be at the end of the file. The {SUBST SECONDARY) command in the 
primary file below causes the records with no ZIP Code to be skipped, and 
the next secondary file to be used.

(IF BLANK (Zip'{SUBST SECONDARY }File2'{ COMMENT)
If the Zip field is blank, substitute the secondary file

'(END IF)

{SYSTEM)sysrar‘  O  >~
The {SYSTEM} command returns the value of the given system variable. These 
system variables allow the macro or merge to be aware of the current state of
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Primary file INVOICE.PF: 

I IF} I FIELD] DaysOverDue-<30-{ COMMENT} 

- ( SUB ST PRIMARY )0-29.PF ( COMMENT] 

-{ELSE){COMMENT } 

-I IF} (FIELD} DaysOverDue-<60-[ COMMENT l 
-(SUB ST PRTMARY)30-59.PP-(COMMENT} 

-1 ELSE} (COMMENT} 
-[ IF } (FIELD } DaysOverDue-<90-( COMM ENT) 

-1 suBST PRIMARY}60-89PF- (COMMENT) 

-(ELSE} {COMMENT } 

-[ SUB ST PRIMARY fOver90.PP-( COMMENT I 
-(END IF!(COMMENT ) 

-(END IF}(COMMENT} 

-{END IF! 

Structure of primary files 0-29.PF, 30-59.PE 60-89.PF, and Over90.PF: 

• (body of file) 

{NEXT RECORD}{COMMENT} 
-{ SUBST PRIM ARY } Invoice.pt-

(SUBST SECONDARY! filename- >+ 
This merge command changes to the named secondary file and uses the first 
record in that file. If you substitute a file that is not found or no file 

( [ SUB ST PRIMARY n. an error will be returned . You can use the 
{ ON ERROR} command to determine what should happen if this error occurs 
(see {ON ERROR/ above). 

In previous versions of WordPerfect. this merge co111111and was represented as 
"Sfilename"S. 

Macros 
This command is not available in Macros. 

Merge 
In the following example, two secondary files are used, each sorted by ZIP 
Code in descending order so that any records where the Zip field is blank 
will be at the end of the file. The ( SUB ST SECONDARY} command in the 
primary file below causes the records with no ZIP Code to be skipped, and 
the next secondary file to be used. 

{ IF BLANK I Zip- [ SUBST SECONDARY} File2-[ COMMENT} 

If the Zip field is blank, substitute the secondary file 

(SYSTEMJsysva,- c+.:> >+ 
The (SYSTEM} command returns the value of the given system variable. These 
system variables allow the macro or merge to be aware of the current state of 
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WordPerfect. You can use mask values (see (STATE) above) to check for 
multiple system variables. Valid system variables are listed below.

R a th e r  th a n  u s e  th e  n a m e  o f  th e  s y s t e m  v a r ia b l e  in  th e  / S Y S T E M j c o m m a n d ,  y o u  c a n  u s e  

th e  n u m b e r  g iv e n  in  p a r e n t h e s e s  n e s t  to  e a c h  s y s t e m  v a r ia b l e  n a m e  b e lo w .  U s in g  th e  
n u m b e r  in s t e a d  o f  th e  n a m e  is  e s p e c i a l l y  u s e fu l  w h e n  y o u  w a n t  to  u s e  th e  s a m e  m a c r o  in  

d i f f e r e n t  in t e r n a t io n a l  v e r s io n s  o f  W o r d P e r f e c t .  S in c e  th e  s y s te m  v a r ia b l e  n a m e s  a r e  
t r a n s l a t e d  in  in t e r n a t io n a l  v e r s io n s ,  r u n n in g  a n  E n g l is h  v e r s io n  o f  a  m a c r o  w o u ld  c r e a te  
a n  e r r o r  a t  th e  ( S Y S T E M )  c o m m a n d .  T h e  n u m b e r s ,  h o w e v e r ,  a r e  th e  s a m e  a c r o s s  

in t e r n a t io n a l  v e r s io n s .

S o m e  o f  th e s e  s y s t e m  v a r i a b l e s  h a v e  r e s t r i c t i o n s  w h e n  u s e d  in  M e r g e .  S e e  th e  d e s c r ip t io n  
o f  e a c h  v a r i a b l e  f o r  p o s s i b l e  r e s t r ic t io n s .

S y s v a r

Attrib (1)

V a lu e ( s )  R e t u r n e d

Current font attribute:

0 Normal
1 Extra Large
2 Very Large
4 Large
8 Small
16 Fine
32 Superscript
64 Subscript
128 Outline
256 Italics
512 Shadow
1024 R edline
2048 Double Underline
4096 Bold
8192 Strikeout
16384 Underline
32768 Small Caps

If two attributes are present, their respective numbers will be added together.

Cell (2) Current cell position in a table, e.g., A4, E7, etc. This
system variable is undefined if the cursor is not in a 
table when the command is encountered.

CellAttr (23) Attributes of the current cell (see Attrib above for
values). This system variable is undefined if the cursor 
is not in a table when the command is encountered.

CellState (24) State of a cell. Divide the value returned by 256 (value 
returned/256—see Appendix J: Macros and Merge, 
Expressions) to determine the following states:

0 Left justified.
1 Full justified.
2 Center justified
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WordPerfect. You can use mask values (see (STATE/ above) to check for 
multiple system variables. Valid system variables are listed below. 

Rather Than use The name of the system variable in The (SYSTEM} wmmurrd. vou can use 
The nwnher Riven in parenlheses nexr ro each system variable name below. Using rhe 
number insTead of The name is especially useful when vou wanr ro use the same macro in 
different intemmional versions of WordPe,fect. Since the system variable names are 
tra11sloted in internarional 1•ersions. running an English version of a macro would crewe 
an error at the {SYSTEM} command. The numbers, however. are the same across 
international versions. 

Some o( these system variahles have restrictions when used in MerRe, See the description 
o( each 1·ariah/e for possible restrictions. 

Sysvar Value(s) Returned 

Attrib ( I l Current font attribute: 

0 Normal 
I Extra Large 
2 Very Large 
4 Large 
8 Small 
16 Fine 
32 Superscript 
64 Subscript 
128 Outline 
256 Italics 
512 Shadow 
1024 Red l ine 

2048 Double Underline 
4096 Bold 
8 192 Strikeout 
16384 Underline 
32768 Small Caps 

If two attr ibutes are present. their respective numbers will be added together. 

Cell (2) Current cell position in a table, e.g., A4. E7, etc. This 
system variable is undefined if the cursor is not in a 
table when the command is encountered . 

CellAttr (23) 

Cell State (24) 

Attributes of the current cell (see A1trib above for 
values). This system variable is undefined if the cursor 
is not in a table when the command is encountered. 

State of a cell. Divide the value returned by 256 (value 
retumed/256-see Appendix J: Macros and Merge, 
Expressions) to determine the following states: 

0 Left justified. 
I Full justified. 
2 Center justified 
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S y sv a r V a lu e(s ) R e tu r n e d

3 Right justified.
4 Decimal aligned.

Mod the value returned by 256 (v a l u e  

returned%256—see Appendix J: Macros and Merge, 
Expressions) to determine the following states:

1 Justify is cell-specific.
2 Attribute is cell-specific.
4 Cell is bottom-aligned.
8 Cell is center-aligned.
16 Contents type is “text.”
32 Contents is a formula.
64 Cell is locked.

This system variable is undefined if the cursor is not in a 
table when the command is encountered.

Column (3) Current column number (numbered sequentially from left
to right) in a table or in columns.

Direction (31) Text entry direction.

0 Direction is left-to-right.
1 Direction is right-to-left (e.g., the Arabic version

of WordPerfect).

Document (4) Current modification status of the document on the 
screen:
1 D o c u m e n t  h a s  b e e n  m o d ifie d

4 Document has been modified since last
generated.

256 Document is blank. (Blank documents are those 
that appear in document screens 1 and 2 when 
you first start WordPerfect, and when you exit 
to a clear screen. A document from which you 
delete all text and codes is not “blank.”)

512 Cursor is between [Tbl Def] and [Tbl Off] 
codes (in a table).

1024 Cursor is between [Math On] and [Math Off] or 
the end of the file (Math is on).

2048 Cursor is between [Outline On] and [Outline 
Off] or the end of the file (Outline is on).
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Sysvar 

Column (3) 

Direction (31) 

Document (4) 

Value(s) Returned 

3 Right justified. 
4 Decimal aligned. 

Mod the value returned by 256 ( value 
rerurned%256-see Appendix J: Macros and Merge, 
Expressions) to determine the following states: 

I Justify is cell-specific. 
2 Attribute is cell-specific. 
4 Cell is hotrom-aligned. 
8 Cell is center-aligned. 
16 Contents type is .. text. .. 
32 Contents is a formula. 
64 Cell is locked. 

This system variable is undefined if the cursor is not in a 
table when the command is encountered. 

Current column number ( numbered sequentially from left 
to right) in a table or in columns. 

Text entry direction. 

0 Direction is left-to-right. 

Direction is right-to-left (e.g., the Arabic version 
of WordPerfect ). 

Current modification status of the document on the 
screen: 

Document ha s been modifiPd 

4 Document has been modified since last 
generated. 

256 Document is blank. (Blank documents are those 
that appear in document screens I and 2 when 
you first start WordPerfect, and when you exit 
to a clear screen. A document from which you 
delete all text and codes is not "hlank.") 

512 Cursor is between [Tbl Def] and 1Tb] Off] 
codes (in a table). 

1024 Cursor is between [Math On] and [Math Off] or 
the end of the file (Math is on). 

2048 Cursor is between [Outline On] and [Outline 
Off] or the end of the file (Outline is on). 
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S y sv a r

EditType (33)

Endnote (5) 
Entry (29)

Equation (6)

Figure (7)

Footnote (8) 

KeyState (26)

4096 Cursor is between [Column On) and [Column 
Off] or the end of the file (Column is on).

All other values are undefined and not guaranteed to be
0.

Current editing mode. Returns information useful for 
international keyboards that need to use ASCII 
mnemonics in menus.

0 Cursor is in a menu prompt.
1 Cursor is in a main editing screen (e.g., Doc 1 

or 2).
2 Cursor is in a substructure editing screen (e.g., 

Header/Footer edit).
4 Cursor is in line editing mode (e.g., entering a

description for a paper/size type).
8 Cursor is in window editing (e.g., the Document

Comment window).

Number of the current endnote.
When in a list, the string name of the currently 
highlighted entry. This system variable is not available 
when the cursor is not in a list (see List below) or in the 
following lists: Keyboard Edit, Macro Commands, Merge 
Commands, and Equation Palette.
Number of the current equation, according to the 
following formula:

Return value/32=first level 
Return value%32=second level

For example, if the current equation is 1.2,
[SYSTEM(Equation" will return 34 (i.e., 34/32=1, 
34%32=2).

Number of the current figure, according to the formula 
described under system variable Equation above.

Number of the current footnote.

V a lu e(s ) R e tu r n e d

Current keyboard status.

1 Right Shift key pressed
2 Left Shift key pressed.
4 Ctrl key pressed.
8 Alt key pressed.
16 Scroll Lock active.
32 Num Lock active.
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Sysvar 

EditType (33) 

Endnote (5) 

Entry (29) 

Equation (6 ) 

Figure (7) 

Footnote (8) 

KeyState (26 ) 
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Value(s) Returned 

4096 Cursor is between I Column On l and fColumn 
Off! or the end of the file (Column is on) . 

All other values are undefined and not guaranteed to be 
0. 

Current editing mode. Returns information useful for 
international keyboards that need 10 use ASCII 
mnemonics in menus. 

0 Cursor is in a menu prompt. 
l Cursor is in a main editing screen (e.g., Doc 

or 2). 
2 Cursor is in a substructure editing screen (e.g .. 

Header/Footer edit) . 
4 Cursor is in line editing mode (e.g., entering a 

description for a paper/size type). 
8 Cursor is in window editing (e.g .. the Document 

Comment window) . 

Number of the current endnote. 

When in a list. the string name of the currently 
highlighted entry. This system variable is not available 
when the cursor is not in a list (see List below) or in the 
following lists: Keyboard Edit, Macro Commands, Merge 
Commands. and Equation Palette. 

Number of the current equation. according to the 
following formula: 

Return value/32=first level 
Return value%3 2=second level 

For example. if the current equation is 1.2, 
I SYSTEM }Equation- will return 34 (i.e .. 34/32=1. 
34%32=2). 

Number of the current figure. according to the formula 
described under system variable Equation above. 

Number of the current footnote. 

Current keyboard status . 

I Right Shift key pressed 
2 Left Shift key pressed. 
4 Ctrl key pressed. 
8 Alt key pressed. 
16 Scroll Lock active. 
32 Num Lock active. 



S y sv a r V a lu e(s) R e tu r n e d

Language

Left (9)

Line (10) 

List (11)

64 Caps Lock active.
128 Insert active.

(32) Current language as found under Format: Other
(Shift-F8,4,4). A two-letter abbreviation is returned.

AF Afrikaans
CA Catalan
HR Croatian
CZ Czechoslovakian
DK Danish
NL Dutch
OZ English—Australia
CE English—Canada
UK English—United Kingdom
US English—United States
SU Finnish
CF French—Canada
FR French—France
GA Galician
DE German—Germany
SD German—Switzerland
GR Greek
MA Hungarian
IS Icelandic
IT Italian
NO Norwegian
BR Portuguese—Brazil
PO Portuguese—Portugal
RU Russian
SL Slovak
ES Spanish
SV Swedish
YK Ukranian

Item (character or code) immediately to the left of the 
cursor (see Appendix T: Macros and Merge, Value 
Tables).

Vertical position of the cursor in 1200ths of an inch.

Number of items in the current list. (For purposes of 
this system variable, a list is any list in WordPerfect 
where you can perform a name search.)

65535 The cursor is not in a list.

0 The list is empty.
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Sysvar 

Language (32) 

Left (9) 

Line (10) 

List (11) 

Value(s) Returned 

64 Caps Lo(;k active. 
128 Insert active. 

Current language as found under Format: Other 
(Shift-F8,4,4) . A two-letter abbreviation is returned. 

AF Afrikaans 
CA Catalan 
HR Croatian 
CZ Czechoslovakian 
DK Danish 
NL Dutch 
oz English-Australia 
CE English-Canada 
UK English-United Kingdom 
us English-United States 
SU Finnish 
CF French-Canada 
FR French-France 
GA Galician 
DE German-Germany 
SD German-Switzerland 
GR Greek 
MA Hungarian 
IS Icelandic 
IT Italian 
NO Norwegian 
BR Portuguese-Brazil 
PO Portuguese-Portugal 
RU Russian 
SL Slovak 
ES Spanish 
SY Swedish 
YK Ukranian 

Item (character or code) immediately to the left of the 
cursor (see Appendix T Macros and Merge, Value 
Tables). 

Vertical position of the cursor in l 200ths of an inch. 

Number of items in the current list. (For purposes of 
this system variable, a list is any list in WordPerfect 
where you can perform a name search.) 

65535 The cursor is not in a list. 

0 The list is empty. 
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S y sv a r

Menu (13) 

Name (12)

Network (30)

Page (14) 

Path (15)

Pos (16) 

Print (17)

Other The number of items in the list. In List Files, 
“Current" and “Parent” each count as an item 
on the list. Therefore, {SYSTEM}List' while in 
List Files returns 2 plus the number of files in 
the list (e.g., if there are 3 files in the list, 
{SYSTEM}List' returns 5; if there are no files 
in the list, it returns 2).

Number of the menu currently active (see Appendix T: 
Macros and Merge Value Tables).

Name of the current document, (e.g., JONES.LTR.)
Since there is no filename associated with the merged 
document while the merge is executing, this system 
variable is not available in Merge.

Current network status.

0 WordPerfect is not operating in a network 
environment.

1 WordPerfect is operating in a network 
environment.

Current page number.

Path to the current document, (e.g., C:\WP51\). (Note 
the slash on the end of the path.) Since there is no path
a sso cia ted  w ith  the m erged d ocum ent during a m erge,
this system variable is not available in Merge.

Current horizontal cursor position in WordPerfect units 
( I200ths of an inch).

Current print status.

1 No characters have been sent to printer.
2 An attempt has been made to send characters to 

printer.
8 Printer is waiting for a Go.
16 Trying to rush job.
32 Trying to cancel job.
64 Network down.
128 Printing in progress.
256 Downloading a file.
2048 Last print job aborted abnormally.

All others are undefined and not guaranteed to be 0.

V a lu e(s ) R e tu r n e d
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Sysvar 

Menu ( 13) 

Name (12) 

Network (30) 

Page (14) 

Path (15) 

Pos ( 16) 

Print ( 17) 

Value(s) Returned 

Other The number of items in the list. In List Files, 
"Current" and "Parent" each count as an item 
on the list. Therefore, {SYSTEM}LisC while in 
List Files returns 2 plus the number of tiles in 
the list (e.g., if there are 3 files in the list, 
{SYSTEM} List- returns 5; if there are no files 
in the list, it returns 2) . 

Number of the menu currently active (see Appendix T: 
Macros and Merge Value Tables). 

Name of the current document. (e .g., JONES .LTR .) 
Since there is no filename associated with the merged 
document while the merge is executing. this system 
variable is not available in Merge. 

Current network status. 

0 WordPerfect is not operating in a network 
environment. 

WordPerfect is operating in a network 
environment. 

Current page number. 

Path to the current document. (e.g., C:\WP5 I\). (Note 
the slash on the end of the path.) Since there is no path 
associated with the merge<.! documc:111 Lluring a merge, 
this system variable is not available in Merge. 

Current horizontal cursor position in WordPerfect units 
( l 200ths of an inch) . 

Current print status . 

I No characters have been sent to printer. 
2 An attempt has been made to send characters to 

printer. 
8 Printer is waiting for a Go. 
16 Trying to rush job. 
32 Trying to cancel job. 
64 Network down. 
128 Printing in progress . 
256 Downloading a file. 
2048 Last print job aborted abnormally. 

All others are undefined and not guaranteed to be 0. 
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S y s v a r V a lu e ( s )  R e t u r n e d

Right (18) Item on which the cursor is resting. In Merge, this 
command will return 0 if the cursor is resting on a Soft 
Return or Soft Page code (see Appendix T: Macros and 
Merge, Value Tables).

Row (22) Current row number in a table (equals 0 if the cursor is 
not in a table when the command is encountered).

RowState (27) Header status of current row.

0 Not in a table, or in a table but current row is 
not a header row.

1 In a table, and current row is a header row.

ShellVer (25) Current Shell version number. (Shell is an optional 
WordPerfect Corporation program.) The formula for 
determining the version from the number returned is:

(Major Version# * 256) + Minor Version#

For example, if you were running WordPerfect under 
Shell version 1.1, 257 would be returned (i.e., 
(1*256)+1). If you were running under Shell 2.0, 512 
would be returned (i.e., (2*256)+0).

TableBox (19) Number of the current Table box, according to the 
formula described under system variable Equation above.

TextBox (20) Number of the current Text box, according to the 
formula described under system variable Equation above.

UserBox (21) Number of the current User-Defined box, according to 
the formula described under system variable Equation 
above.

Version (28) Current WordPerfect version number. This system 
variable works for version 5.1 and later, but will produce 
an error in version 5.0. The formula for determining the 
version from the number returned is:

(Major Version# * 256) + Minor Version#

For example, if you are running WordPerfect version 5.1, 
1281 is returned (i.e., (5*256)+l).

M a c r o s
The following example sends a message to the screen while printing is in 
progress, then another message when printing has stopped.

{PROMPT[Printing is-in progress...'
{;} Sendmessageto-user'

(WHILE) {S YSTEM) Pri nt'& 128*
{;)While printingisinprogress'
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Sysvar 

Right (18) 

Row (22) 

RowState (27) 

Shell Ver (25) 

Table Box ( 19) 

TextBox (20) 

UserBox (2 I) 

Version (28) 

Macros 

Value(s) Returned 

Item on which the cursor is resting. In Merge, this 
command wi ll return O if the cursor is resting on a Soft 
Return or Soft Page code (see Appendix T: Macros and 
Merge. Value Tables ). 

Current row number in a table (equals O if the cursor is 
not in a table when the command is encountered). 

Header status of current row. 

0 Not in a table. or in a table but current row is 
not a header row. 
In a table. and current row is a header row. 

Current Shell version number. (Shell is an optional 
WordPerfect Corporation program.) The formula for 
determining the version from the number returned is: 

(Major Version# * 256) + Minor Version# 

For example, if you were running WordPerfect under 
Shell version 1.1, 257 would be returned (i .e., 
( I *256)+ I ). If you were running under Shell 2.0, 512 
would be returned (i.e., (2*256)+0). 

Number of the current Table box, according to the 
formula described under system variable Equation above. 

Number of the current Text box, according to the 
formula described under system variable Equation above . 

Number of the current User-Defined box, according to 
the formula described under system variable equation 
above. 

Current WordPerfect version number. This system 
variable works for version 5.1 and later, but will produce 
an error in version 5.0. The formula for determining the 
version from the number returned is: 

(Major Version# * 256) + Minor Version# 

For example, if you are running WordPerfect version 5.1, 
1281 is returned (i.e., (5*256)+1). 

The following example sends a message to the screen while printing is in 
progress, then another message when printing has stopped. 

{ PROMPT J Printing is-in progress ... -

{; I Send message to·user­

{ WHILE J {SYSTEMJPrinC& 128-
(; J Wh ile printing is in progress-
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{WAIT} 100'
(;) Let-WordPerfecTprinf 

(END WHILE)
| ;) End- (WHILE (loop'

(PROMPT )Printinghas-stopped.'{ WAIT )40'
) ;)Send-new-messageto-user.- Display itfor4seconds.~

The {WAIT} command is very important in this macro because it gives the 
computer processor time to print. If it weren’t there, nothing would print 
because the macro loop would take all of the computer processor’s time.

See the Macros subheading under the following commands for additional 
examples: {Item Down}, {Item Left}, {Item Right), {Item Up},
(SHELL MACRO}.

M e r g e
In the following example, the message "Document is printing...” displays 
while printing is in progress.

(PRINT) {COMMENT)
Print what has been merged to this point 

'(PROMPT(Document is printing...'(COMMENT)
Send message to user

' ( WHILE) {SYSTEM)Print'* 128'(COMMENT)
While printing is in progress 

'(WAIT) 100'( COMMENT)
Wail 10 seconds to allow printing to continue 

'(END WHILE) (COMMENT)
Repeat the WHILE loop'

(TEXT}var~message' O  >-►
The {TEXT} command prompts the user by displaying a message on the status 
line. The input (up to 129 characters) from the user is then assigned to the 
variable (see {CHAR} above). See Message Display under Notes at the end of 
this appendix for information on affecting the way messages are displayed. See 
also Prompting and User Input under Notes at the end of this appendix for 
additional methods of obtaining user input.

A f te r  th e  { T E X T j  c o m m a n d  e x e c u te s ,  th e  c o n te n t s  o f  th e  s ta tu s  l in e  j u s t  p r e v i o u s  to  th e  
e x e c u t io n  o f  th e  f  T E X T S  c o m m a n d  a r e  r e s to r e d ,  e v e n  i f  th e  c o n te n t s  a r e  th e  m e s s a g e  o f  a  
p r e v i o u s l y  e x e c u t e d  j  P R O M P T )  o r  { S T A T U S  P R O M P T )  m e s s a g e  to  r e a p p e a r  a f t e r  th e  
) T E X T )  c o m m a n d .  U s e  { P R O M P T ) '  o r  {S T A T U S  P R O M P T ) '  b e f o r e  th e  { T E X T )  

c o m m a n d  to  c l e a r  th e  s ta tu s  lin e .

M a c r o s
See the Macros subheading under the following commands for examples of 
how to use this command: {BELL}, {BREAK}, {BREAK}, {IF EXISTS), 
{LEN}, {MENU OFF), {NTOK}, {ON ERROR}.
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IWAIT}I00-
(;} Ler-WordPerfect·prinr­

( END WHILE } 
{;)End-{ WHILEI loop-

I PROMPT) Printing has-stopped. -! WAIT}40-

I; I Send·new·message·to·user.· ·Display·it·for·4 seconds.-

The { WAIT l command is very important in this macro because it gives the 
computer processor time to print. If it weren't there, nothing would print 
be.:ause the macro loop would take all of the computer processor's time. 

See the Macros subheading under the following commands for additional 
examples: { Item Down l, { Item Left}, ( Item Right}, ( Item Up}, 
{SHELL MACRO}. 

Merge 
In the following example. the message "Document is printing ... " displays 
while printing is in progress. 

I PRINT) !COMMENT) 
Print what has heen merged to this point 

-{PROMPT)Document is printing ... -lCOMMENTI 

Send message to user 
-1 WHILE} {SYSTEM JPrinr-& I 2ncoMMENT} 

While printing is in progress 
-{ WAIT } IO0-(COM \1ENT I 

Wait 10 seconds to allow printing to continue 
-{END WHILE J{COMMENT } 

Repeat the WHILE loop-

ITEXTlva,-message- C) >-+ 
The { TEXT l command prompts the user by displaying a message on the status 
line. The input (up to 129 characters) from the user is then assigned to the 
variable (see {CHAR/ above). See Message Display under Notes at the end of 
this appendix for information on affecting the way messages are displayed. See 
also Prompting and User Input under Notes at the end of this appendix for 
additional methods of obtaining user input. 

After the /TEXT/ command executes. the contents of the status line just previous to the 
execution of the /TEXT/ commw1d are restored. even if the contents are !he message of a 
previouslr executed I PROMPT/ or /STATUS PROMPT/ message to reappear after the 
/TEXT/ command. Use f PROMPTr or {STATUS PROMPTr before the /TEXT/ 
command to clear the status line. 

Macros 
See the Macros subheading under the following commands for examples of 
how to use this command: {BELL}. {BREAK}, [ BREAK l, { IF EXlSTS}, 
{LEN}. {MENU OFF}. [NTOK}, (ON ERROR). 
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See the Merge subheading under the following commands for examples of 
how to use this command: (BELL), {IF EXISTS), {NTOC}.

(VARIABLE! r a r '  O  >*
This command accesses the contents of global and local (Merge) variables. If 
you have both a global and local variable by the same name, this command 
accesses the local variable. There is no way to access global variables while 
local variables of the same name exist. (For an explanation of global and local 
variables, see Appendix L: Macros and Merge, Variables.)

You can also pass information between macro variables and Shell variables 
(Shell version 3.0 or higher) using the {SHELL ASSIGN) and 
{SHELL VARIABLE) commands (see (SHELL ASSIGN} and 
(SHELL VARIABLE} above).

After a value has been assigned to a variable (see (ASSIGN) and (LOCALj 
above), the {VARIABLE }var~ command can be placed anywhere you would 
normally place the variable contents. It can be placed within or as an argument 
for another command, or by itself.

A variable can hold no more than 129 keystrokes (characters).

M a c r o s
See the Macros subheading under the following commands for examples of 
how to use this command: {;} (comment), {ASSIGN}, {BELL}, {BREAK}, 
{CASE}, {CASE CALL}, (CHAR), (ELSE). (FOR EACH}, {GO}, {IF}, 
{Item Down}, (Item Left), {Item Right), {Item Up}, (KTON), {LOOK}, 
{MENU OFF}, {NEXT}, {NTOK}, {ON ERROR}, {RESTART},
(SHELL ASSIGN}, {SHELL VARIABLE}, {WHILE}.
Merge
See the Merge subheading under the following commands for examples of 
how to use this command: {ASSIGN}, {BELL}, {BREAK}, {CASE}, 
{CASE CALL}, (COMMENT), {CTON}, {DOCUMENT}, {IF}, (LEN), 
{LOOK}, {MID}, {NEST MACRO}, (NEXT), {NEXT RECORD}. 
{NTOC}.

\m \1 \1 0 th s  second' O >~
The {WAIT} command delays further execution of the macro or merge for the 
indicated time. This command is useful when you want a message to be 
displayed for a certain amount of time.

M a c r o s
See the Macros subheading under the following commands for examples of 
how to use this command: (ON CANCEL}, {ON ERROR},
(STATUS PROMPT}, {SYSTEM}.

Merge
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Merge 
See the Merge subheading under the following commands for examples of 
how to use this command: (BELL}, {IF EXISTS}, { NTOC l. 

(VARIABLE I var C) ),+ 

This command accesses the contents of global and local (Merge) variables. If 
you have both a global and local variable by the same name, this command 
accesses the local variable. There is no way to access global variables while 
local variables of the same name exist. (For an explanation of global and local 
variables. see Appendix L: Macros and Merge, Variables.) 

You can also pass information between macro variables and Shell variables 
(Shell version 3.0 or higher) using the [SHELL ASSIGN} and 
(SHELL VARIABLE} commands (see {SHELL ASSIGN} and 
{SHELL VARIABLE} above). 

After a value has been assigned to a variable (see {ASSIGN} and {LOCAL} 
above), the { VARIABLE l var- command can be placed anywhere you would 
normally place the variable contents. It can be placed within or as an argument 
for another command. or by itself. 

A variable can hold no more than 129 keystrokes (characters). 

Macros 
See the Macros subheading under the following commands for examples of 
how to use this command: {;l (comment), {ASSIGN}, {BELL}, {BREAK}, 
(CASE), {CASE CALL}. {CHAR}. (ELSE). {FOR EACH}, {GO}, {IF}, 
{Item Down}, (Item Left}, (Item Right}. (Item Up}, {KTON}, {LOOK}. 
{ MENU OFF}, {NEXT}, {NTOK}, {ON ERROR). {RESTART}, 
{SHELL ASSIGN}, {SHELL VARIABLE), {WHILE}. 

Merge 
See the Merge subheading under the following commands for examples of 
how to use this command: {ASSIGN}, {BELL}, {BREAK). {CASE}, 
{CASE CALL}. {COMMENT}. {CTON}, (DOCUMENT}, {IF}. (LEN}, 
{LOOK}, {MID}, {NEST MACRO}, (NEXT}. (NEXT RECORD}. 
{NTOC}. 

IWAITl1Dths second- C) >+ 
The (WAIT} command delays further execution of the macro or merge for the 
indicated time. This command is useful when you want a message to be 
displayed for a certain amount of time. 

Macros 
See the Macros subheading under the following commands for examples of 
how to use this command: { ON CANCEL}, { ON ERROR}, 
{STATUS PROMPTI. {SYSTEM). 
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See the Merge subheading under the following commands for examples of 
how to use this command: {BELL}, (ON CANCEL}, (ON ERROR), 
(SYSTEM}.

IWHILEIarpr' O
While the expression expr is true, the commands between the (WHILE) and the 
{END WHILE} are repeatedly executed. This command is like the (FOR) 
command, except that it does not increment a value each time through the loop. 
In order to end the loop, use another command that will force the expression to 
be evaluated as false (see Loops under Notes at the end of this appendix).

Remember that if you use a variable in expr, the variable must already exist 
before the (WHILE) command is executed.

M a c r o s
In this example, the message “Counting” will be displayed until variable 
“Count” reaches 50.

(ASSIGN (Count'O'
(;(Initialize-^Count. (This-command-creates-the-variable.-then 
assigns it "0")~

(WHILE) (VARIABLE) Count'<50'
(PROMPT (Counting'

{ ; } Send the prompt-"Counting”.'
(ASSIGN) Count') VARIABLE }Count~+1'

(;(Increment var Count each time through-theloop'
(END WHILE)

See the Macros subheading under fSYSTEM} for an additional example. 

M e r g e
See the Merge subheading under / SYSTEMj for an example of how to use 
this command.

Merge

Notes Chaining, Nesting, and Substituting
Chaining a macro or merge file causes the named file to take over control of 
execution as soon as execution of the current file is complete. A single file 
(whether a macro file, a primary merge file, or a secondary merge file) can only 
use one chain command. If you include more than one chain command, the last 
one encountered during the merge or macro will be the only one executed. The 
chained file only executes when the current macro or merge file is completely 
finished.

The commands that chain are as follows:

(CHAIN) O
(CHAIN MACRO) >~
(CHAIN PRIMARY) >~
(CHAIN SECONDARY) >~
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Notes 

Merge 
See the Merge suhheading under the following commands for examples of 
how to use this command: l BELL]. lON CANCEL). (ON ERROR]. 
(SYSTEM}. 

IWHILE)exp,- ~.) ~ 
While the expression expr is true, the commands between the (WHILE) and the 
[ END WHILE} are repeatedly executed. This command is like the {FOR} 
command, except that it does not increment a value each time through the loop. 
In order to end the loop. use another command that will force the expression to 
be evaluated as false (see Loops under Notes at the end of this appendix). 

Remember that if you use a variable in expr, the variable must already exist 
before the (WHILE} command is executed . 

Macros 
In this example, the message "Counting" will be displayed until variable 
''Count" reaches 50. 

{ ASSIGN }Couni-o-

1: I Initialize-var Count. (This-command-creates-the-variable,-then 
assigns it "OT 

{ WHILE} {VARIABLE }Count-<50-
{ PROMPT }Counting -

{ :} Send the prompt·"Counting".-
{ ASSIGN }Counr-{ VARIABLE }Count-+ 1-

{:} Increment var Counl each rime 1hrough-1he-loop­
{ END WHILE } 

See the Macros subheadmg under (SYSTEM} for an additional example. 

Merge 
See the Merge subheading under /SYSTEM} for an example of how to use 
this command. 

Chaining, Nesting, and Substituting 
Chaining a macro or merge file causes the named file to take over control of 
execution as soon as execution of the current file is complete. A single file 
(whether a macro file, a primary merge file, or a secondary merge file) can only 
use one chain command. If you include more than one chain command. the last 
one encountered during the merge or macro will be the only one executed. The 
chained file only executes when the current macro or merge file is completely 
finished. 

The commands that chain are as follows: 

[CHAIN) 
( CHAIN MACRO} 
{ CHAIN PRIMARY) 
( CHAIN SECONDARY} 
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Nesting is the process of moving control of execution to another file (such as 
another macro file or primary file). Execution then returns to the parent file 
(directly after the nest command) when execution of the nested file terminates.

Nesting a macro is similar to calling a subroutine (see Subroutines below), 
except that the nested macro is not a part of the calling macro. It is a separate 
macro, referenced by giving the macro name or the full pathname if it is not in 
the Keyboard/Macro Files directory currently specified in Location of Files (see 
Location of Files in Reference). You do not need to include the .WPM 
extension in the filename or pathname. Because execution is automatically 
returned when the nested macro has finished, you do not need to place a 
(RETURN) command at the end of a nested macro.

If there are certain procedures which you frequently use in your macros or 
merges, you can put them in smaller macros and nest them when they are 
needed.

You can nest macro and merge files several levels deep (see Levels below). The 
main file nests a second file; the second file nests a third. After the third file 
has finished, the rest of the second file is executed. After the second file has 
finished, the remaining part of the main file is executed.

The commands that nest are as follows;

(NEST) O
(NEST MACRO) >-
(NEST PRIMARY) >-
(NEST SECONDARY) >•

Substituting is the process of permanently changing control of execution to 
another file. The substitution takes effect as soon as the command is
encountered, and control is never returned to the file that contained this
command.

The commands that substitute are as follows;

(SUBST PRIMARY) >-
(SUBST SECONDARY) >*

Commenting Out
You can use the (;} or (COMMENT) commands to comment out sections of a 
macro or merge that you don't want to execute. This practice is useful for 
testing and debugging your macros and merges.

Anything (including commands) between the (;) or (COMMENT) command 
and the next tilde is ignored in execution. It is easy to comment out commands 
such as (NEST), (CHAIN), etc., where there is only one tilde associated with 
the command:

{;} {NEST} thefi le~
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Nesting is the process of moving control of execution to another file (such as 
another macro file or primary file). Execution then returns to the parent file 
(directly after the nest command) when execution of the nested file terminates. 

Nesting a macro is similar to calling a suhroutine (see Subroutines below), 
except that the nested macro is not a part of the calling macro. It is a separate 
macro, referenced by giving the macro name or the full pathname if it is not in 
the Keyboard/Macro Files directory currently specified in Location of Files (see 
Location of Files in Reference). You do not need to include the .WPM 
extension in the filename or pathname. Because execution is automatically 
returned when the nested macro has finished, you do not need to place a 
(RETURN} command at the end of a nested macro. 

If there are certain procedures which you frequently use in your macros or 
merges, you can put them in smaller macros and nest them when they are 
needed. 

You can nest macro and merge files several levels deep (see levels below). The 
main file nests a second file: the second file nests a third. After the third file 
has finished. the rest of the second file is executed. After the second file has 
finished. the remaining part of the main file is executed. 

The commands that nest are as follows: 

(NEST] 
(NEST MACRO) 
( NEST PRIMARY) 
( NEST SECONDARY l 

Substituting is the process of permanently changing control of execution to 
another tile. The substitution takes effect as soon as the command is 
encountered. and control is never returned to the file that contained this 
command. 

The commands that substitute are as follows: 

( SUBST PRIMARY) 
( SUB ST SECONDARY} 

Commenting Out 
You can use the [;} or (COMMENT} commands to comment out sections of a 
macro or merge that you don't want to execute. This practice is useful for 
testing and debugging your macros and merges. 

Anything (including commands) between the (;} or [COMMENT) command 
and the next tilde is ignored in execution. It is easy to comment out commands 
such as {NEST), { CHAIN J, etc., where there is only one tilde associated with 
the command: 

(;}(NEST} the tile-
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However, if the commands to be commented out have more than one tilde, you 
must insert a {;} or (COMMENT) to correspond to each one:

(COMMENT)) ASSIGN}Number~{COMMENT]45~

When multiple tildes are involved, you may find it easier to delete the additional 
tildes in the section to be commented out so that you only have to use one (;} or 
(COMMENT) command. The tildes would have to be re-inserted if you later 
decided to restore the section.

In Merge, a frequent use of (COMMENT) is to comment out Hard Return and 
Tab codes you use to format commands in the file. If you do not comment out 
these codes, they are included in the resulting merged document. See the Merge 
subheadings in this appendix for examples. The example under the 
(COMMENT} command may be especially useful.

If Blank, If Not Blank, and ?
In previous versions of WordPerfect, a question mark (?) was used to avoid 
merging a field if it was blank (e.g„ AF1?A). This system had certain drawbacks, 
such as that anything in the primary file after the question mark but on the same 
line was also not printed if the field was blank. The (IF BLANK) and 
(IF NOT BLANK) commands in WordPerfect 5.1 have eliminated this problem, 
plus added all the flexibility of a standard IF structure.

Although you can still use the question mark construction (represented as either 
{FIELD f/ieldnamel or A¥fieldnamelA in 5.1), you will probably find the 
(IF BLANK) and (IF NOT BLANK) commands more flexible.

In some cases, however, you may want to use the question mark as a shortcut 
for the (IF BLANK) and (IF NOT BLANK) commands. So, for example, if 
you had a list of addresses where you wanted to include the company name if it 
existed, but not if it didn't, you could use the question mark as a short cut 
method of handling the “company name line.” For example:

{FIELD}name~
(FIELD)company?'
(FIELD) address'

In this example, if the company field is blank, no information is merged and the 
entire line is eliminated, moving the address up one line. To accomplish the 
same task with the (IF NOT BLANK) command, you could do the following:

| FIELD) name'
(IF NOT BLANK (company'(COMMENT)
'  (FIELD) company'
(END IF)(COMMENT)
'(FIELD)address-

To insert the question mark, simply type it as the last character of the field 
name. If you are using numbered fields, type the question mark after the 
number.
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However. if the commands to be commented out have more than one tilde, you 
must insert a {;} or {COMMENT) to correspond to each one : 

!COMMENT) { ASSJ GN)N umher-i COMM ENT)4S-

When multiple tildes are involved, you may find it easier to delete the additional 
tildes in the section to be commented out so that you only have to use one (;} or 
{COMMENT) command. The tildes would have to be re-inserted if you later 
decided to restore the section. 

In Merge . a frequent use of (COMMENT) is to comment out Hard Return and 
Tab codes you use to format commands in the tile. If you do not comment out 
these codes, they are included in the resulting merged document. See the Merge 
subheadings in this appendix for examples . The example under the 
(COMMENT/ command may be especially useful. 

If Blank, If Not Blank, and ? 
In previous versions of WordPerfect . a question mark (?) was used to avoid 
merging a field if it was blank (e.g ., "Fl?"). This system had certain drawbacks, 
such as that anything in the primary tile after the question mark but on the same 
line was also not printed if the field was blank. The { IF BLANK) and 
{ IF NOT BLANK} commands in WordPerfect 5.1 have eliminated this problem, 
plus added all the flexibility of a standard IF structure. 

Although you can still use the question mark construction (represented as either 
{ FIELD )fieldname? or "Ffield11ame?" in 5.1 ), you will probably find the 
{ IF BLANK} and ( IF NOT BLANK} commands more flexible. 

In some cases, however. you may want to use the question mark as a shortcut 
ror ct1e { Ir BLA NK} and { IF NOT BLANK} commands. So. for example, if 
you had a list of addresses where you wanted to include the company name if it 
existed. but not if it didn't, you could use the question mark as a short cut 
method of handling the ''company name line ." For example: 

{FIELD)name· 
I FI ELD )company~· 
I FI ELD ) address -

In this example, if the company field is blank. no information is merged and the 
entire line is eliminated. moving the address up one line . To accomplish the 
same task with the { IF NOT BLANK] command. you could do the following: 

I FIELD )name· 
!IF NOT BLANK )company-{COMMENT) 
·1 FIELD )company· 
{END IF){COMMENT ) 
• 1 FI ELD )address· 

To insert the question mark. simply type it as the last character of the field 
name. If you are using numbered fields. type the question mark after the 
number. 
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Inserting Merge Commands During Execution
While an executing merge is paused at a {KEYBOARD) or {INPUT} command, 
you can execute the (QUIT), {NEXT RECORD), or (STOP) commands from 
the keyboard.

1 Press Merge Codes (Shift-F9).

2 Select Quit (1), Next Record (2), or Stop (3).

Selecting the command from this menu functions as if the command had been 
encountered in the primary file. See the description of each of these commands 
in this appendix for more information on their functions.

Levels
In Macros, you can have up to 30 levels of execution. Each (NEST) command 
uses 2 levels (one for executing the macro and one for a possible CHAIN 
command). Each {CALL), {CASE CALL), nested (IF), (FOR),
(FOR EACH), or {WHILE) command uses 1 level.

In Merge, you can have up to 20 levels of execution per file. {IF) commands 
do not require a level (they can be nested indefinitely). Each {CASE},
{CASE CALL), {FOR), or (WHILE) uses 1 level.

Execution levels are maintained in stacks. In general, Macros and Merge use 
separate stacks to maintain levels. However, all expressions use the Macros 
stack. Generally, expressions use one level, but may use more if they are very 
complex. However, since expressions use the Macros stack, they effectively use 
no levels in Merge.

In Merge, the levels for the nesting commands ({NEST MACRO),
{NEST PRIMARY), or {NEST SECONDARY}) are maintained in a separate 
stack. They do not require an execution level (because for each file nested you 
have 20 new execution levels), but they do require a nesting level. Files can be 
nested 10 deep.

The levels used by these commands are released when the command ends normally. For 
example, the level used by a ICALL} command is released when a (RETURN} command 
ends the subroutine. The level used by the (IF} command is released when the (END IF} 
is executed, and the level used by the (FOR} command is released at the (END FOR} 
after the last iteration o f the FOR loop. I f any o f these level-using structures are exited 
abnormally, the level is not released. For example, if you use a (GO} or (CASE} in the 
subroutine executed by a (CALL} command, the level corresponding to the (CALL} is 
never released. I f you "lose" 28 levels in this way, the macro will terminate.

Loops
Whenever the same commands repeat several times, that section of the macro or 
merge is called a loop. For example,

(LABEL [Top'
{;) Top-of the loop"

endless-loop
{;)Type-,,endless-loop"~
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Inserting Merge Commands During Execution 
While an executing merge is paused at a I KEYBOARD) or I INPUT} command, 
you can execute the {QUIT). {NEXT RECORD}. or {STOP) commands from 
the keyboard. 

1 Press Merge Codes (Shift-F9). 

2 Select Quit (I ), Next Record (2). or Stop (3) 

Selecting the command from this menu functions as if the command had been 
encountered in the primary file. See the description of each of these commands 
in this appendix for more information on their functions. 

Levels 
In Macros. you can have up to 30 levels of execution . Each {NEST) command 
uses 2 levels (one for executing the macro and one for a possible CHAIN 
command). Each {CALL). {CASE CALL). nested {IF). {FOR). 
{ FOR EACH). or {WHILE) command uses I level. 

In Merge, you can have up to 20 levels of execution per file. {IF} commands 
do not require a level (they can be nested indefinitely). Each {CASE}, 
{CASE CALL}, {FOR). or {WHILE} uses I level. 

Execution levels are maintained in stacks. In general. Macros and Merge use 
separate stacks to maintain levels. However, all expressions use the Macros 
stack. Generally, expressions use one level. but may use more if they are very 
complex. However, since expressions use the Macros stack. they effectively use 
no levels in Merge. 

In Merge, the levels for the nesting commands ( { NEST MACRO). 
{ NEST PRIMARY}. or { NEST SECONDARY} J are maintained in a separate 
stack. They do not require an execution level (because for each file nested you 
have 20 new execution levels). but they do require a nesting level. Files can be 
nested IO deep. 

The levels used by these commands are released when the command ends normally. For 
example, the level used by a {CALL} command is released when a {RETURN} command 
ends the subroutine. The level used by the (IF} command is released when the {END IF} 
is executed, and !he level used by the { FOR} command is released at the { END FOR} 
after the las/ ileralion of !he FOR loop. If any of these level-using structures are exited 
abnormally. the level is nor released. For example. if you use a (GO/ or (CASE/ in the 
subroutine executed by a (CALL/ command, the level corresponding to the {CALL/ is 
never released. If you "lose" 28 levels in this wa}; the macro will terminate. 

Loops 
Whenever the same commands repeat several times, that section of the macro or 
merge is called a loop. For example, 

I LABEL I Top-
I; I Top-of the loop­

end less-loop 
I; I Type-"endless-loop"-
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{; )Go-to-top'

In this example, the words “endless loop” are written continuously to the screen 
There is no way to stop execution without pressing Cancel (FI), Ctrl-Break, etc 
When you create a loop, it is very important to have a way for the loop to end.

In the following example, a count is kept of the number of times the text has 
been written to the screen. After the tenth time, the loop ends.

(ASSIGN ICounter'O*
(;}AssignOtovarCounter'

(LABEL) Top'
(;)Topofthe-loop'

(ASSIGN (Counter') VARIABLE) Counter'+1'
(;) Add-1 tovar-Counter'

Loop-(VARIABLE (Counter') Enter)
{;)Type"loop"#'

(IF) {VARIABLE(Counter'=10'
(; )If-this-is-thetenthtime'

(QUIT)
(;)Quit-the-macro'

(ELSE)
(; [Otherwise,'

(GO) Top'
(; (Go-totop(repeat-the-loop)'

(END IF)
( ;}End-of-(IF)structure~

There are many types of loops you can create with Macros and Merge 
commands. You can use an IF structure as in the above examples, or you can 
use the (FOR), [FOR EACH), or (WHILE) commands (see each command 
above). You can also create loops by going to or calling subroutines (with the 
(GO) or (CALL) command). The structure you should use for any given loop 
will depend on the task you are trying to accomplish.

Message Display
The following commands send a message to the screen when executed:

(GO (Top'

(CHAR) O >~
(INPUT) o >~
(PROMPT) o
(STATUS PROMPT) o
(TEXT) o

In Macros, you can use control characters to both position the message on the 
screen, and affect the display attributes (such as Bold, Mnemonics, etc.) of the 
message. For information on using control characters and display attributes, see
Macros. M essage Display in Reference.
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(;IGo·IO·lop-

In this example, the words "endless loop" are written continuously to the screen 
There is no way to stop execution without pressing Cancel (Fl). Ctrl-Break, etc . 
When you create a loop. it is very important to have a way for the loop to end. 

In the following example, a count is kept of the number of times the text has 
been written to the screen. After the tenth time, the loop ends. 

{ ASSIGN l Counrer-o-

{:} Assign·0·to -var ·Counler­
{ LABEL }Top-

{;} Top-of the-loop-
{ ASSIGN}Coumer-{ VARIABLE}Counter·+1 · 

{:} Add· I to var-Counter-
Loop· { VARIABLE }Counter·! En ter} 

I:} Type "loop" #' 
I IF } { VA RIABLE}Counter·= Io· 

{:) If.lhis·is·the tenth time· 

[QUIT } 
{; )Quit•the•macro· 

{: }Otherwise: 
{GO}Top· 

{: }Go-to top (repeat•the-loopr 
{END IF} 

{:}End-of-{ IF} structure-

There are many types of loops you can create with Macros and Merge 
commam1s. You can use an IF structure as in the above examples, or you can 
use the (FOR}, [ FOR EACH}, or (WHILE} commands (see each command 
above). You can also create loops by going to or calling subroutines (with the 
{GO} or {CALL} command). The structure you should use for any given loop 
will depend on the task you are trying to accomplish. 

Message Display 
The following commands send a message to the screen when executed: 

{CHAR} 
{INPUT} 
(PROMPT} 
{STATUS PROMPT} 
{TEXT} 

In Macros, you can use control characters to both position the message on the 
screen. and affect the display attributes (such as Bold, Mnemonics, etc.) of the 
message . For information on using control characters and display attributes, see 
Macros. Message Display in Reference. 
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In Merge, neither control characters nor display attributes are available when 
sending messages to the screen. However, there are techniques for affecting the 
display of messages:

Soft Wrapping
If you include a message that is longer than you have room for on the status 
line, it will automatically wrap to the next line. The first line of the message 
will scroll up to the next line. The message will continue to scroll until the 
entire message is displayed. (You can also use this method in Macros.)

Hard Wrapping
If you want to determine where a message will wrap (rather than letting it 
soft wrap), insert a hard return [HRtl at each point in the message where you 
want it to wrap.

Nesting a Macro
If you decide you need or want the positioning and attributes available for 
message display in Macros, you can put the command that sends the message 
in a nested macro (see /NEST MACRO) above).

See also Prompting and User Input below.

Previous Merge Commands
In previous versions of WordPerfect, some of the Merge programming 
commands were available, although they were represented using a caret (A) and a 
letter as a control character, instead of a command made up of a word or words 
in braces, as they are in WordPerfect 5.1. The following is a list of these 
command equivalents:

Old Command New Command
A C {KEYBOARD)
AD {DATE}
AE (END RECORD}
APnameA or AF#A (FIELD)
AGmacronameAG (CHAIN MACRO}
AN (NEXT RECORD}
A0messageA0 (PROMPT)
APfiienameAP (NEST PRIMARY}
AQ {QUIT}
AR (END FIELD)
ASfilenanieAS (SUBSTSECONDARY)
AT (PRINT)
AU (REWRITE)
AV (MRG CMND}

If you have files that use the old code format, see Previous Versions under 
Merge in Reference for information on whether or not they will have to be 
converted for use with WordPerfect 5.1.
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In Merge. neither control characters nor display attributes are available when 
sending messages to the screen. However. there are techniques for affecting the 
display of messages: 

Soft Wrapping 
If you include a message that is longer than you have room for on the status 
line. it will automatically wrap to the next line. The first line of the message 
will scroll up to the next line. The message will continue to scroll until the 
entire message is displayed. (You can also use this method in Macros.) 

Hard Wrapping 
If you want to determine where a me~sage will wrap (rather than letting it 
soft wrap). insert a hard return [HRt] at each point in the message where you 
want it to wrap. 

Nesting a Macro 
If you decide you need or want the positioning and attributes available for 
message display in Macros. you can put the command that sends the message 
in a nested macro (see {NEST MACRO/ above). 

See also Prompting and User Jnpllf below. 

Previous Merge Commands 
In previous versions of WordPerfect, some of the Merge programming 
commands were available. although they were represented using a caret (") and a 
letter as a control character. instead of a command made up of a word or words 
in braces. as they are in WordPerfect 5.1. The following is a list of these 
command equivalents: 

Old Command 

"C 
"D 
"E 
"Fname" or "F#11 

11G111acronwne"G 
"N 
"Omessage"O 
"Pjilename" P 
"Q 
"R 
"Sfilename"S 
"T 
"U 
"V 

New Command 

{KEYBOARD} 
(DATE ) 
(END RECORD) 
(FIELD) 
( CHAIN MACRO) 
( NEXT RECORD) 
(PROMPT) 
{ NEST PRIMARY) 
{QUIT) 
(END FIELD) 
(SUBST SECONDARY) 
(PRINT) 
{REWRITE) 
(MRG CMND) 

If you have tiles that use the old code format. see Previous Versions under 
Merge in Reference for information on whether or not they will have to be 
converted for use with WordPerfect 5.1. 
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Prompting and User Input
The following commands can be used to prompt the user of your macro or 
merge, and/or obtain input from the user:

{CHAR| o >~
{INPUT} o >-
{KEYBOARD} >*•
{LOOK} o >-►
{PAUSE} o
{PAUSE KEY} o
{PROMPT} o >-
{STATUS PROMPT} o >-
{TEXT} o

These commands are similar to each other in some ways, yet different in others. 
The following chart shows some of these differences and similarities. 
Comparisons are based on the following features of each command:

• Whether or not a message is sent with the command or command 
combination.

• If a message is sent, whether the message remains on the screen until 1) the 
screen is rewritten or the message is overwritten with a new command, 2) 
input is terminated, or 3) you exit WordPerfect or the message is overwritten 
with a new command.

• Whether or not execution stops at the command or command combination for 
user input.

•  I f  e x e c u t i o n  s t o p s  f o r  i n p u t ,  w h e t h e r  t h e  i n p u t  g o e s  d i r e c t l y  i n t o  t h e
document or into a variable.

• If execution stops for input, the method of terminating input.

• Whether the command or command combination is available in Macros only, 
Merge only, or in both features.
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Prompting and User Input 
The following commands can be used to prompt the user of your macro or 
merge, and/or obtain input from the user: 

[CHARl (°.) >+ 
[INPUTl C-.) >+ 
[KEYBOARD) >+ 
(LOOK! (".) >+ 
(PAUSEl (".) 

{PAUSE KEY) C-.) 

(PROMPT) (".) ),. 

{STATUS PROMPT) C-.) >+ 
{TEXT) (".) >+ 

These commands are similar to each other in some ways, yet different in others. 
The following chart shows some of these differences and similarities. 
Comparisons are based on the following features of each command: 

• Whether or not a message is sent with the command or command 
combination. 

• If a message is sent. whether the message remains on the screen until I) the 
screen is rewritten or the message is overwritten with a new command, 2) 
input is terminated. or 3) you exit WordPerfect or the message is overwritten 
with a new command. 

• Whether or not execution stops at the command or command combination for 
user input. 

• If execution stops for input. whether the input goes directly into the 
document or into a variable. 

• If execution stops for input, the method of terminating input. 

• Whether the command or command combination is available in Macros only, 
Merge only, or in both features. 
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Commands

Sends
Message?

Message
Duration

Stops
for
user
Input?

Input
Goes
To:

Input
Termination
method:

Available
In:

(CHAR) Yes R/O Yes Var. 1 Char. Both

(INPUT) Yes T Yes Doc. Enter
(Macros)
F9 (Merge)

Both

(KEYBOARD) No n/a Yes Doc. F9 Merge

(LOOK) No n/a No Var. 1 Char, or 
nothing

Both

(PAUSE) No n/a Yes DOC. Enter Macros

(PAUSE KEYI No n/a Yes Doc. Specified key Macros

(PROMPT) Yes R/O No n/a n/a Both

(STATUS PROMPT) Yes E/O No n/a n/a Both

(TEXT) Yes R/O Yes Var. Enter Both

Command Combinations

(PROMPT) with 
(KEYBOARD)

Yes R/O Yes Doc. F9 Merge

"(PROMPT) with 
(PAUSE)

Yes R/O Yes Doc. Enter Macros

•(PROMPT) with 
(PAUSE KEY)

Yes R/O Yes Doc. Specified key Macros

(STATUS PROMPT) 
with (KEYBOARD)

Yes E/O Doc F9 Merge

(STATUS PROMPTI 
with (PAUSE)

Yes E/O Yes Doc. Enter Macros

(STATUS PROMPT) Yes E/O Yes Doc. Specified key Macros
with (PAUSE KEV1 

Legend
n/a Not applicable
T Termination
R/0 Rewrite Screen or Overwrite Message
E/0 Exit WordPerfect or Overwrite Message

•Although I PROMPT) messages normally appear only until the screen is rewritten or the message is overwritten, the message 
w ill reappear even after these normal terminations if the (PROMPT) command is followed by a (CHAR) or (TEXT) command.

This occurs because the (CHAR) and (TEXTI commands take a ■'picture" of the status line, execute, and then redisplay the "picture.''
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Sends Message Stops Input Input Available 
Message? Duration for Goes Termination In: 

user To: method: 
Input? 

Commands 

!CHARI Yes R/0 Yes Var. 1 Char. Both 

!INPUT! Yes Yes Doc Enter Both 
(Macros) 
F9 (Merge) 

I KEYBOARD I No n/a Yes Doc F9 Merge 

ILOOKI No n/a No Var 1 Char. or Both 
notning 

I PAUSE I No n/a Yes Doc. Enter Macros 

!PAUSE KEYi No n/a Yes Doc Specilied key Macros 

I PROMPT I Yes R/0 No n/a n/a Both 

!STATUS PROMPTI Yes E/0 No n/a n/a Both 

ITEXTI Yes R/0 Yes Var Enter Both 

Command Combinations 

I PROMPT! with Yes R/0 Yes Doc. F9 Merge 
IKEYBOARDI 

"IPROMPTI w1lh Yes RIO Yes Doc. Enter Macros 
I PAUSE I 

"!PROMPT! w1lh Yes R/0 Yes Doc Specified key Macros 
!PAUSE KEYi 

{STATUS PROMPT! Yes E/0 Doc F9 Merge 
with {KEYBOARD! 

!STATUS PROMPT! Yes E/0 Yes Doc. Enter Macros 
with IPAUSEI 

!STATUS PRO MPT! Yes E/0 Yes Doc Specified key Macros 
with I PAUSE KEY I 

Legend 
n/a Not applicable 
T Termination 
R/0 Rewrite Screen or Overwrite Message 
E/0 Exit WordPerfect or Overwrite Message 

"Although [PROMPT! messages normally appear only until the screen is rewritlen or the message is overwri tten, the message 
will reappear even alter these normal terminalions if the {PROMPT I command is followed by a [CHARI or ITEXTI command. 

This occurs because the {CHARI and {TEXT! commands take a "'picture .. of the status line, execute, and then redisplay the ·•picture ... 
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Record Pointer
In a secondary merge file, there are several records. As a merge is executed, the 
primary file is repeated once for every record in the secondary file (unless you 
use commands to alter this procedure). The record pointer is the internal device 
that WordPerfect uses to keep track of which record it is currently using from 
the secondary file. (You cannot see the record pointer.)

At the start of a merge, the record pointer points to the first record in the 
secondary file. As the merge progresses, the pointer automatically moves to 
each subsequent record as the primary file is repeated. You can force the record 
pointer to move to the next record by using the jNEXT RECORD) command 
(see / NEXT RECORD) above). This is useful when you want to change to the 
next record without repeating the primary file.

Subroutines
A subroutine is a set of commands you may want to execute several times in a 
macro or merge. Instead of repeating the commands each time you need them, 
you can include them only once, then send execution to that spot each time you 
want the commands performed. Inserting a call to a subroutine functions as if its 
commands were placed at each point of the call. There is no limit to the number 
of subroutines you can have in a macro or merge file.

A subroutine is identified by two commands. The first command, (LABEL), 
marks the beginning of a subroutine. The second command, (RETURN), marks 
the end.

S o m e  su b r o u tin e s  d o  n o t n e e d  a  /R E T U R N ) a t  th e  en d , i f  th e  c o m m a n d s  in th e  su b r o u tin e  
g u a ra n te e  c o r r e c t  b ra n c h in g  o r  re tu rn in g .

The commands you can use to send execution to a subroutine are as follows:

(CALL) © >*
(CASE) o y *
(CASE CALL) o y *
(GO) © >*
(ON CANCEL) © y *
(ON ERROR) o y*
(ON NOT FOUND) o

Since there may be more than one subroutine in a macro, the name associated 
with each one must be unique. The label name must be entered as an argument 
in the command that sends execution to the subroutine, and must match the name 
following the (LABEL) command identifying the beginning of the subroutine.

I f  y o u  u se  lo c a l  v a r ia b le s  in M e rg e , y o u  c a n n o t  u se  th e  sa m e  n a m e  f o r  b o th  a  su b r o u tin e  
a n d  a  lo c a l  v a r ia b le .

Troubleshooting
If you have trouble getting your macros or merges to work, check to see that you 
have not made one of the following errors:
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Record Pointer 
In a secondary merge tile. there are several records. As a merge is executed, the 
primary file is repeated once for every record in the secondary file (unless you 
use commands to alter this procedure). The record pointer is the internal device 
that WordPerfect uses to keep track of which record it is currently using from 
the secondary file. (You cannot see the record pointer.) 

At the start of a merge. the record pointer points to the first record in the 
secondary tile . As the merge progresses, the pointer automatically moves to 
each subsequent record as the primary h le is repeated. You can fon.;t: the record 
pointer to move to the next record by using the { NEXT RECORD I command 
(see (NEXT RECORD} above). This is useful when you want to change to the 
next record ll'ithout repeating the primary file. 

Subroutines 
A subroutine is a set of commands you may want to execute several times in a 
macro or merge. Instead of repeating the commands each time you need them, 
you can include them only once. then send execution to that spot each time you 
want the commands performed. Inserting a call to a subroutine functions as if its 
commands were placed at each point of the call. There is no limit to the number 
of subroutines you can have in a macro or merge file . 

A subroutine is identified by two commands. The first command. {LABEL), 
marks the beginning of a subroutine. The second command, (RETURN), marks 
the end. 

Some s11browi11es do 110111eed a /RETURN/ at the e11d. if the co111111011ds i11 the subroutine 
g11ara11tee correct bra11chi11R or ret11mi11 fi. 

The commands you can use to send execution to a subroutine are as follows: 

[CALL) (°.) )-+ 

[CASE] C°.) )-+ 

[CASE CALL) (°.) )-+ 

(GO] (°.) ►• 
{ON CANCEL) C°.) )-+ 

{ON ERROR) C-.) )-+ 

[ ON NOT FOUND) C-.) 

Since there may he more than one subroutine in a macro, the name associated 
with each one must be unique. The label name must be entered as an argument 
in the command that sends execution to the subroutine. and must match the name 
following the {LABEL] command identifying the beginning of the subroutine. 

If wm use local variables in Merge, w111 cannot use the same name for both a subroutine 
and a local variable. 

1rroubleshooting 
If you have trouble getting your macros or merges to work, check to see that you 
have not made one of the following errors: 
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• Incorrect number or placement of tildes. (See the descriptions of the 
commands you are using.)

• Using a variable name instead of the {VARIABLE\var~ command, or vice 
versa. (See the description of the commands you are using, and Appendix L: 
Macros and Merge, Variables.)

• Other syntax errors. (See the descriptions of the commands you are using.)

• Infinite loops. (See Loops above.)

• Trying to reference a global variable while a local variable of the same name 
is accessible. (See Appendix L: Macros and Merge, Variables.)

• Using a local variable and label of the same name. (See (LOCAL) and 
(LABELj above.)

• In a merge, accessing a global variable that contains keystrokes. (See Keys­
troke Commands in Variables in Appendix L: Macros and Merge, Variables.)

• Missing a (RETURN) at the end of a subroutine. (See Subroutines above.)

• Misspelled variable or label names.

• Going to or calling non-existent labels, or accessing non-existent variables.

• In a merge, incorrect placement of (COMMENT) command and its tilde, or 
lack of use of the (COMMENT) command. (See (COMMENT) and 
Commenting Out above.)

• Nesting files too many deep or using too many levels. (See Levels above.)

• Performing a numeric operation on a string. This usually happens when you 
use an invalid character (such as a space, period, or comma) in an expression
w h ic h  is  a s s ig n e d  to  a  v a r ia b le .  ( S e e  A p p e n d ix  J :  M a c r o s  a n d  M e rg e ,  
Expressions.)

• Missing loop terminators (see (END FOR), (END IF), (END WHILE)).

• Missing or improper nested files, or improper termination of nested files (see 
(NEST) (NEST MACRO), (NEST PRIMARY), (NEST SECONDARY), and 
Chaining, Nesting, and Substituting above).

• In a merge, using an open code (such as a Tab Set or Margin Set) in a 
primary file that is not reset at the beginning of the file. (Any open code 
encountered during the merge will be in effect in the resulting merged 
document until another open code of the same type is found to counteract it.)

See Also: Lessons 23 through 25; Macros; Macros, Define; Macros, Execute;
Macros, Macro Editor; Macros, Message Display; Merge; Appendix I; Appendix
J; Appendix L
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• Incorrect number or placement of tildes. (See the descriptions of the 
commands you are using.) 

• Using a variable name instead of the {VARIABLE} var- command, or vice 
versa. (See the description of the commands you are using, and Appendix L: 
Macros and Merge. Variables.) 

• Other syntax errors. (See the descriptions of the commands you are using .) 

• Infinite loops. (See Loops above.) 

• Trying to reference a global variable while a local variable of the same name 
is accessible. (See Appendix L: Macros and Merge, Variables.) 

• Using a local variable and label of the same name. (See / LOCAL/ and 
{ LABEL} above. l 

• In a merge, accessing a global variable that contains keystrokes. (See Keys-
troke Commands in Variables in Appendix L: Macros and Merge, Variables. ) 

• Missing a {RETURN} at the end of a subroutine. (See Subroutines above .) 

• Misspelled variable or label names. 

• Going to or calling non-existent labels, or accessing non-existent variables. 

• In a merge, incorrect placement of {COMMENT} command and its tilde, or 
lack of use of the { COMMENT} command. (See (COMMENT} and 
Commenting Out above.) 

• Nesting files too many deep or using too many levels, (See Levels above.) 

• Performing a numeric operation on a string. This usually happens when you 
use an invalid character (such as a space. period, or comma) in an expression 
which is assigned to a variable. (See Appendix l: Macros and Merge, 

Expressions.) 

• Missing loop terminators (see {END FOR}, {END IF}, {END WHILE}). 

• Missing or improper nested files, or improper termination of nested files (see 
(NEST/ {NEST MACRO}, {NEST PRIMARY}, (NEST SECONDARY}, and 
Chaining, Nesting. and Substituting above). 

• In a merge, using an open code (such as a Tab Set or Margin Set) in a 
primary file that is not reset at the beginning of the file. (Any open code 
encountered during the merge will be in effect in the resulting merged 
document until another open code of the same type is found to counteract it.) 

See Also: Lessons 23 through 25; Macros; Macros, Define; Macros, Execute; 
Macros, Macro Editor; Macros, Message Display; Merge; Appendix l; Appendix 
J; Appendix L 
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Appendix L: Macros and Merge, Variables

A variable represents a place in memory where data is stored. As its name 
indicates, the data in a variable is changeable. You might want to use variables 
to calculate and/or keep track of values and text which change during execution.

System Variables vs. User-Defined Variables
There are two major types of variables in WordPerfect: system variables and 
user-defined variables. System variables are variables that WordPerfect creates 
and maintains, and that contain information about the current state of 
WordPerfect. You cannot change the names or contents of these variables, but 
you can find out and use their contents at any given time. The names and 
possible contents of system variables are listed in Appendix K: Macros and 
Merge. Programming Commands under the description of the {SYSTEM} 
command.

User-defined variables are variables that you create and name, and whose 
contents you determine. You can perform operations on these variables to 
change their contents. There are two sub-categories of user-defined variables: 
global variables and local variables.

Global vs. Local Variables
Global variables are accessible from anywhere inside a macro or merge.

Local variables are available only in Merge, and are stored in a separate place in 
memory from global variables. They are only accessible from the file in which 
they are created. For example, if you create a local variable named Number in a 
primary file, the secondary files or other primary files cannot access the 
information stored in it. When you nest merge files, the local variables in the 
parent file are not v isib le  to the nested  file. W hen you return to the parent file, 
the local variables in the nested file no longer exist, but the local variables in the 
parent file are once again accessible.

Local variables take precedence over global variables. For example, suppose you 
have both a global and local variable named Number. If you try to access the 
global variable Number from inside a file where the local variable Number is 
accessible, you will get the contents of the local variable. The global variable 
Number still exists, but is inaccessible until execution moves to where the local 
variable Number is no longer accessible (out of the merge file).

Naming Variables
Variables, whether local or global, must have a unique name by which you refer 
to them. The name may consist of any combination of the characters in the 
WordPerfect character sets. However, in Macros, only the first 7 letters are used 
to determine uniqueness. So, in Macros, ABCDEFG and ABCDEFGH are 
considered by WordPerfect to refer to the same variable. In Merge, however, 15 
characters are used to determine uniqueness. In Merge, ABCDEFG (7 characters 
long) and ABCDEFGH (8 characters long) would be considered two separate,
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Local variables take precedence over global variables. For example. suppose you 
have both a global and local variable named Number. If you try to access the 
global variable Number from inside a file where the local variable Number is 
accessible, you will get the contents of the local variable. The global variable 
Number still exists, but is inaccessible until execution moves to where the local 
variable Number is no longer accessible (out of the merge file). 

Naming Variables 
Variables, whether local or global. must have a unique name by which you refer 
to them. The name may consist of any combination of the characters in the 
WordPerfect character sets. However, in Macros, only the first 7 letters are used 
to determine uniqueness. So, in Macros, ABCDEFG and ABCDEFGH are 
considered by WordPerfect to refer to the same variable. In Merge, however, 15 
characters are used to determine uniqueness. In Merge. ABCDEFG (7 characters 
long) and ABCDEFGH (8 characters long) would be considered two separate, 
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unique variables, but ABCDEFGHIJKLMNO (15 characters long) and 
ABCDEFGHIJKLMNOP (16 characters long) would be considered the same

Variable names are not case sensitive. Abe, AbC, ABC, abc, are all considered 
by WordPerfect to be the same variable.

Variables receive their names when they are assigned. See Assigning Variables 
below for more information.

Variable Contents
All user-defined variables can contain text or numbers. In addition to text and 
numbers, global variables can also contain keystrokes. The method you use to 
assign variables may affect the kinds of codes, commands, and keystrokes that 
can be assigned to a variable (see Assigning Variables and Keystroke Commands 
in Variables below). A user-defined variable can only hold 129 keystrokes. A 
keystroke can be a character, an extended character, a keystroke command (in 
Macros), or a programming command.

Assigning Variables
You assign a global variable with the {ASSIGN} command, and a local variable 
with the {LOCAL} command. For example, the following two statements assign 
Iwo different variables, one global, and one local:

{ASSIGN }Number'45~
{LOCAL}Number~36~

The (ASSIGN) command creates a global variable named Number and puts in 
“45" as its conten ts. T he {L O C A L } command creates a separate, local variable 
named Number and puts in "36” as its contents. (See the description of the 
{ASSIGN} and {LOCAL} commands in Appendix K: Macros and Merge, 
Programming Commands.)

In a macro, the {ASSIGN} command can only be entered from within the Macro 
Editor (see Inserting Commands under Macros, Macro Editor in Reference). In 
a merge file, the {ASSIGN} and (LOCAL) commands are inserted from the 
normal editing screen by pressing M erge Codes (Shift-F9) twice, then selecting 
the command from the command access box (see Inserting Merge Commands 
under Merge in Reference).

In addition to using the {ASSIGN} and {LOCAL} commands, the following 
commands also assign variables:

See Appendix K: Macros and Merge. Programming Commands for a description 
of each of these commands.

variable.

{CHAR}
{FOR}
{FOR EACH}

{LOOK}
{SHELL ASSIGN) 
{TEXT}

888 APPENDIX L: MACROS AND MERGE, VARIABLES

uni4uc variables. but ABCDEFGHIJ KLMNO ( 15 characters lung) and 
ABCDEFGHIJKLMNOP ( 16 characters long) would be considered the same 
variable. 

Yarii.lble names are not case sensitive. Abe. AbC, ABC. abc, i.lre all considered 
by WordPerfect to be the same variable. 

Variables receive their names when they are assigned. See Assigning Variables 
below for more information. 

Variable Contents 
All user-defined variables can contain text or numbers. In addition to text and 
numbers. global variables can also contain keystrokes. The method you use to 
assign variables may affect the kinds of codes, commands. and keystrokes that 
can be assigned to a variable (see Assigning Variables and Keystroke Commands 
in Variables below). A user-defined variable can only hold 129 keystrokes. A 
keystroke can be a character. an extended character. a keystroke command ( in 
Macros), or a programming command. 

Assigning Variables 
You assign a global variable with the I ASSIGN} command, and a local variable 
with the (LOCAL) command. For example. the following two statements assign 
two different variables. one global. and one local: 

I ASSIGN I Numbcr-45-
1 LOCAL IN umben6-

The I ASSIGN) command creates a global variable named Number and puts in 
"45'" as its contcnb. The (LOCAL) co111111anu creates a separate, local variable 
named Number and puts in "36" as its contents. (See the description of the 
I ASSIGN) and (LOCAL) commands in Appendix K: Macros and Merge, 
Progra111111ing Commands.) 

In a macro. the I ASSIGN) command can only be entered from within the Macro 
Editor (see Inserting Co111111011ds under Macros, Macro Editor in Reference) . In 
a merge file. the {ASSIGN) and I LOCAL] commands are inserted from the 
normal editing screen by pressing Merge Codes (Shift-F9) twice, then selecting 
the command from the command access box (see Inserting Merge Commands 
under Merge in Reference). 

In addition to using the {ASSIGN} and (LOCAL} commands. the following 
commands also assign variables: 

(CHAR) 
(FORI 
!FOR EACH} 

{LOOK! 
( SHELL ASSIGN) 
{TEXT} 

See Appendix K: Macros and Merf?e. Proxra111111ing Co111111ands for a description 
of each of these commands. 
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The following rules determine whether the variable assigned by the {CHAR}, 
{LOOK}, and {TEXT} commands are local or global in a merge:

• If a local variable by the name used in the command exists, the command 
will assign to the local variable.

• If no local variable by the name used in the command exists, but a global 
variable by that name does exist, the command will assign to the global 
variable.

• If no variable exists by the name used in the command, a global variable of 
that name is created and assigned by the command.

The (FOR) command in Merge assigns by the same rules as above, except that 
if no variable exists by the name used in the command (the third rule), a local 
variable is created and assigned by the command. This feature allows recursion 
using the {FOR} command in Merge.

You can also assign global variables without using a command from the normal 
editing screen or while in macro definition mode (see Macros, Define in 
Reference for an explanation of macro definition mode). To assign the variable,

1 Press M acro Com m ands (Ctrl-PgUp).

2 If you are in macro definition mode, a menu appears. Select Assign (3). 
Otherwise, skip to the next step.

3 Enter the variable name.

You are prompted for the value.

4 Enter the variable contents.

Using this m ethod, you  can o n ly  assign characters and numbers to the variable. 
You can enter up to 79 characters. If the characters you enter form a valid 
expression (see Appendix J: Macros and Merge, Expressions), the expression is 
evaluated and the result is assigned to the variable.

To assign a block of existing text to the variable (from the normal editing screen 
or while in macro definition mode),

1 Block the text (Alt-F4).

2 Press M acro Com m ands (Ctrl-PgUp).

3 If you are in macro definition mode, a menu appears. Select Assign (3). 
Otherwise, skip to the next step.

4 Enter the variable name.

The first 128 characters are assigned to the variable.

When codes are encountered in the block, they are converted (if possible) to the 
keystroke command that would normally insert that code. For example, if the 
b lock  in c lu d es a [Tab] co d e , it is converted  to the keystroke com m an d  {T ab ).
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The following rules determine whether the variable assigned by the { CHAR J, 
{LOOK}, and {TEXT) commands are local or global in a merge: 

• If a local variable by the name used in the command exists, the command 
will assign to the local variable. 

• If no local variable by the name used in the command exists, but a global 
variable by that name does exist. the command will assign to the global 
variable. 

• If no variable exists by the name used in the command, a global variahle of 
that name is created and assigned by the command. 

The { FOR l command in Merge assigns by the same rules as above, except that 
if no variable exists by the name used in the command (the third rule), a local 
variable is created and assigned by the command. This feature allows recursion 
using the {FOR} command in Merge. 

You can also assign global variables without using a command from the normal 
editing screen or while in macro detinition mode (see Macros, Define in 
Reference for an explanation of macro detinition mode). To assign the variable, 

1 Press Macro Commands (Ctrl-PgUp). 

2 If you are in macro definition mode. a menu appears. Select Assign (3). 

Otherwise. skip to the next step. 

3 Enter the variable name. 

You are prompted for the value. 

4 Enter the variable contents. 

l Tsing this method. you can only a,,ign characters and numbers to the variable. 
You can enter up to 79 characters. If the characters you enter form a valid 
expression (see Appendix J: Macros and Merge. Expressions). the expression is 
evaluated and the result is assigned to the variable. 

To assign a block of existing text to the variable (from the normal editing screen 
or while in macro definition mode), 

1 Block the text (Alt-F4L 

2 Press Macro Commands (Ctrl-PgUp). 

3 If you are in macro definition mode. a menu appears. Select Assign (3). 

Otherwise. skip to the next step. 

4 Enter the variable name. 

The first 128 characters are assigned to the variable. 

When codes are encountered in the block, they are converted (if possible) to the 
keystroke command that would normally insert that code. For example, if the 
block includes a [Tab] code. it is converted to the keystroke command {Tab). 
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The codes that can be converted are:

Code Converted To

(Undent]
[♦Indent*]
[Tab]
[Center]
[Fish Rgt]
[♦Mar Rel]
[-] (Hyphen character) 
-  (Hard Hyphen)
[HRt]
[Hrt-Spg]
[Dorm HRt]
[SRt]
[SPg]
[HPg]

(Indent]
[Indent]
[Tab]
[Tab]
[Tab]
[Tab]
-  (dash)
-  (dash) 
[ Enter] 
[Enter] 
(Enter) 
(space) 
(space)
I HPg)

See Keystroke Commands in Variables below for information on limitations to 
using variables that contain keystroke commands.

If a variable already exists, assigning new contents to it replaces the previous 
contents without warning.

Executing Variables
You can execute or write out a variable anywhere you would want its contents. 
For example, by executing a variable you can do the following:

• Use the contents of the variable as a subroutine.

• Insert the contents as text in a document, or in the message strings of 
programming commands.

• Provide variable arguments in other programming commands.

To execute a variable, you use the [VARIABLE] command. For example, the 
statement [VARIABLE]Number" would execute the variable named Number.

If a global variable is named with a single-digit number (1, 2, 3, 4, 5, 6, 7, 8, 9, 
or 0) (see Naming Variables above), the Macro Editor allows a short-cut method 
of inserting the command to execute the variable in the macro. You can press 
Ctrl-v.Alt-#, where # is the number of the variable, or if you have pressed 
M acro Define (Ctrl-FlO) to turn on command insert mode, just press Alt-#. The 
command that is inserted looks like this: [VAR #}. This command is equivalent 
to [VARIABLE]#'. Remember, however, that this shortcut is only available in 
the Macro Editor.

A nother advantage o f  naming global variables with a single digit is that you can 
execute them at the normal editing screen. For example, if you are at the normal 
editing screen and want to know the current contents of variable 5, press Alt-5.
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contents without warning . 
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• Use the contents of the variable as a subroutine. 

• Insert the contents as text in a document. or in the message strings of 
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execute them at the normal editing screen. For example. if you are at the normal 
editing screen and want to know the current contents of variable 5. press Alt-5. 

890 APPENDIX L. MACROS AND MERGE. VARIABLES 



The contents are executed/wntten out. You cannot use this method to execute 
variables of other names at the normal editing screen.

Variable Duration
Local variables exist only in the hie in which they are created. Once the tile 
that created the variables is exited or the merge ends, the local variables are 
erased (and the memory assigned to them is released). However, the contents of 
global variables remain in memory until you exit WordPerfect. To conserve 
memory, local variables instead of global variables whenever possible.

If you want to erase a variable before WordPerfect does it for you, assign the 
variable "nothing" by using the following commands: (ASSIGN)var~ or 
(LOCAL }var~~. These commands not only empty the variable of its contents, 
but also release the memory used by the variable. After this command, the 
variable no longer exists. It is a good idea to empty variables at the beginning 
of a macro or merge in which they are used (unless the macro or merge assigns 
new contents to them).

Operations on Variables
All variables can be compared to each other, and user-defined variables can have 
other operations performed on them. Operations are performed using various 
programming commands (see Appendix K: Macros and Merge, Programming 
Commands and Appendix J: Macros and Merge, Expressions).

Keystroke Commands in Variables
In Macros, variables are executed as keystrokes. Therefore, if in a macro you 
assign keystroke commands (such as (Search), (Tab), (Enter), (Home)) to a 
variable, then execute the variable, the keystrokes will be performed.

K e y s t r o k e  c o m m a n d s  d o  n o t  e x i s t  in  M e r g e ,  s o  it i s  im p o s s i b l e  t o  a s s i g n

keystroke commands to a variable in a merge.* (You also cannot enter 
keystroke commands in the merge files themselves.)

However, since all variables assigned in macros are global, it is possible to 
execute within a merge a global variable that was assigned keystroke commands 
by a macro. If you do so, the keystrokes will not be executed as they would be 
in a macro. Instead, the character equivalents of the keystroke commands will 
be written out to the document.* If you are combining macros and merges and 
find unexpected control characters (such as AI. AF, AH) or extended characters in 
the merged document, see that you have assigned your variables properly.

*There is one exception to this rule. When you use a fCHARj command in a merge, the 
user can press Enter at the prompt to assign the variable the keystroke command f Enter j. 
If you then execute the variable, a /HRt] is inserted in the resulting document. See 
(CHAR) in Appendix K: Macros and Merge, Programming Commands for more 
information on using the fCHARj command.

See Also: Macros; Macros, Define; Macros, Execute; Macros, Macro Editor; 
Macros, Message Display; Merge; Appendix I; Appendix J; Appendix K
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variables of other names at the normal editing screen. 

Variable Duration 
Local variables exist only in the tile in which they are created. Once the tile 
that created the variables is exited or the merge ends, the local variables are 
erased (and the memory assigned to them is released ). However, the contents of 
global variables remain in memory until you exit WordPerfect. To conserve 
memory, local variables instead of global variables whenever possible. 

If you want to erase a variable before WordPerfect does it for you, assign the 
variable ··nothing" by using the following commands: IASSIGN}var-- or 
f LOCAL} var--. These commands not only empty the variable of its contents, 
but also release the memory used by the v,iriable. After this command. the 
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Keystroke Commands in Variables 
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assign keystroke commands (such as f Search}, f Tab}, {Enter}. f Home}) to a 
variable, then execute the variable. the keystrokes will be performed. 
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keystroke commands to a variable in a merge. * (You also cannot enter 
keystroke commands in the merge tiles themselves.) 

However, since all variables assigned in macros are global. it is possible to 
execute within a merge a global variable that was assigned keystroke commands 
by a macro. If you do so, the keystrokes will not be executed as they would be 
in a macro. Instead. the character equivalents of the keystroke commands will 
be written out to the document.* If you are combining macros and merges and 
find unexpected control characters (such as " L "F. "H) or extended characters in 
the merged document, see that you have assigned your variables properly. 

*There is one exception to this rule. When _,·ou use a {CHAR} command in a merge. the 
user rnn press Enter at the prompt to assign the \'Clriab/e the ke\'Stroke co111111c11ul f Enter}. 
ff you then execute the \'Clriable, a /HRt/ is inserted in the resulting dornment. See 
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See Also: Macros; Macros, Define; Macros. Execute; Macros. Macro Editor; 
Macros, Message Display; Merge; Appendix I; Appendix J; Appendix K 

APPENDIX L MACROS AND MERGE. VARIABLES 891 





Appendix M: Pull-Down Menus

MENU BAR

This section contains a list of the pull-down menus used in WordPerfect. 
Information about using the pull-down menus can be found in Pull-Down Menus 
in Reference.

File Edit Search Layout Mark Tools Font Graphics Help

File Menu
Retrieve 
Save 
Text In ♦

DOS Text (CR/LF to HRt) 
DOS Text (CR/LF to SRt) 
Spreadsheet *

Import 
Create Link 
Edit Link 
Link Options 

Text Out *
DOS Text 
Generic 
WP5.0 
WP4.2 

Password ♦
Add/Change
Remove

List Files 
Summary

Print

Setup *
Mouse 
Display 
Environment 
Initial Settings 

Keyboard Layout 
Location of Files

Go to DOS (or Go to Shell) 
Exit

Edit Menu
Move (Cut) 
Copy 
Paste 
Append ♦

To File 
To Clipboard

Delete
Undelete

Block 
Select ♦

Sentence
Paragraph
Page

Tabular Column 
Rectangle 

Comment *
Create
Edit
Convert to Text 

Convert Case ♦
To Upper 
To Lower 

Protect Block

Switch Document 
Window

Reveal Codes
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Appendix M: Pull-Down Menus 

MENU BAR 

This section contains a list of the pull-down menus used in WordPerfect. 
Information about using the pull-down menus can be found in Pull-Down Menus 
in Reference. 

File Edit Search Layout Mark Tools Font Graphics Help 

File Menu 
Retrieve 
Save 
Text In • 

DOS Text (CR/LF to HRI) 
DOS Text (CR/LF to SRO 
Spreadsheet • 

Import 
Create Link 
Edit Link 
Link Options 

Text Out• 
DOS Text 
Generic 
WP5 .0 
WP4.2 

Password • 
Add/Change 
Remove 

List Files 
Sum mary 

Print 

Setup • 
Mouse 
Display 
Environment 
Initial Settings 

Keyboard Layout 
Location of Files 

Go to DOS (or Go to Shell) 
Exit 

Edit Menu 
Move (Cut ) 
Copy 
Paste 
Append• 

To File 
To Clipboard 

Delete 
Undelete 

Block 
Select • 

Sentence 
Paragraph 
Page 

Tabular Column 
Rectangle 

Comment• 
Create 
Edtt 
Convert to Text 

Convert Case • 
To Upper 
To Lower 

Protect Block 

Switch Document 
Window 

Reveal Codes 
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Search Menu Layout Menu
Forward
Backward
Next Document

Other

Line
Page

Previous

Replace Columns ♦

Extended * 
Forward 
Backward 
Next

On
Off

Go to

Previous

Replace

Define 
Tables * 

Create 
Edit 

Math * 
On
Off

Define
Calculate

Footnote * 
Create 
Edit
New Number 
Options 

Endnote ♦ 
Create 
Edit
New Number
Options
Placement

Justify *
Left 
Center 
Right 
Full 

Align *
Indent -> 
Indent -><- 
Margin Rel <­

Center 
Flush Right 
Tab Align

Hard Page 

Styles
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Search Menu 
Forward 
Backward 
Next 
Previous 

Replace 

Extended • 
Forward 
Backward 
Next 
Previous 

Replace 

Go to 
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Layout Menu 
Line 
Page 
Document 
Other 

Columns• 
On 
Off 

Define 
Tables• 

Create 
Edit 

Math• 
On 
Off 

Define 
Calculate 

Footnote • 
Create 
Edit 
Ne w Number 
Options 

Endnote • 
Create 
Edit 
New Number 
Options 
Placement 

Justify • 
Left 
Center 
Right 
Full 

Align• 
Indent -> 
Indent -><­
Margin Rel <-

Center 
Flush Right 
Tab Align 

Hard Page 

Styles 



Mark Menu
Index
Table of Contents
List
Cross-Reference * 

Reference 
Target 
Both

Table of Authorities * 
Mark Short 
Mark Full 
Edit Full

Define ♦
Index
Table of Contents 
List
Table of Authorities

Generate

Master Documents ♦ 
Expand 
Condense 

Subdocument

Document Compare ♦ 
Add Markings 
Remove Markings

Tools Menu
Spell
Thesaurus

Macro * 
Define 
Execute

Date Text 
Date Code 
Date Format

Outline ♦ 
On
Off

Move Family 
Copy Family 
Delete Family 

Paragraph Number 
Define

Merge Codes ♦ 
Field
End Record 
Input 
Page Off 
Next Record 
More 

Merge

Sort

Line Draw
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Mark Menu 
Index 
rahle of Contents 
List 
Cross-Reference • 

Reference 
Target 
Both 

Tahle of Authorities • 
Mark Short 
Mark Full 
Edit Full 

Define • 
Index 
Table of Contents 
List 
Table of Authorities 

Generate 

Master Documents • 
Expand 
Condense 

Subdocument 

Document Compare • 
Add Markings 
Remove Markings 

Tools Menu 
Spell 
Thesaurus 

Macro• 
Define 
Execute 

Date Text 
Date Code 
Date Format 

Outline• 
On 
Off 

Move Family 
Copy Family 
Delete Family 

Paragraph Number 
Define 

Merge Codes • 
Field 
End Record 
Input 
Page Off 
Next Record 
More 

Merge 

Sort 

Line Draw 
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Font Menu
Base Font

Normal 
Appearance *

Bold
Underline 
Double Underline 
Italics 
Outline 
Shadow 
Small Cap 
Redline 
Strikeout 

Superscript 
Subscript 
Fine 
Small 
Large 
Very Large 
Extra Large

Print Color

Characters

Graphics Menu
Figure ♦

Create
Edit
New Number 
Options 

Table Box *
Create
Edit
New Number 
Options 

Text Box *
Create
Edit
New Number 
Options 

User Box *
Create
Edit
New Number 
Options 

Equation ♦
Create
Edit
New Number 
Options

Line ♦
Create Horizontal 
Create Vertical

Edit Horizontal 
Edit Vertical

Help Menu
Help
Index
Template
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Font Menu 
Base Font 

Normal 
Appearance • 

Bold 
Underline 
Double Underline 
Italics 
Outline 
Shadow 
Small Cap 
Redline 
Strikeout 

Superscript 
Subscript 
Fine 
Small 
Large 
Very Large 
Extra Large 

Print Color 

Characters 
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Graphics Menu 
Figure • 

Create 
Edit 
New Number 
Options 

Table Box • 
Create 
Edit 
New Number 
Options 

Text Box• 
Create 
Edit 
Ne w Number 
Options 

User Box • 
Create 
Edit 
New Number 
Options 

Equation • 
Create 
Edit 
New Number 
Options 

Line• 
Create Horizontal 
Create Venical 

Edit Horizontal 
Edit Vertical 

Help Menu 
Help 
Index 
Template 



Appendix N: Startup Options

Notes

When starting from DOS. you may enter WordPerfect with any of these options: 

wp
wp/bp=prinlinp output buffer
wp/cp=cor/e page number
w p/d-dri\ ’e\/li re dory
wp filename
wp/f2
wp/lf
wp/ln
wplm-macroname
wp/mono
wp/n2
wp/nb
wp/nc
wp/nd
wp/ne
wp/nf
wp/nh
wp/nk
wp/no
wp/nt=network # 
w p/pf—pa th 
wp/ps =path 
wp/r 
wp/sa
w p / s s - row s, c o l lim ns
wp/u=usemame
wp/w=workspace
wp/ws
wp/x
wp/32

Any of the options may be combined. See DOS and WordPerfect in Reference 
for general information about startup options.

Startup options used in other products (e.g.. Shell) are not passed to 
WordPerfect. However, you can use the DOS SET command to have options 
automatically included when you start WordPerfect (see DOS SET Command 
below).

I h p = p r i n t i n g  o u t p u t  b u f f e r

Specifies the amount of memory (in K) allocated for the printing output buffer if 
you are printing directly to the hardware port (see Print to Hardware Port under 
Printer. Edit in Reference). The allowable range is 0-63. Setting this option to 
zero disables printing to the hardware port.
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Appendix N: Startup Options 

Notes 

When starting from DOS. you may enter WordPerfect with uny of these options: 

wp 
wplbp=printing output buffer 
wp!cp=code page number 
wpld-dri,•e'vlirectory 
wp filename 
wp/f2 
wp/lf 
wp/ln 
wplm-macroname 
wp/mono 
wp/n2 
wp/nb 
wp/nc 
wp/nd 
wp/ne 
wp/nf 
wp/nh 
wp/nk 
wp/no 
wp/nt=network # 
wplpf=path 
wp/ps=path 
wp/r 
wp/sa 
wplss-roivs.co/1111111s 

wp/u=usemame 
wplw=11·orkspace 
wp/ws 
wp/x 
wp/32 

Any of the options may be combined. See DOS and WordPerfect in Reference 
for general information about startup options. 

Startup options used in other products (e.g .. Shell) are not passed to 
WordPerfect. However. you can use the DOS SET command to have options 
automatically included when you start WordPerfect (see DOS SET Command 
below). 

/bp=printing output buffer 
Specifies the amount of memory (in K) allocated for the printing output buffer if 
you are printing directly to the hardware port (see Print to Hardware Port under 
Printer. Edit in Reference). The allowable range is 0-63. Setting thi s option to 
zero disables printing to the hardware pon. 
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l c p = c o d e  p a g e  n u m b e r

Tells WordPerfect which code page your hardware (BIOS) system uses. Setting 
this option lets you access the proper keyboard and 256-character ASCII 
character set for which your system is preset. WordPerfect supports the 
following code pages: 437 Standard, 850 PC Multilingual, 895 Czechoslovakian. 
851 Greek, 8510 Greek Alternate, 852 Eastern Language Standard, 860 
Portuguese, 8600 Portuguese Alternate, 8601 Brazilian Alternate, 861 Icelandic. 
863 French (Canada), 865 Norwegian and Dutch, 897 Hungarian, 866 Russian, 
and 8660 Russian Alternate.

To create a code page which maps values 128-254 of the first 256 ASCII 
characters defined by DOS ROM, create a file called WPxox.WCP (where xv.vx 
is a number that is padded left with zeroes; e g., WP0002.WCP instead of 
WP2.WCP). In the file, type the ASCII number, a space or tab, the WordPerfect 
character set number, a space or comma, the WordPerfect character number, then 
a hard return (e.g., 128 8.1 [HRt]). The first 32 characters in the WP.v.vxv.WCP 
file can be remapped. Start WordPerfect with the /cp option and the number of 
the file (e.g., /cp=2 or /cp=0002).

Using this option w ill not m oke WordPerfect display or prin t in these languages. For 
more information on code pages, see your D O S manual.

I A - d r i v e \ d i r e c t o r y

Redirects the overflow files and temporary buffers to the specified directory. If 
you have a two disk drive system (no hard disk), you can use this option in 
combination with /r to enable you to remove the WordPerfect 2 diskette from 
drive A. To do so, you can redirect the files to a RAM disk or to drive B. For 
e x a m p le ,  i f  y o u r  RAM d i s k  is  D, s ta r t  W o r d P e r f e c t  w i t h  wp/tl-ll:/r.

You must have expanded memory to use the /r option.

f i l e n a m e

Retrieves the specified file from the Documents directory specified in Setup: 
Location of Files. If no directory is specified for the Documents directory, then 
WordPerfect will look for the file in the current directory. You can also specify 
full or partial pathnames.

m
Should be used if you are having problems with extended text display (more than 
25 lines and 80 columns) on your monitor that the /ss option cannot solve.
While this problem was first resolved to support the Paradise Autoswitch EGA 
480 and Paradise VGA Plus video boards, the /f2 option may correct a similar 
problem with other video boards.

To use the /f2 option, set the desired text mode with the software included with 
the video board. Then, start WordPerfect with the /f2 option. WordPerfect 
should automatically recognize the current number of columns and rows and if 
possible will preserve this configuration when exiting graphics screens or exiting 
to DOS. This option remains in effect until WordPerfect is exited.
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/cp=code page number 
Tells WordPerfect which code page your hardware ( BIOS) system uses. Setting 
this option lets you access the proper keyboard and 256-character ASCII 
character set for which your system is preset . WordPerfect supports the 
following code pages: 437 Standard. 850 PC Multilingual. 895 Czechoslovakian. 
851 Greek. 8510 Greek Alternate. 852 Eastern Language Standard. 860 
Portuguese. 8600 Portuguese Alternate, 860 I Brazilian Alternate. 861 Icelandi.:. 
863 French (Canada). 865 Norwegian and Dutch . 897 Hungarian. 866 Russian . 
and 8660 Russian Alternate . 

To create a code page which maps values 128-254 of the first 256 ASCII 
characters defined by DOS ROM. create a file called WPxxxx.WCP (where xxxx 
is a number that is padded left with zeroes: e g .. WP0002.WCP imtead of 
WP2.WCP). In the tile. type the ASCII number. a space or tab. the WordPerfect 
character set number. a space or comma. the WordPerfect character number. then 
a hard return (e.g .. 128 8.1 [HRtJ). The first 32 characters in the WP.uxx.WCP 
tile can be remapped. Start WordPerfect with the /cp option and the number of 
the file (e.g .. /cp=2 or /cp=0002) . 

Usinf? this option will nor make WordPerfect display or print in these languages. For 
more infor111atio11 011 code page.1 . see rour DOS 11u1111w /. 

ld-drive'vlirectory 
Redirects the overflow tiles and temporary buffers to the specified directory. If 
you have a two disk drive system (no hard disk ). you can use this option in 
combination with /r to enable you to remove the WordPerfect 2 diskette from 
drive A. To do so. you can redirect the tiles to a RAM disk or to drive 8. For 
exumplc, if your RAM Ji~k i, D. ,tun WunJPerfcCL will! wp/cl-cl:/r. 

You must hm·e expanded 111e111ory ro use the Ir option . 

. filename 
Retrieves the specified tile from the Documents directory specified in Setup: 
Location of Files. If no directory is specified for the Documents directory. then 
WordPerfect will look for the tile in the current directory. You can also specify 
full or partial pathnames . 

/12 
Should be used if you are having problems with extended text display (more than 
25 lines and 80 columns) on your monitor that the /ss option cannot solve. 
While this problem was first resolved to support the Paradise Autoswitch EGA 
480 and Paradise VGA Plus video boards. the /f2 option may correct a similar 
problem with other video boards . 

To use the /f2 option. set the desired text mode with the software included with 
the video board . Then. start WordPerfect with the /f2 option. WordPerfect 
should automatically recognize the current number of columns and rows and if 
possible will preserve this configuration when exiting graphics screens or exiting 
to DOS. This option remains in effect until WordPerfect is exited. 
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/If
Forces WordPerfect to use a Line Printer font (16.66 cpi) when printing the List 
Files screen. This startup option allows you to print the List Files screen to a 
printer with an unprintable zone.

/In
Lets you update or change your license number.

I m - m a c r o n a m e

Starts the specified macro when WordPerfect starts. If the macro is not located 
in the keyboard/ntacro directory, you must include its complete pathname.

/mono
Lets you better access the capabilities of a machine that can emulate both 
monochrome and color adapters when that machine is set for monochrome 
emulation. Such machines include the Compaq Portable III and the Compaq 
Portable 386/20.

Make sure that no text driver is selected (see Text Screen Type in Reference).

/n2
Disables the Document 2 screen. This option is useful when you want to run 
WordPerfect under limited memory situations. In this mode, pressing Switch 
(Shift-F3) only converts blocked text to uppercase or lowercase. Using the 
Window feature (Ctrl-F3,l) restricts your choice to a full screen, or displays the 
tab ruler (one line less than a full screen).

/nb
If you have Original Backup set to On, WordPerfect renames the old file to 
filename.*)k! and deletes the .bk! file w hen  ihc file is sa ved  again. T his option  
instructs WordPerfect to overwrite the original document when you save and 
replace a file, and is useful if you do not have enough disk space to hold two 
copies of your files. If you use this option and a power failure occurs during the 
saving process, the document is lost (unless you have previously saved it or are 
using the Timed Backup feature). See also Backup, Original and Backup, Timed 
in Reference.

/nc
Disables the Cursor Speed and Alt Key Selects Pull-Down Menu features. In 
rare instances, these features may conflict with TSR (Terminate and Stay 
Resident) software or some hardware. The /nc option is useful when 
WordPerfect does not start up at all.

/nd
Disables the fix for the Shift key sticking. The Shift key on some enhanced 
keyboards could appear to “stick,” causing other keys to act as if the Shift key 
were still pressed. This startup option will have no effect if you are already
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/If 
Forces WordPerfect to use a Line Printer font ( 16.66 cpi) when printing the List 
Files screen. This stanup option allows you to print the List Files screen to :.i 

printer with an unprintable zone. 

/In 
Lets you update or change your license number. 

Jm-macroname 
Starts the specified macro when WordPerfect starts. If the macro is not located 
in the keyboard/macro directory, you must include its complete pathname. 

/mono 
Lets you better access the capabilities of a machine that can emulate both 
monochrome and color adapters when that machine is set for monochrome 
emulation. Such machines include the Compa4 Portable Ill and the Compaq 
Portable 386/20. 

Make sure that no text chfrer is selected (see Text Screen Type in Reference). 

/n2 
Disables the Document 2 screen. This option is useful when you want to run 
WordPerfect under limited memory situations. In this mode. pressing Switch 
(Shift-F3) only converts blocked text to uppercase or lowercase. Using the 
Window feature (Ctrl-F3. l) restricts your choice to a full screen, or displays the 
tab ruler (one line less than a full screen). 

/nb 
If you have Original Backup set to On. WordPerfect renames the old file to 
filename.bl<! anll lleteces the .lJk.! file whc:11 Lhc file b ~uvcu ui,uin. Thi~ option 

instructs WordPerfect to overwrite the original document when you save and 
replace a file, and is useful if you do not have enough disk space to hold two 
copies of your files. If you use this option and a power failure occurs during the 
saving process, the document is lost ( unless you have previously saved it or are 
using the Timed Backup feature). See also Backup, Original and Backup. Timed 
in Reference. 

/nc 
Disables the Cursor Speed and Alt Key Selects Pull-Down Menu features. In 
rare instances. these features may conflict with TSR (Terminate and Stay 
Resident) software or some hardware. The Inc option is useful when 
WordPerfect does not start up at all. 

/nd 
Disables the fix for the Shift key sticking. The Shift key on some enhanced 
keyboards could appear to "stick," causing other keys to act as if the Shift key 
were still pressed. This startup option will have no effect if you are already 
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using the Inc or /nk startup options or if your Cursor Speed in Setup: 
Environment (Shift-F 1,3,3) is set to Normal. This option can be used if you 
experience conflicts with other TSR (Terminate and Stay Resident) programs.

/ne
Prevents the access of expanded memory.

/nf
Must be used with some compatibles and windowing programs (other than 
TopView). This is the "non-flash” (not fast) version of WordPerfect and should 
be used if text is displayed over the window or if the screen goes blank from 
time to time.

/nh
Disables a call to the BIOS which WordPerfect makes at startup that enables the 
Print to Hardware Port option to work. Certain older BIOS versions can cause 
problems in starting WordPerfect with this call.

/nk
Disables enhanced keyboard calls which are not recognized by some compatibles 
and TSR (Terminate and Stay Resident) programs. This option is especially 
useful if you are having trouble getting WordPerfect to start up (e.g.,
WordPerfect comes up and locks up).

/no
Disables the Keyboard Reset key (Ctrl-6), which returns the keyboard to its 
original m apping (see  K e y b o a r d  L a y o u t  in R e fe r e n c e ) .

/nt=network #
Specifies which network software you are using, such as Novell, Banyan, etc. 
(see Appendix R: Networking WordPerfect).

I p i = p a t h

Redirects the temporary print queue files to the specified path. This frees up 
space if you are using two disk drives, (no hard disk). If you are on a network, 
you can direct the files to your hard drive to speed up printing.

I p s = p a t h

Instructs WordPerfect to use the .SET (Setup Options) file in the specified path 
and is especially helpful if you are running WordPerfect on a network.

Important: If you do not use this option. WordPerfect uses the .SET file that is located in 
the directory where WP.EXE is located (stand-alone version) or the default directory 
(network versions).
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using the /nc or /nk startup options or if your Cursor Speed in Setup: 
Environment (Shift-Fl.3 .3) is set to Normal. This option can be used if you 
experience conflicts with other TSR (Terminate and Stay Resident) programs. 

/ne 
Prevents the access of expanded memory. 

/nf 
Must be used with some compatibles and windowing programs (other than 
Top View). This is the "non-flash" (not fast ) version of WordPerfect and should 
be used if text is displayed over the window or if the screen goes blank from 
time to time. 

/nh 
Disables a call to the BIOS which WordPerfect makes at startup that enables the 
Print to Hardware Port option to work. Certain older BIOS versions can cause 
problems in starting WordPerfect wit h this call. 

/nk 
Disables enhanced keyboard calls which are not recognized by some compatibles 
and TSR (Terminate and Stay Resident) programs. This option is especially 
useful if you are having trouble getting WordPerfect to start up (e.g .. 
WordPerfect comes up and locks up) . 

/no 
Disables the Keyboard Reset key (Ctrl-6). which returns the keyboard to its 
orii;:inul muppini; (:;,.;c Kc:d,uwil Luyow in Kt'(erence). 

/nt=network # 
Specifies which network software you are using. such as Novell, Banyan, etc. 
(see Appendix R: NeMorkinR WordPerfect). 

/pf=path 
Redirects the temporary print queue files to the specified path. This frees up 
space if you are using two disk drives. (no hard disk). If you are on a network, 
you can direct the files to your hard drive to speed up printing. 

/iJS=path 
Instructs WordPerfect to use the .SET (Setup Options) file in the specified path 
and is especially helpful if you are running WordPerfect on a network. 

Jmporta11t: ff' you do 1101 use 1hi.l' op1io11. WordPerfeCI 11.l'es the .SET file 1ha1 is localed in 
1he direclor_\· 11·here WPEXE i.1· localed (s1a11d-alo11e version) or 1he defaul! direc/orv 
/ ner.rnrk 1·enimu ). 
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I t

Loads about 580K of menus, error messages, and overlays from WP.EXE and 
WP.FIL into expanded memory, in addition to the memory normally required by 
the program (see Memory in Reference). This speeds up parts of the program.

You may need to use this option with /w=*,* to free enough expanded memory. 
If you are a two disk drive user (no hard disk), you can use /r with /d to allow 
you to remove the WordPerfect 2 diskette.

/sa
Instructs WordPerfect to run in stand-alone mode, even if in a network 
environment (see Appendix R: Networking WordPerfect).

l s s = r o w s , c o l u m n s

Lets you set screen size. WordPerfect usually detects the screen size 
automatically. If for some reason it does not (e.g., you have a Genius monitor), 
you can use this option to set the screen size.

You can only use this option to set the screen to its actual size (i.e., the display 
card must be in that mode). Do not set any other size or screen display will not 
function correctly.

The Text Screen Type feature also helps WordPerfect function correctly with 
your monitor. You may want to read the information in Text Screen Type in 
Reference before using the /ss startup option.

/u=username
Sends user initials to WordPerfect to allow multiple users within a network 
environment (see Appendix R: Networking WordPerfect).

/w= w o r k s p a c e

Lets you limit the amount of conventional memory allocated to WordPerfect. 
Enter the value for workspace in kilobytes (K). The minimum value is 53. If 
you have expanded memory, you can enter lw=cm,em (where cm is the amount 
of conventional memory and em is the amount of expanded memory) to limit 
both the amount of conventional and expanded memory allocated to 
WordPerfect. WordPerfect uses all available space in conventional memory and 
87.5% of available expanded memory unless you use this option. (If you are 
running WordPerfect under Shell, WordPerfect uses 50% of available expanded 
memory unless you use the /w option). For more information on expanded 
memory, see Memory in Reference.

This option limits workspace. It does not limit the amount of memory you need 
to run WordPerfect.

You can use an asterisk (*) as the expanded memory parameter to have 
WordPerfect use all available. For example,
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tr 
Loads about 580K of menus, error messages, and overlays from WP.EXE and 
WP.FIL into expanded memory, in addition to the memory normally required by 
the program (see Memory in Reference). This speeds up parts of the program. 

You may need to use this option with /w=*, * to free enough expanded memory. 
If you are a two disk drive user (no hard disk), you can use Ir with /d to allow 
you to remove the WordPerfect 2 diskette. 

/Sa 
Instructs WordPerfect to run in stand-alone mode, even if in a network 
environment (see Appendix R: NetworkinR WordPerjecc). 

/ss=rows, columns 
Lets you set screen size. WordPerfect usually detects the screen size 
automatically. If for some reason it does not (e.g., you have a Genius monitor), 
you can use this option to set the screen size. 

You can only use this option to set the screen to its actual size (i.e., the display 
card must be in that mode). Do not set any other size or screen display will not 
function correctly. 

The Text Screen Type feature also helps WordPerfect function correctly with 
your monitor. You may want to read the information in Text Screen Type in 
Reference before using the /ss startup option. 

/u=username 
Sends user initials to WordPerfect to allow multiple users within a network 
environment (see Appendix R: Networking WordPe,fect) . 

/w= workspace 
Lets you limit the amount of conventional memory allocated to WordPerfect. 
Enter the value for workspace in kilobytes (K) . The minimum value is 53. If 
you have expanded memory, you can enter lw=cm,em (where cm is the amount 
of conventional memory and em is the amount of expanded memory) to limit 
both the amount of conventional and expanded memory allocated to 
WordPerfect. WordPerfect uses all available space in conventional memory and 
87.5% of available expanded memory unless you use this option. (If you are 
running WordPerfect under Shell. WordPerfect uses 50% of available expanded 
memory unless you use the /w option). For more information on expanded 
memory, see Memory in Reference. 

This option limits workspace. It does not limit the amount of memory you need 
to run WordPerfect. 

You can use an asterisk (*) as the expanded memory parameter to have 
WordPerfect use all available. For example, 
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w p /w =120,512
Means “Start WordPerfect using 120K of conventional memory and 512K of 
expanded memory for workspace.”

w p /w = * ,*
Means "Start WordPerfect using all available conventional memory and all 
available expanded memory for workspace."

w p /w =120
Means "Start WordPerfect using 120K of conventional memory and the 
default amount of expanded memory for workspace."

If you do not have expanded memory, the expanded memory parameter is 
ignored. If you indicate the amount of expanded memory as zero (e.g., /W=*,0), 
no expanded memory will be accessed. You can also prevent the use of 
expanded memory using the /ne startup option (see Me above).

/ws
Displays the amount of conventional and expanded memory available. If no 
expanded memory is available or if you use /ne, only the amount of conventional 
memory is displayed.

/x
Instructs WordPerfect to restore the default values for the Setup feature (see 
Setup in Reference). When you exit, previous changes to the Setup feature are 
restored.

/32
Instructs WordPerfect to use LIM 3.2 calls only. This helps WordPerfect run on 
some expanded memory drivers that are not LIM 4.0 compatible.

DOS SET Command
Use the SET command at DOS to include any of the above options automatically 
when you start WordPerfect. An example of a SET command to start a macro 
named "startup" would be: set wp=/m-startup.

If you use the SET command, you do not have to type the same string each time 
you start WordPerfect. The startup options will be in effect until you turn off 
(or restart) your computer. However, if when you start WordPerfect, you enter a 
string using the same option as the SET command but using a different value, 
the new string overrides the SET command.

For example, if you use the SET command above, then enter wp/m-newmac to 
start WordPerfect, the macro NEWMAC will execute, but STARTUP will not.

WordPerfect starts faster using the SET command than with a batch file. You 
can place the SET command in the AUTOEXEC.BAT file so you do not have to 
enter it each time you start your computer (see Batch Files and AUTOEXEC.BAT 
under DOS and WordPerfect in Reference).
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wp/w=l20,512 
Means "Start WordPerfect using 120K of conventional memory and 512K of 
expanded memory for workspace." 

wp/w=*,* 
Means --start WordPerfect using all available conventional memory and all 
available expanded memory for worksrace ... 

wp/w,,,120 
Means "Start WordPerfect using 120K of conventional memory and tbe 
default amount of expanded memory for workspace."' 

If you do not have expanded memory. the expanded memory parameter is 
ignored. If you indicate the amount of expanded memory as zero (e.g., /W=*,0). 
no expanded memory will be accessed. You can also prevent the use of 
expanded memory using the /ne startup option (see /ne above). 

/ws 
Displays the amount of conventional and expanded memory available. [f no 
expanded memory is available or if you use /ne. only the amount of conventional 
memory is displayed . 

/X 
Instructs WordPerfect to restore the default values for the Setup feature (see 
Setup in Reference). When you exit. previous changes to the Setup feature are 
restored. 

/32 
Instructs WordPerfect to use LIM 3.2 calls only. This helps WordPerfect run on 
some expanded memory drivers that are not LIM 4.0 compatible . 

00S SET Command 
Use the SET command at DOS to include any of the above options automatically 
when you start WordPerfect. An example of a SET command to start a macro 
named "startup" would be: set wp=/m-startup. 

If you use the SET command. you do not have to type the same string each time 
you start WordPerfect. The startup options will be in effect until you turn off 
( or restart) your computer. However. if when you start WordPerfect. you enter a 
string using the same option as the SET command but using a different value, 
the new string overrides the SET command. 

For example, if you use the SET command above. then enter wp/m-newmac to 
start WordPerfect. the macro NEWMAC will execute . but STARTUP will not. 

WordPerfect starts faster using the SET command than with a batch file. You 
can place the SET command in the AUTOEXEC.BAT file so you do not have to 
enter it each time you start your computer (see Batch Files and AUTOEXEC.BAT 
under DOS and WordPerfect in Reference). 
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Normally startup options require an equal sign (=). In a SET command, 
however, you should use a hyphen (-) instead. For example, type set wp=/u-cbk 
in a SET command rather than set wp=/u=cbk.

See Also: Memory; DOS and WordPerfect
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Normally startup options require an equal sign (=). In a SET command, 
however. you should use a hyphen(-) instead. For example, type set wp=/u-cbk 

in a SET command rather than set wp=lu=chk. 

See Also: Memory; DOS and WordPerfect 
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Appendix 0: Troubleshooting

This appendix gives suggestions that will help answer questions you might 
encounter while using WordPerfect. Compiled by WordPerfect Customer 
Support representatives, the checklists in this section contain the same type of 
questions you will be asked if you call Customer Support.

If after going through this appendix, you feel that you need to call Customer 
Support, use the Gather Information checklist below to find out the specific 
information you need before calling. If you have this information. Customer 
Support operators will be able to help you faster and more effectively. Getting 
Help in Getting Started lists the phone number for each support group.

Customer Support uses a five-step approach to answering questions:

• Understand the customer’s questions
• Duplicate situation on operator's computer
• Gather information
• Check resources
• Follow through

The Gathering Information part of the process is listed below. Following the 
Gather Information section, a few checklists are included to help you answer 
your questions. Make sure that you can answer Yes to each question before 
proceeding to the next. If you can answer Yes to all the questions and have 
studied the Tips section below each checklist, gather the information you need, 
then call Customer Support.

If you answer No to a question, read the Tips section below the checklist, then 
check the Index of this manual to see what you need to do to be able to answer
the qu estion  Yes.

Gather Information Getting Help in Getting Started lists some things you should do before calling or
writing to Customer Support. If you want to speed up the time it takes to 
answer your questions, you should have the following information readily 
available.

Write the information down as you gather it.

• WordPerfect Reference Manual and WordPerfect Workbook
• Original (Master) WordPerfect Diskettes
• Registration Number
• Computer Information

Computer Brand Name and Type/Model
Monitor Brand Name and Type/Model
Graphics Card Brand Name and Type/Model
Contents of AUTOEXEC.BAT File (see WPINFO.EXE below)
Contents of CONFIG.SYS File (see WPINFO.EXE below)
Version of DOS (see WPINFO.EXE below)
RAM Memory Information (see W PINFO.EXE  below)
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Appendix 0: Troubleshooting 

Gather Information 

This appendix gives suggestions that will help answer questions you might 
encounter while using WordPerfect. Compiled by WordPerfect Customer 
Support represenrn.tives. the checklists in this section contain the same type of 
questions you will be asked if you call Customer Support. 

If after going through this appendix, you feel that you need to call Customer 
Support, use the Gather Information checklist below to find out the specific 
information you need before calling. If you have this information. Customer 
Support operators will be able to help you faster and more effectively. Getting 

Help in Gerti11g Swrted lists the phone number for each support group. 

Customer Support uses a ti ve-step approach to answering questions: 

• Understand the customer's questions 
• Duplicate situation on operator's computer 
• Gather information 
• Check resources 
• Follow through 

The Gathering Information part of the process is listed below. Following the 
Gather Information section. a few checklists are included to help you answer 
your questions. Make sure that you can answer Yes to each question before 
proceeding to the next. If you can answer Yes to all the questions and have 
studied the Tips section below each checklist, gather the infonnation you need, 
then call Customer Support. 

If you answer No 10 a question. read the Tips section below the checklist. then 
check the !11dex of this manual to see what you need to do to be able to answer 
the que~tion Yes . 

Getting Help in Getti11g Started lists some things you should do before calling or 
writing to Customer Support. If you want to speed up the time it takes to 
answer your questions, you should have the following information readily 
available. 

Write the infom1ation down as you gather it. 

• WordPerfect Reference Manual and WordPerfect Workbook 
• Original (Master) WordPerfect Diskettes 
• Registration Number 
• Computer Information 

Computer Brand Name and Type/Model 
Monitor Brand Name and Type/Model 
Graphics Card Brand Name and Type/Model 
Contents of AUTOEXEC.BAT File (see WPINFO.EXE below) 
Concents of CONFIG.SYS File (see WP/NFO.EXE below) 
Version of DOS (see WPINFO.EXE below) 
RAM Memory Information (see WP!NFO.EXE below) 
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• Printer Information
Printer Brand Name and Type/Model 
Printer (.ALL) File Release Date

• Sheet Feeder Brand Name and Type/Model
• Version and Release Date of WP.EXE (Press H e lp  ( F3) )
• DOS bootup diskette

You do not have to have all of this information when you call Customer 
Support. If you don't. Customer Support can assist you in gathering this 
information.

Installation Checklist Did you install the WordPerfect program using the Installation Program?

Is the CONFIG.SYS hie located in the root directory?

Does your CONFIG.SYS tile contain the command FILES=20 (or greater than 
20) (see WPINFO.EXE below) ?

Did you specify path and directory names in the Location of Files feature 
(Shift-F 1,6 V? '

Did you select the correct graphics card in the Graphics Screen Type feature 
(Shift-F 1.2.2)?

Did you select your printer (or a suitable emulation) from the Printer: Select 
Printer screen (Shift-F7,s) correctly?

If you are using any startup options, have you read the information on them in 
Appendix N: Startup Options to see what they should be doing?

Installation Tips
You must use the WordPerfect Installation Program to install WordPerfect. The 
files on the master diskettes are compressed files which must be “decompressed” 
by the Installation Program. If you are in doubt as to what to do in the 
Installation Program, use the Basic Installation.

If your screen displays incorrectly in WordPerfect, it may be that your graphics 
card and monitor are not selected in WordPerfect. Read the information in 
Graphics Screen Type, Text Screen Type and Colors/Fonts/Attrihutes in 
Reference. If you have problems with a monochrome monitor, read Appendix N: 
Startup Options, paying particular attention to the /nf, /nc, /nk, and /mono 
options.

If the screen freezes when you start WordPerfect, it may be that you’re running a 
memory-resident (TSR) program. If you are, remove the TSR program and try 
starting WordPerfect again. Also, read Appendix N: Startup Options paying 
particular attention to the /nf, /nc, and /nk options.

Feature Checklist If you have used the feature without having a problem before, are you using it 
the same way you previously did?
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Installation Checklist 

Feature Checklist 

• Printer Information 
Printer Brand Name and Type/Model 
Printer ( .ALL) File Release Date 

• Sheet Feeder Brand Name and Type/Model 
• Version and Release Date of WP.EXE (Press Help (F3)) 
• DOS bootup diskette 

You do not have to have all of this information when you call Customer 
Support. If you don't. Customer Support can assist you in gathering this 
information 

Did you install the WordPerfect program using the Installation Program? 

Is the CONFIG .SYS tile located in the root directory? 

Does your CONFIG.SYS tile contain the command FILES=20 (or greater than 
20) (see WPINFO.EXE below)> 

Did you specify path and directory mimes in the Location of Files feature 
(Shift-Fl,6)? 

Did you select the correct graphics card in the Graphics Screen Type feature 
(Shift-Fl .2.2)? 

Did you select your printer ( or a suitable emulation) from the Printer: Select 
Printer screen (Shift-F7.s) correctly'> 

If you are using any startup options. have you read the information on them in 
Appendix N: Swrtup Options to see what they should be doing? 

Installation Tips 
You must use the WordPerfect Installation Program to install WordPerfect. The 
files on the master diskettes are compressed files which must be "decompressed" 
by the Installation Program. If you are in doubt as to what to do in the 
Installation Program. use the Basic Installation. 

If your screen displays incorrectly in WordPerfect. it may be that your graphics 
card and monitor are not selected in WordPerfect. Read the information in 
Graphics Screen Type, Terr Screen Type and Color.1/Fonts/Attrih11tes in 
Reference. If you have problems with a monochrome monitor. read Appendix N: 
Startup Options, paying particular attention to the Inf, Inc, /nk, and /mono 
options. 

If the screen freezes when you start WordPerfect, it may be that you're running a 
memory-resident (TSR) program. If you are, remove the TSR program and try 
starting WordPerfect again. Also. read Appendix N: Swrtup Options paying 
particular attention to the /nf, Inc. and Ink options. 

If you have used the feature without having a problem before, are you using it 
the same way you previously did'> 
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Have you read the information on the feature in the W ordPerfect Reference 
Manual and WordPerfect Workbook?

Have you tried using the feature on a blank screen?

Have you tried using the feature at a different place in the same document?

Have you checked Reveal Codes (Alt-F3) to see if there are any duplicate or 
improperly placed codes?

Did you exit WordPerfect, re-start WordPerfect, and try to use the feature again?

Did you check Initial Codes on the Setup: Initial Settings (Shift-Fl,4,5) and 
Format: Document (Shift-F8,3,2) menus for any unwanted codes?

If the feature is not printing properly, have you read Printer Checklist below?

If you are running a memory-resident (TSR) program with WordPerfect, have 
you removed the TSR program and tried using the feature again?

If a TSR program seems to be causing the problem, have you contacted the 
manufacturer of the TSR program to obtain information about running the 
program with WordPerfect?

If you are receiving an error message, have you looked for the error message in 
Appendix E: Error Messages and in the index of the WordPerfect Reference 
Manual1.

Feature Tips
Try using the feature on a blank screen. Often, when you use the feature on a 
blank screen, you can isolate your problem.

Use the Reference, Appendix, and Index sections of this manual. The 
Information yuu need may be in on e o f  those section s. * •

Printer Checklist • Is the paper properly inserted?

• Has the printer been turned off and, after at least a 15 second pause, turned 
back on?

• When the printer is turned on. does it indicate that it is ready to receive data 
(i.e., “On-Line" or “Ready” light is lit)?

• Is the correct printer selected (Shift-F7,s)?

• Has the correct printer port been selected (Shlit-Fl ,&,high light printer,3,2)?

• Is the cable connected tightly to the printer and the computer? (Before 
making adjustments to the cable, turn off all equipment.)

• Have you responded to any error messages that appear in the Print: Control 
Printer screen (Shift-F7,4)?

• Can you duplicate the problem on a clear screen?
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Printer Checklist 

Have you read the information on the feature in the WordPerfect Reference 
Manual an<l WordPerfect Work/wok? 

Have you 1ried using the feature on a blank screen') 

Have you tried using the kawn: at a different place in the same document? 

Have you checked Reveal Codes (Alt-F3) to see if there are any duplicate or 
improperly placed codes? 

Did you exit WordPerfect. re-start WordPerfect, and try to use the feature again? 

Did you check Initial Codes on the Setup: Initial Settings (Shift-Fl ,4.5) and 
Format: Document (Shift-FS,3,2) menus for any unwanted codes? 

If the feature is not printing properly, have you read Printer Checklist below? 

If you are running a memory-resident (TSRJ program with WordPerfect, have 
you removed the TSR program and tried using the feature again? 

If a TSR program seems to be causing the problem, have you contacted the 
manufacturer of the TSR program to obtain information about running the 
program with WordPerfecfJ 

If you are receiving an error message, have you looked for the error message in 
Appendix E: Ermr Messages and in the index of the WordPerfecr Reference 
Manual'? 

Feature Tips 
Try using the feature on a blank screen. Often, when you use the feature on a 
blank screen. you can isolate your problem. 

Use the Reference. Appendix. and Index sections of this manual. The 
mrormalion you m:n.1 11rny be in om:: of 1ho:,c ~c,.;1iu11 ~. 

• Is the paper properly inserted? 

• Has the printer been turned off and. after at least a 15 second pause. turned 
back on? 

• When the printer is turned on. does it indicate that it is ready to receive data 
(i.e., --on-Line .. or "Ready" light is lit)? 

• Is the correct printer selected (Shift-F7,s)? 

• Has the correct printer port been selected (Shift-F7,s.highlight printer,3,2)? 

• Is the cable connected tightly to the printer and the computer? (Before 
making adjustments to the cable, turn off all equipment.) 

• Have you responded to any error messages that appear in the Print : Control 
Pri nter screen (Shift-F7,4)? 

• Can you duplicate the problem on a clear screen? 
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• Have you read through the Helps and Hints information about your printer 
(Shift-P7,v/j/g/;//g/if printer, 6)?

• If your printer manual recommends special switch or menu panel settings 
specific to your printer, have you made the correct settings? (See Printer 
Helps and Hints (Shift-F7,s,highlight printer,6) for information.)

• Does the printer print at the DOS level? (See Printer Tips below.)

• If you are using font cartridges or soft fonts, have you read the information 
under Printer Tips below?

• If the document does not look correct in View Document (Shift-F7,v), have 
you read through Feature Checklist above?

• Does the Location of Files feature (Shift-F 1,6) indicate the correct location 
of your printer hies?

• Does the problem occur in other programs or applications?

• Are you running a memory-resident (TSR) program that might be conflicting 
with WordPerfect?

• Are you running a third-party font program?

• If you have changed printer selections recently, have you checked to be sure 
the document is formatted for your current printer selection? (See Format 
Retrieved Documents for Default Printer under Initial Settings in Reference.)

Printer Tips
I f  y o u r  p r in t e r  h n s  m o r e  th a n  o n e  p a p e r  s o u r c e ,  s e l e c t  th e  p r o p e r  sllC C l fCCliCl",

and be sure the correct bin is set up in the Paper Size location (see Sheet Feeder 
or Paper Size/Type in Reference).

If you want to change your fonts or margins, you should change them in 
WordPerfect and not simply change settings on your printer.

When you mark font cartridges and soft fonts, do not mark fonts that you have 
not purchased and made available for your printer. Most fonts listed on the 
Cartridges and Fonts screen do not come with your printer and must be 
purchased separately from your dealer (see Cartridges and Fonts in Reference).

If you have a Paper Size/Type code in your document, it should be placed at the 
very top of the page on which you want it to take effect.

If you And that text on the printed page is not located where you expect it 
should be (according to your margins), you may need to use the Text Adjustment 
option to make adjustments to the text (see Text Adjustment under Editing a 
Definition under Paper Size/Type in Reference). Also note that your top margin 
setting should not be smaller than your text adjustment. If it is, text at the top of 
the page may be overprinted.
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• Have you read through the Helps and Hints information about your printer 
I Shift-fl .,.highlight printer,6)? 

• If your printer manual recommends special switch or menu panel settings 
specific to your printer, have you made the correct sett ings? (See Printer 
Helps and Hints (Shift-F7,s,highlight printer,6) for information. ) 

• Does the printer print at the DOS level? (See Printer Tips helow.) 

• If you are using font cartridges or soft fonts. have you read the information 
under Printer Tips below? 

• If the document does not look correct in View Document (Shift-F7,v), have 
you read through Feafllre Checklist above? 

• Does the Location of Files feature (Shift-FI.6) indicate the correct location 
of your printer files ? 

• Does the problem occur in other programs or applications? 

• Are you running a memory-resident (TSR) program that might be conflicting 
with WordPerfect? 

• Are you running a third-pany font program? 

• If you have changed printer selections recently, have you checked to be sure 
the document is formatted for your current printer selection? (See Format 
Rerrieved Dorn111ents jiJr Defaulr Printer under Initial Settinxs in Reference.) 

Printer Tips 
If ynur printer h" s m o re th u n one pupcr ~uun;.::, ~.::h.:<.:t the proper ~hcct fc:c:llt:r, 

and be sure the correct bin is set up in the Paper Size location (see Sheet Feeder 
or Paper Size/Type in Reference). 

If you want to change your fonts or margins, you should change them in 
WordPerfect and not simply change settings on your printer. 

When you mark font cartridges and soft fonts, do not mark fonts that you have 
not purchased and made available for your printer. Most fonts listed on the 
Cartridges and Fonts screen do not come with your printer and must be 
purchased separately from your dealer (see Cartridges and Fonts in Reference) . 

If you have a Paper Sizeffype code in your document. it should be placed at the 
very top of the page on which you want it to take effect. 

If you find that text on the printed page is not located where you expect it 
should be (according to your margins), you may need to use the Text Adjustment 
option to make adjustments to the text (see Text Adjustment under Editing a 
Definition under Paper Size/Type in Reference ). Also note that your top margin 
setting should not be smaller than your text adjustment. If it is, text at the top of 
the page may be overprinted. 
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WPINFO.EXE

When soft fonts are not printing correctly, either the fonts have not been selected 
properly, have not been downloaded, or the WordPerfect (.PRS) or soft font file 
containing information about the fonts has been corrupted.

• Set the Path for Downloadable Soft Fonts and Printer Command Files 
correctly (see Printer, Edit in Reference).

• Make sure your Initial Font selection matches the font you want to use (see 
Font in Reference).

• Initialize your printer (see Printing—General Information in Reference).

For an explanation of .ALL and .PRS files, see .ALL and PRS Files under Notes 
in Printing-General Information.

To determine which port to select in WordPerfect, inspect the end of the printer 
cable that plugs into your computer. If it has pins (male), choose a parallel port 
(probably LPT1). If it has sockets (female), choose a serial port (probably 
COM1).

You can only send information to the printer at 19200 baud if you are using a 
PS/2 or 100% compatible BIOS. If you do not have a PS/2 or 100% compatible 
BIOS and try to print at 19200 baud, WordPerfect sends the information at 110 
baud.

Try selecting the Standard Printer definition, then print the document with that 
definition. If the document prints incorrectly, you should check the printer 
manual or consult your printer manufacturer for menu or switch setting 
requirements for your printer.

If your printer will not print in WordPerfect, run a printer test. If the printer 
doesn’t print a line of text, the problem may have nothing to do with
W ordPerfect. To run u printer test, ex it to D O S. At a D O S prom pt, type copy
con LPT1 (or copy con COM1 if the port is serial), then press Enter. Next, 
type this is a test and press Enter.

• If you are using a laser printer, press Ctrl-L, press Enter, press Ctrl-z, then 
press Enter again.

• If you are not using a laser printer, simply press Ctrl-z, then press Enter.

I f  you are using a PostScript printer, type showpage instead of this is a test. Then 
press Enter, press Ctrl-d, and press Enter. Next, press Ctrl-z, then press Enter. The 
printer should eject a blank page.

Read through the Installation Checklist and Feature Checklist above to see if any 
information in those sections will help you.

WPINFO.EXE is used to gather information about your system that can be used 
to help Customer Support. To run WPINFO.EXE,

1 Exit WordPerfect.

2 Change to the directory where WPINFO.EXE is located.
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WPINFO.EXE 

When soft fonts are not printing correctly, either the fonts have not been selected 
properly. have not been downloaded. or the WordPerfect ( .PRS) or soft font file 
containing information about the fonts has been corrupted. 

• Set the Path for Downloadable Soft Fonts and Printer Command Files 
correctly (see Printer. Edit in Reference). 

• Make sure your Initial Font selection matches the font you want to use (see 
Font in Referrnce) . 

• Initialize your printer (see Pri11ti11g- General ln}<mnation in Reference). 

For an explanation of .ALL and .PRS files, see .ALL and PRS Files under Notes 
in Printing-Genera/ Infomwtion. 

To determine which port to select in WordPerfect, inspect the end of the printer 
cable that plugs into your computer. If it has pins (male), choose a parallel port 
(probably LPTl ). If it has sockets (female). choose a serial port (probably 
COMI). 

You can only send information to the printer at 19200 baud if you are using a 
PS/2 or I 00% compatible BIOS. If you do not have a PS/2 or I 00% compatible 
BIOS and try to print at 19200 baud, WordPerfect sends the information at 110 
baud. 

Try selecting the Standard Printer definition. then print the document with that 
definition. If the document prints incorrectly, you should check the printer 
manual or consult your printer manufacturer for menu or switch setting 
requirements for your printer. 

If your printer will not print in WordPerfect. run a printer test. If the printer 
doesn't print a line of text. the problem may have nothing to do with 
WonJPerfccl. To run u printer teat, exit to DOS. At a DOS prompt. type copy 

con LPTI (or copy con COMI if the port is serial), then press Enter. Next, 
type this is a test and press Enter. 

• If you are using a laser printer. press Ctrl-L. press Enter. press Ctrl-z. then 
press Enter again. 

• If you are not using a laser printer. simply press Ctrl-z. then press Enter. 

If you are using a Post Script printer, type showpage instead of this is a test. Then 
press Enter. press Ctrl-d. a11d press £/lier. Next, press Ctrl-z . then press £Iller. The 
pri11ter should ejec1 a hla11k page. 

Read through the /11stallation Checklist and Feature Checklist above to see if any 
information in those sections will help you. 

WPINFO.EXE is used to gather information about your system that can be used 
to help Customer Support. To run WPINFO.EXE, 

1 Exit WordPerfect. 

2 Change to the directory where WPINFO.EXE is located. 
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Important: W PINFO .EXE is installed with the WordPerfect utilities. I f  you d id  not 
install the utility program s when you installed WordPerfect, or have not subsequently  
done so. you must do so before running WPINFO.EXE.

3 Enter w p in f o  at the DOS prompt.

4  Write down the information shown. 

o r

Press P r in t  S c r e e n  (PrtSc) to send the information to the printer.

Electronic Bulletin 
Board Checklist

The following are some common Bulletin Board Service (BBS) problems and the 
best way to resolve them:

• The Support BBS line, (801) 225-4414 (not a toll-free number), only 
supports 1200 and 2400 baud rates.

• Do you have a working knowledge of your Communications software? If 
not. you will have problems downloading files and using the BBS in general. 
Refer to your software manual for proper usage.

• Your Communications software must be set to 8 data bits, no  parity, and 1 
stop bit in order to connect properly to the BBS. Consult your software 
manual to make sure your settings are correct.

• Is your Communications software set to run in ANSI Terminal Emulation?
If your software does not support ANSI, use TTY, NONE, or ASCII. Some 
of the other terminal emulations like VT100 will cause problems 
downloading files.

• Are you using a Script (type of macro) in your Communications software? 
This will cause problems when you initially connect to the BBS. You will 
need to turn it off or consult your modem/communications manual for proper 
usage.

• If you are having problems d o w n lo a d in g  a file, here are some general 
guidelines to follow. Select D)ownload from the main menu and enter the 
filename you wish to download. When entering a filename for download on 
the BBS. d o  n o t  e n te r  a  d r iv e  o r  p a th  sp e c ific a tio n .  Next, specify the 
Transfer Protocol you will be using. Be sure the protocol you select on the 
BBS will match the same protocol you have selected in your 
Communications package.

Issue the keystrokes that will take you back into your communications 
software to receive the hie. PCBoard will wait for your software to take 
control of the transfer. If you do not tell your software to receive the hie, 
PCBoard will abort the transfer after 60 seconds of inactivity.

Information regarding keystrokes to perform the above steps must be 
obtained from your Communications software manual.
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Board Checklist 

/111porta11t: WPINFO.EXE is in.Ha/led with the WordPerjecr 111ilities. If yo11 did 1101 
install the urility proirams when yo11 imralled WordPe,fecr. or have 1101 s11hieq11enr/_1· 
done so. you 11111s1 do .w he.fore n11111i11g WP/NFO.EXE. 

3 Enter wpinfo at the DOS prompt. 

4 Write down the information shown. 

or 

Press Print Screen ( PrtSc) to send the information to the printer. 

The following are some common Bulletin Board Service (BBS) problems and the 
best way to resolve them : 

• The Support BBS line. (801) 225-4414 (not a toll-free number), only 
supports 1200 and 2400 haud rates. 

• Do you have a working knowledge of your Communications software') If 
not. you will have problems downloading tiles and using the BBS in general. 
Refer to your software manual for proper usage. 

• Your Communications software must be set to 8 data bits. nn parity. and 
stop bit in order to connect properly to the BBS. Consult your software 
manual to make sure your settings are correct. 

• ls your Communications software set to run in ANSI Terminal Emulation? 
If your software does not support ANSI, use TTY, NONE, or ASCII. Some 
of the other terminal emulations like VT! 00 will cause problems 
downloading files. 

• Are you using a Script (type of macro) in your Communications software') 
This will cause problems when you initially connect to the BBS. You will 
need to turn it off or consult your modem/communications manual for proper 
usage. 

• If you are having problems doll'11loadi11g a tile, here are some general 
guidelines to follow. Select D)ownload from the main menu and enter the 
filename you wish to download . When entering a filename for download on 
the BBS. do not enter a drive or path specijication. Next, specify the 
Transfer Protocol you will be using. Be sure the protocol you select on the 
BBS will match the same protocol you have selected in your 
Communications package. 

Issue the keystrokes that will take you back into your communications 
software to receive the tile . PCBoard will wait for your software to take 
control of the transfer. If you do not tell your software to receive the tile. 
PCBoard will abort the transfer after 60 seconds of inactivity. 

Information regarding keystrokes to perform the above steps must be 
obtained from your Communications software manual. 
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If, during your transfer, the blocks of data in the file you have specified start 
to transfer and then abort, you can try a different transfer protocol. You may 
need to call back because of possible noise from the phone line interfering 
with the transfer process. We have no control over line conditions and no 
solution if this persists. In some cases, older Communications software is 
not 100% com p atib le  w ith the newer transfer protocols and it might be 
necessary to try a different software package.

If you are having problems uploading a file, here are some guidelines to 
follow. After selecting SEND from the main menu, enter the filename only, 
without any path before it. You will then be prompted for the Operator’s 
name and Group for which the file is intended. Select a protocol from the 
BBS that matches a protocol supported and selected in your Communications 
software. At this point, issue the keystrokes that will take you back into 
your Communications software to send the file. Your software will then 
prompt you for the path and filename so it can find and send the file.

Our High Speed modem line, (801) 225-4444 (not a toll-free number), 
supports 9600 baud rates and above. Your modem must be a US Robotics 
HST or support V.32 format to connect to our modem properly. We are 
presently using US Robotics HST Dual Standard high speed modems. 
Modems calling in to this line at 1200 or 2400 baud will be disconnected. 
First time callers to the High Speed line must first register onto the Low 
Speed line at 1200 or 2400 baud. Then you must wait 24 hours for 
verification before you can call the High Speed line.

Did you supply proper information when logging on to the BBS, such as 
accurate user name, phone number, etc.? If invalid information is entered, 
your user account will be purged from the BBS system. All accounts not 
used within a 6 month period will also be purged.

Are you trying to login with a name that already exists on the B B S ?  I f  you 
call in for the first time to the BBS and it displays your name with a 
different city and state than yours, your name is already in use. You will 
need to use a variation of the spelling for your name, BillAVilliam, 
Dave/David, etc. Do not use initials. Each user account must be unique. 
Please remember to use a Contact Name rather than a Company Name when 
registering on the BBS.

Do you have enough disk space to which the file may be downloaded. If 
you are not allowing enough room on your end to receive the file being 
downloaded, the download process will be aborted.

The BBS Support phone number (voice support only) is (801) 228-9904 (not 
a toll-free number). BBS support is available at this number Monday 
through Friday from 8 a.m. to 5 p.m. Mountain time.
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If, during your transfer. the blocks of data m the file you have specified start 
to transfer and then abort. you can cry a different transfer protocol. You may 
need to call back because of possible noise from the phone line interfering 
with the transfer process. We have no control over line conditions and no 
solution if this persists. In some cases, older Communications software is 
not 100% compatible with the newer transfer protocols and it might be 
necessary to try a different software package. 

• If you are having problems uploading a file, here are some guidelines to 
follow. After selecting SEND from the main menu. enter the filename only, 
without any path before it. You will then be prompted for the Operator's 
name and Group for which the file is intended. Select a protocol from the 
BBS that matches a protocol supported and selected in your Communications 
software. At this point. issue the keystrokes that will take you back into 
your Communications software to send the file. Your software will then 
prompt you for the path and filename so it can find and send the file. 

• Our High Speed modem line, (801) 225-4444 (not a toll-free number), 
supports 9600 baud rates and above. Your modem must be a US Robotics 
HST or support V.32 format to connect to our modem properly. We are 
presently using US Robotics HST Dual Standard high speed modems. 
Modems calling in to this line at 1200 or 2400 baud will be disconnected. 
First time callers to the High Speed line must first register onto the Low 
Speed line at 1200 or 2400 baud. Then you must wait 24 hours for 
verification before you can call the High Speed line. 

• Did you supply proper information when logging on to the BBS, such as 
accurate user name, phone number. etc.? If invalid information is entered, 
your user account will be purged from the BBS system. All accounts not 
used within a 6 month period will also be purged. 

• Are you trying to login with a name that already exists on the BBS"? If you 
call in for the first time to the BBS and it displays your name with a 
different city and state than yours, your name is already in use. You will 
need to use a variation of the spelling for your name. Bill/William. 
Dave/David, etc. Do not use initials. Each user account must be unique. 
Please remember to use a Contact Name rather than a Company Name when 
registering on the BBS. 

• Do you have enough disk space to which the file may be downloaded. If 
you are not allowing enough room on your end to receive the file being 
downloaded. the download process will be aborted. 

• The BBS Support phone number (voice support only) is (801) 228-9904 (not 
a toll-free number). BBS support is available at this number Monday 
through Friday from 8 a.m. to 5 p.m. Mountain time. 
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Appendix P: W o rd P erfec t C harac ters

More than 1500 characters are available with WordPerfect. Depending on your 
printer, you can print some, or all, of these characters. The ability to view these 
characters on the normal editing screen and the View Document screen, the 
ability to print, and the print quality depend upon several factors described 
below.

If your printer can print graphics, you can print all of the characters in the 
character sets below. If your printer cannot print graphics, you must have a font 
that contains the character. Each font has a unique typeface and type weight (for 
example. Times Roman, or Helvetica Narrow Bold). If you don’t have a font 
that contains the character and your printer cannot print graphics, your printer 
will not print the character.

Character Entry
You insert a character in a document with Compose. Press C o m p o s e  (Ctrl-v) 
which displays a “Key =’’ prompt at the bottom of your screen. Type the 
number of the character set, a comma, and the number of the character and press 
E n te r .  For example, to enter an A, press C t r l -v ,  then 1 ,3 0  and press E n te r .
(To calculate the number of the character, add the number to the left of the line 
the character is on to the number at the top of the column the character is under. 
For example, “A” is on the second row of character set 1, under the first column. 
The number at the left of that row is 30. The number over the letter is 0. The 
number for “A” is 30+0, or 30. The number for “H” in character set 0 would be 
60+12, or 72.) You must use Ctrl-2 in the Equation and Macro Editors, search 
strings, and filename entry. With Ctrl-2, the “Key =” prompt is not displayed.
See Compose in Reference for more information on Compose.
T h e W ordP erfect K eyboard  L ayout feature a llo w s y o u  to  rem ap a s in g le  k ey  or a
key combination to function as a WordPerfect character. You can remap the 
uppercase “A” to “A” or you can map Ctrl-a to “A.” See Keyboard Layout, Map 
in Reference for more information.

Screen Display
Not all characters can appear in the normal editing screen. EGA and VGA 
graphics cards and the Hercules Graphics Card Plus with RamFont or the 
Hercules InColor card with RamFont can display either 256 or 512 characters at 
a time. That is well short of the 1500+ WordPerfect characters. You can access 
the 512 character alternative by using Setup (Shift-F 1 ),2,1,5 to turn this option 
on. When a character can’t appear in the normal editing screen, it is represented 
by a small square box on the screen. All printable characters will appear in 
the View Document screen (Shift-F7,6).

Language Modules are available for Greek and Russian (a Hebrew upgrade is 
also available) that include screen fonts, language-specific keyboard drivers and 
language-specific printer fonts. (See ordering information following the specific 
character set.) Users with one of these language modules can display all of their
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More than 1500 characters are available with WordPerfect. Depending on your 
printer, you can print some, or all, of these characters. The ability to view these 
characters on the normal editing screen and the View Document screen. the 
ability to print, and the print quality depend upon several factors described 

below. 

If your printer can print graphics, you can print all of the characters in the 
character sets below. If your printer cannot print graphics, you must have a font 
that contains the character. Each font has a unique typeface and type weight (for 
example. Times Roman. or Helvetica Narrow Bold). If you don't have a font 
that contains the character and your printer cannot print graphics, your printer 
will not print the character. 

Character Entry 
You insert a character in a document with Compose. Press Compose (Ctrl-v) 
which displays a "Key ='' prompt at the bottom of your screen. Type the 
number of the character set. a comma, and the number of the character and press 
Enter. For example, to enter an A, press Ctrl-v. then 1,30 and press Enter. 
(To calculate the number of the character, add the number to the left of the line 
the character is on to the number at the top of the column the character is under. 
For example, "A" is on the second row of character set I, under the first column. 
The number at the left of that row is 30. The number over the letter is 0. The 
number for "A" is 30+0. or 30. The number for "H" in character set O would be 
60+ I 2, or 72.) You must use Ctrl-2 in the Equation and Macro Editors, search 
strings, and filename entry. With Ctrl-2, the "Key =" prompt is not displayed. 
See Compose in Reference for more information on Compose. 

The WordPerfect Keyboard Layout feature □ llows you to remap a ~ingle key or a 
key combination to function as a WordPerfect character. You can remap the 
uppercase "A" to "A" or you can map Ctrl-a to "A." See Keyboard Layout, Map 
in Reference for more information. 

Screen Display 
Not all characters can appear in the normal editing screen. EGA and VGA 
graphics cards and the Hercules Graphics Card Plus with RamFont or the 
Hercules lnColor card with RamFont can display either 256 or 512 characters at 
a time. That is well short of the I 500+ WordPerfect characters. You can access 
the 512 character alternative by using Setup (Shift-FI ),2, 1,5 to turn this option 
on. When a character can't appear in the normal editing screen, it is represented 
by a small square box ■ on the screen. All printable characters will appear in 
the View Document screen (Shift-F7.6). 

Language Modules are available for Greek and Russian (a Hebrew upgrade is 
also available) that include screen fonts. language-specific keyboard drivers and 
language-specific printer fonts. (See ordering information following the specific 
character set.) Users with one of these language modules can display all of their 
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characters on the screen (as part of the 512 character l i m i t )  with o n e  o f  the above 
graphics cards. You may also order the WordPerfect Screen Font Editor™ from 
your dealer, a n d  c h o o s e  y o u r  o w n  s e t  o f  5 1 2  c h a r a c t e r s  t o  d i s p l a y .

Printing Characters
Each table below contains the character set value (location) and a representation 
of how the character should appear. The WordPerfect characters in this appendix 
were printed using the International-Expanded WP.DRS (Display ReSource) file, 
instead of the standard WP.DRS file that ships with WordPerfect. The standard 
WP.DRS file prints some of the characters in a full-bodied font and some using a 
vector font (stick figures) constructed from line segments. The International- 
Expanded WP.DRS file prints all characters to look more like full-bodied 
standard fonts, except Character Set 11, which still uses a vector font. The use 
of this WP.DRS file uses more printer memory and takes longer to print. Call 
(800) 321-4566 or (801) 225-5000 to order the International-Expanded WP.DRS 
file. The Greek and Russian Language Modules include the 
International-Expanded WP.DRS file and provide language-specific printer fonts 
that improve the speed and quality of printing and also provide language-specific 
keyboard drivers. To order the International-Expanded WP.DRS file for other 
language modules, see the ordering information following each character set.

This appendix was printed in Times Roman lOpt on a Linotronic 330 Laser 
Imagesetter at 1270 dots per inch (dpi). The typical laser printer achieves a 
maximum of 300 dpi. The print quality you experience depends on the 
capabilities of your printer, and on the font and point size you select. The print 
quality also depends on the Graphics and Text Quality settings used in Print 
;Shift-F7. G and T) and on which WP.DRS file you are using.
When printing characters, WordPerfect first uses built-in printer fonts or soft 
fonts to print text characters. If these fonts are unavailable, WordPerfect prints 
(he graphics characters from the WP.DRS file. The Print Quality Settings are 
important in determining the visual appearance of graphically printed characters. 
The WP.DRS characters print at the current Graphics Quality setting (Draft, 
Medium, or High). However, if Text Quality is set to High, the WP.DRS 
characters print as if at the High Graphics Quality setting. When either Quality 
is set to Do Not Print, the WP.DRS characters will not print. The Medium and 
Draft settings use less printer memory and print faster, but they do not look as 
dense as the High setting.

A document with many WP.DRS characters can take a long time to print. 
Enhanced WordPerfect characters from the International-Expanded WP.DRS file 
take even more time to print. If the print job does not finish printing, your 
printer may not have enough memory for the number of WP.DRS characters you 
are printing. WordPerfect has only three fonts with which to print WP.DRS 
characters: WP Courier, WP Helv. and WP Roman. If you have selected a 
different font, WordPerfect automatically chooses between these three for the 
font most like the one you have chosen. If you make frequent use of these 
WP.DRS characters, you should either buy the appropriate WordPerfect language
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characters on the screen (as part of the 512 charncter limit) with one of the above 
gr<1phics cards. You may also order the WordPerfect Screen Font Editorr\i from 
your dealer. and choose your own set of 51 2 characters to display. 

Printing Characters 
Each table below contains the character set value (locat ion ) and a representation 
of how the character shv11/d appear. The WordPerfect characters in this appendix 
were printed using the International -Expanded W PDRS (Display ReSourceJ file, 
instead of the standard WP.DRS file that ships with WordPerfect. The standard 
WP.DRS file prints some of the characters in a fu ll -bodied font a nd some using a 
vector font (stick figures) constructed from line segments. The International­
Expanded WP.DRS file prints all characters to look more like full-bodied 
stanJard fonts. except Character Set 11, which still uses a vector font. The use 
of this WPDRS file uses more printer memory and takes longer to print. Call 
(800) 321-4566 or (801) 225-5000 to order the International-ExpanJeJ WP.DRS 
file. The Greek and Russian Language Modules incluJe the 
International-Expanded WP.DRS file and provide language-specific printer fonts 
that improve the speed and quality of printing and also provide language-specific 
keyboard drivers. To order the International-Expanded WP.DRS file for other 
language modules, see the ordering information following each character set. 

This appendix was printed in Times Roman )Opt on a Linotronic 330 Laser 
Imagesetter at 1270 dots per inch (dpi ). The typical laser printer achieves a 
maximum of 300 dpi. The print quality you experience depends on the 
capabilities of your printer. and on the font and point size you select. The print 
quality also depenJs on the Graphics and Text Quality settings used in Print 
:Shift-F7. G anJ T) and on which WP.DRS tile you are using . 

When printing characters. WordPerfect first uses huilt -in printer fonts or soft 
fonts to print text characters. If these fonts are unavailable. WordPerfect prints 
1he graphics characters from the WP.DRS file. The Print Quality Settings are 
important in determining the visual appearance of graphically printed characters. 
The WP.DRS characters print at the current Graphics Quality setting (Draft. 
Medium. or Highl. However, if Text Quality is set to High. the WPDRS 
characters print as if at the High Graphics Quality setting. When either Quality 
is set to Do Not Print. the WP.DRS characters will not print. The Medium and 
Draft settings use less printer memory and print faster. but they do not look as 
dense as the High setting. 

A document with many WP.DRS characters can take a long time to print. 
Enhanced WordPerfect characters from the International -Expanded WP.DRS file 
take even more time to print. If the print job does not finish printing, your 
printer may not have enough memory for the number of WP.DRS characters you 
are printing. WordPerfect has only three fonts with which to print WP.DRS 
characters: WP Courier. WP Helv. and WP Roman. If you have selected a 
different font. WordPerfect automatically chooses between these three for the 
font most like the one you have chosen. If you make frequent use of these 
WP.DRS characters. you should either buy the appropriate WordPerfect language 

914 APPENDIX P WDRDPERFECT CH,\RACTERS 



module or some printer soft fonts. This will speed up printing at a higher
quality.

The examples of WordPerfect Characters reproduced below were printed on a 
Hewlett-Packard LaserJet III and pasted into this appendix. A CG Times lOpt 
font was used, as were both the standard (stick characters) WP.DRS file and the 
International-Expanded (full-bodied characters) WP.DRS file. Text Quality was 
set to Medium, and Graphics Quality was set to High, Medium, and Draft. The 
Russian (Character Set 10, Cyrillic) word for Moscow, MocKBa shows the effects 
of changing the Graphics Quality settings, and switching the WP.DRS files.

Graphics Quality Settings: H ig h  M e d iu m  D r a f t

Standard WP.DRS: MocKBa MocKBa M ocrEa

International-Expanded WP.DRS: MocKBa MocKBa M&cxaa

You can determine which characters will print with a particular font. To do this, 
retrieve the CHARMAP.TST document to the screen, select your printer, change 
the Document Initial Base Font to the font you want to use (Shift-F8,3,3), then 
view or print the document.

Important: CHARM AP.TST installs with the W ordPerfect P rin ter Program files. I f  you  
did  no t install the P rinter Program files, you must do so before you can use 
CHARM AP.TST  (see  I n s t a l l a t i o n  in G e t t i n g  S ta r t e d ) .

Character Sets
The character sets are shown below. Character set 12 is a user-defined set. If 
your printer can print characters other than the ones listed in character sets 0 
through 11. you can include those characters in character set 12. To do so, you 
must use the Printer Program to edit the character map for a font.
F o r  m o r e  i n f o r m a t i o n  a b o u t  t h e  strings that send  add itional characters to the
printer, consult your printer or soft font documentation or ask your printer or soft 
font manufacturer.
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module or some printer soft fonts. This will speed up printing at a higher 

quality. 

The examples of WordPerfect Characters reproduced below were printed on a 

Hewlett-Packard LaserJet III and pasted into this appendix. A CG Times I Opt 
font was used, as were both the standard (stick characters) WP.DRS file and the 
International-Exp,rnded (full-bodied charactt:rs) WP.DRS file. Text Quality was 
set to Medium. and Graphics Quality was set to High, Medium, and Draft. The 
Russian (Character Set I 0, Cyrillic) word for Moscow. MocKBa shows the effects 
of changing the Graphics Quality settings. and switching the WP.DRS fi les. 

Graphics Quality Settings: 

Standard WP.DRS: 

International-Expanded WP.DRS: 

High 

MocKBa 

MocKBa 

Medium 

MocKBa 

Draft 

Maci::ea 

Moc:s:ae 

You can determine which characters will print with a particular font. To do this, 
retrieve the CHARMAP.TST document to the screen, select your printer, change 
the Document Initial Base Font to the font you want to use (Shift-F8,3,3), then 
view or print the document. 

Important: CHARMAPTST installs with the WordPerfect Printer Program files. If you 
did 1101 install the Printer Program files, you must do so before WJu can use 
CHARMAP TST (see Installation i11 Getting Started). 

Character Sets 
The character sets are shown below. Character set 12 is a user-defined set. If 
your printer can print characters other than the ones listed in character sets 0 
through 11. you can include those characters in character set 12. To do so, you 
must use the Printer Program to edit the character map for a font. 

For more information <1buu1 tht: ~trin~s tlwt send udditional characters to the 
printer, consult your printer or soft font documentation or ask you r printer or soft 
font manufacturer. 
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Character Set 0 (ASCII)

0
30

0 1 2 3 4 5 6 7 8 9
1

0 1 2 3 4 5 6 7 8 9
2
D 1 2 3 4 5 6 7 8 9

! n # $ % & 1 ( ) •k + _ / 0 1 2 3 4 5 6 7 8 9 5
60 < - > 9 @ A B C D E F G H I J K L M N o P Q R S T U V W X Y
90 z [ \ ] A ' a b c d e f g h i j k 1 m n o P q r s t u V w

120 x y z ( | )

Character Set 1 (Multinational 1)

0 1 2 3 4 5 6 7 8 9
1
0 1 2 3 4 5 E 7 8 9

2
0 1 2 3 4 5 G 7 8 9

0 ' - / - “ ’ ’ 1 j * • " - - - B l J A a A a
30 A a A a A a TE as c C E e E e E e E e i l i i I l i i N n 6 6
60 O 6 o 6 6 6 U u u u U ii U u Y y A a D d 0 0 O 6 Y y D a p b
90 A a A a A 4 C c e c c c C c D d' E e E e E e It ? G g G g G g

120 <3 g G g G g H h H h i i I I \ i i I IJ ij } j £ L 1 E r i 1
150 L 1- L 1 N n N h N n N 9 6 6 O 6 (E oe R r R f IjL r g s S s § ?
180 S s f t’ T i T t U u U u 0 u V 4 is u 0 u W w Y y Z z Z z z z
210 I) 5 D d L l N n R r s s T t Y y Y y D’ d’ O’ o’ U’ u

Important: The sta n d a rd  W P.D R S f i le  co n s tru c ts  so m e  o f  th ese  c h a ra c te rs  u sin g  stick  figures. To g e t b e tte r  q u a lity  fon ts, 
cu ll (SOU) 3 2 1 -4 5 6 0  o r  (801) 225-50U 0 a n d  o rd e r  the  In te rn a tio n a l-E xp a n d ed  W P.D R S file .

Character Set 2 (Multinational 2)
1

0 1 2 3 4 5  li 7 8 9 0 1
0

2
2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 9
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Character Set 0 (ASCII) 

1 2 
D 1 2 3 4 5 6 7 8 9 D 2 3 4 5 6 7 8 g D 2 3 4 5 6 7 B 9 

0 

30 II # $ % &' ) * + I 0 l 2 3 4 5 6 7 8 9 

60 < - > ? @ A B C D E F G H J K L M N 0 p Q R s T u V wx y 

90 z \ l 
, 

a b C d e f g h k m n 0 p q r s t u V w 

120 X y z I 

Character Set 1 (Multinational 1) 

1 2 
0 2 3 4 5 6 7 B 9 0 2 3 4 5 6 7 B 9 0 , 2 3 4 5 6 7 B 9 

D I - fi I J A a A a 
30 A a A a A a ,£ a' ~ c; E e E e E e E e I N ii 6 0 
60 6 6 0 6 c) 0 u u 0 u 0 ii u u y y A a E) d 0 0 0 6 y y D ~ f> p 
90 A a A a A ll C C c C C c C C D d' E e E e E e G y G g 0 g 0 g 

120 <; g G g G g H h M h i I I \ IJ ij j j 1>- l< L j C I' I,, I 
150 L I· L I N n N h N 11 ~ Q 6 6 6 () CE re R r R t ij. r s s s s ~ ~ 

180 s s t t' T T t u u u u 0 u l) l} D u 0 u Ww y y z z z 2 z 2 

210 n lJ f> d L I N n R r s s T t y y y y D' d' O' 0 U' u 

lmportunt: The swndard WP DRS .file com tructs some of these characters u.1i11 .I! stick fi.e11res. To .c;!l'f hPttPr q11nlity font .-.· , 
wit (NOU/ 521 -4.500 or ( ?W/ J 225 -5UUU mid order the /11ternationa/-Expanded WP.D RS file. 

Character Set 2 (Multinational 2) 
1 2 

D 1 2 3 4 5 Ii 7 8 9 D 1 2 3 4 5 6 7 8 g 0 1 2 3 4 5 6 7 8 9 
0 

916 APPENDIX P WORDPERFECT CHARACTERS 



1 2
0 1 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 9

0 ■  I " I .
30
60

Character Set 3 (Box Drawing)

Character Set 4 (Typographic Symbols)

0 1 2 3 4 5 6 7 8 9
1
0 1 2 3 4

0 o ■ * 'll 8 i 6 « » £ ¥ Pt /
30 it " “ - — < > o □ t t

TM SM R •
60 <e £ , „ 1/ 3 % 1/a % % 7e ® © © % %

C h a ra c te r S e t 5 (Ic o n ic  S ym b o ls )

1
0 1 2 3 4 5 6 7 8 9 0 1 2 3 4

0 V ♦ * ♦ tf ? ft © e J> J i - © I! /
30 © 1 -

Character Set 6 (Math/Scientific)
1

0 1 2 3 4 5 E 7 8 9 0 1 2 3 4
0 - y s z - / / \ < > - = =

30 ▼ 0 ■ A o M - X 1 n + V d

60 — I s \ \ S U c Z> c 3 0 r 1
90 - H □ ■ 0 ♦ [ ] # * i

120 > 3 V © £ n L c c £ Zl £
150 - - 1 r J =t w r \ C 5 ©

180 t= £ 5 1 ★ 1 £ > + + « £ £

210 % . r  C I N M i h_ 3
...

2
5 6 7 8 9 0 1 2 3 4 5 6 7 8 9
a o

*/2 lA <t 2 n ® © n % 3 ’ ■

o ■
% C  N s

■ □
1

□ — ff ffi ffi fi fl . . . $ F G

5 6 7 8 9
2
0 1 2  3 4 5 6 7 8 9

□

JL I I i s  «  / □ 0 © t* b l|

5 6 7 8 9
2
0 1 2 3 4 5 6 7 8 9

f= O II £ oo - - l 1 - I k 4 A

t n — e H Ti s St P <s tt ==> «= II

L J > L ® ® e © G A V V T _L

a <? 3 P o A o ★ n t
II » A <

s A V < > >< - o - — -
© © U A. < < > A V + = = = o X

> <£ P £ £ T 5 £ £ I / * 2 £
+ _ - *
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Character Set 3 (Box Drawing) 
1 2 

0 1 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 9 

0 I I • I • 
30 

60 

Character Set 4 (Typographic Symbols) 

1 2 
0 1 2 3 4 5 6 7 B g 0 1 2 3 4 5 6 7 8 g D 2 3 4 5 6 7 B g 

0 . 0 ■ 111 ~ £ ¥ P, f 3 n ½ ¼ <t 2 n ® © 0 ¾ 3 ' 
I I., 

(( )) 

30 " - - ( > OD t t TM SM ~l • 0 ■ I □ D - ff ffj ffl fi fl ... $ Fr G 

60 <?: £ 1/3 213 1/e 3/e 5/e 7/a @ ® @ C/o C/u %c NQ - I 

Character Set 5 (Iconic Symbols) 

1 2 
0 2 3 4 5 6 7 B g 0 1 2 3 4 5 6 7 B 9 0 1 2 3 4 5 6 7 B g 

0 • • + • cf' ~ (1 © e ), 1' -Cl !! .[ t r- L. D [i] ♦ IIE , ll ✓ □ l!'l 0 # b 

30 ,,. 0 X t 

Character Set 6 (Math/Scientific) 

1 2 
0 1 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 g 0 2 3 4 5 6 7 8 g 

0 - y s i = I / "- I < ) ;;;; ,= n L ~ T l I . . . 
30 • 0 . A 0 

X I IT V a , ,, - Q Ii ~· m 6) .. .. =a> µ + e 

60 n ,, ', ' ✓ u C ::, C 3 0 i l L J < > !. ® EB e e 0 (\ V ':I.. T .L 

90 - D ■ ◊ • * -,. f ~ - -.j er ~l 6) 0 C, ◊ • "' u ~ .. < 

120 )- :3 \j <!:) ~ .. n L C s:: i;: :::J :l ;i C, 'l ., t> t><l - o -- . 
150 - 1 t J =t y ,,... (( )> @ ~ e u A. <l: <l I> t, V + <> X 

180 >= io 0 l * 1-
$: 'i l. f t • .. -~ f, > c ct. -:p cJ; ; : 1J Cl: ll X l * tl ~ 

210 ~ ]C Il N JR ' b.. 3 + - * 
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Character Set 7 (Math/Scientific Extension)
1

0 1 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 B 9

0 r j I - ■J
—

£ n U f f 1 1 II 1 II

20 " { { I i ( < i 1 } I 1 1 J 1 l

40 L I i I i r [ ' I r
1 1 1

60 U n — * — V \
> / z . — — L n u / V

80 \l / \l - - — — — =» -*= - T 1 t  JJ- II

100 i ( ( ( - l ) ) ) ) J [ [ [ L

120 ] ] i ! 1 < ( ( ( \ ) ) ) /  / / /

140 \ \ \ \ u n  w li) u u A A V V ® 0 0  ©  O o

160 - — - - - - - - - A A / \ — ^ — -— - ------ ___

180 © © © © [ I  1 1 1 i ] 1 ] 1 J

200 - - — - — = = t i= = —► =; — r 1 J 1

220 I n n [ ]
-
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Character Set 7 !Math/Scientific Extension) 

1 
0 2 3 4 5 6 7 e 9 0 1 2 3 4 5 6 7 8 g 

0 - I: v fl u I I 

20 II } I 
40 r I 

....... -
' ' ) I: TI 1I f 60 I u n ♦ / L V 

80 v ✓ \I ~ {c= = 'ft .I). II 

100 \ ( 

I l ( 
I ( ) ) I I I 120 \ i I 

140 ' \ \ \ u n l:I l:I LJ LJ /\ I\ V V 0 ® ffi EB 0 0 

160 - ~ (\ I\ A ~ 

180 e e EB EB [ ~ ~ ] ] ] ] ] 

200 - -- - = - l= - =· =• - +-
--

220 I n n I 
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Character Set 8 (Greek)

0 1 2 3 4 5 6 7 8 9
1
0 1 2 3 4 5 6 7 8 9

2
0 1 2 3 4 5 6 7 8 9

0 A a B P B 6 r Y A 8 E e Z c H 11 0 0 I l K K A X M P N V %

30 0 o n 71 P P s a 2 c T X T V $> 4> X X Y Y Q 00 a £ il l l 6 10 ij

60 00 e d X a e T <p £) 5
• “ * * * ’ * " ** * 9 • *

90 • ¥ * T T
a a a a a a a a a a a 9

a a a a
ta a a

V
a e £ E E

120 e c
n
E T| n fl n x\ A 11 f) •n fi fi

t
n i1 n n fi fl ri fl i i i i i l i

150 i i 1 i
?
i 6 6 6 6 6 6 6 i) 6 U 1) U u V

t
u u l) u

V
U do CO cp do GO ao

180 d) & CO
T
CO 00 O)

T(i) 00 to CO (I) d) 00
t
00 ' , c F 9 * A 'E 'H 'I 'O T 'Q i Y p

Important: M o st p r in te r s  a n d  so ft fo n ts  su p p o r t o n ly  a  p a r t  o f  the  G reek  ch a ra c te r  set. T hose p r in te d  ch a ra c te rs  m a y  
n o t m a tch  the  a p p e a ra n ce  o f  the G reek  fo n ts  fr o m  the  W P.D R S file . I f  y o u  are  p r in tin g  G reek  test, it is like ly  th a t y o u r  
p r in to u ts  w ill use a co m b in a tio n  o f  p r in te r  fo n ts  a n d  W P.D RS fo n ts . F o r  a d d itio n a l in fo rm a tio n  a b o u t G reek  
la n g u a g e  support, ca ll (80 0 ) 451-5 1 5 1  a n d  a sk  a b o u t the W ordP erfect 5.1 G reek  L a n g u a g e  M odule. T h is m o d u le  
in c lu d es sc reen  fo n ts , keyb o a rd  d rivers , a n d  p r in te r  fo n ts  f o r  bo th  m o d ern  a n d  c la ss ic a l G reek.

Character Set 9 (Hebrew)

0 1 2 3 4 5 6
o n 3 a n n i r

30 S ............................

7 8 9 10 1 2 3 4 5n a 1 1 3 □ n 1
- t  VI TS ’ >

6 7 8 9
2
0 1 2  3 4 5 6 7 8 9

1 3 I? «1 n r  5* P  1 3 » n 3 2

Important: The standard WP.DRS file  constructs H ebrew characters using a basic vector (stick) fon t. To get better  
quality fon ts, call (800) 321-4566 or (801) 225-5000 and order the International-Expanded WP.DRS file. You should  
also ask about the WordPerfect 5.1 Hebrew Language M odule, which includes screen fon ts, keyboard drivers, and  prin ter  
fo n ts  fo r  both modern and  classical (dotted) Hebrew.
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Character Set 8 (Greek) 
1 2 

0 2 3 4 5 6 7 8 9 0 2 3 4 5 6 7 8 9 0 2 3 4 5 6 7 8 9 

0 A a B p B 6 r y t:,. 0 E E z ( H T] 0 8 I K K A A, M µ N \) - ~ 
30 0 0 II TT p p ~ 0 ~ c; T ,: y u <1> 4> X X q, 

"' 
Q w Cl E 11 6 u i.i 

60 1,l E f} )( ~ Q y (j) (.) 

90 a & T (X 
. 

Ct. Ct. Ct. Cf. a Ct. a a a (1 a a a a Ct. a £: [ [ [ 

120 r [ £ T] ,; n n n n ,; ti fi ~ n n n ,; ti ,; ~ n n n t 

150 'i i a 6 0 CJ 6 0 0 u u lJ lJ lJ il . w w u u u u u u w w w w 

180 w w w ' <i> c;i Ci) w . w w <;; f <j> 7-) A 'E 'H 'I 'O 'Y 'Q I y w w w C,l w p 

lmportanl: Most pri111ers and rnft fonts support 011/y a part of the Greek charaCll:'f set. Those primed characters mav 
1101 march the appearance of the Greek fonts from the WP.DHS file. If you are pri11ti11R Greek text, it is likely that wmr 
printouts will use a comhi11ario11 of printer finlls and WP.DRS jrmts. For addition11/ i,({omwtion about Creek 
language support. call ( 800) 451-5151 and ask a hour the WordPerfect 5. 1 Greek Language Module. This module 
includes screen fonts. keyboard dril'ers, and printer .fonts for ho1h modem and classical Greek. 

Character Set 9 (Hebrew) 

1 2 
0 1 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 9 

0 to( ~ J i :, , T n ~ " 7 ::i C ~ 1 J 0 J: 'I' ~ 1· ~ - - :, - i, ~ ::i , I I,, ' 
., 

30 ti 
"' T: 

Important: The standard WP.DRS.file constructs Hebrew characters 11si11x a basic l'ector (s1ick ) fon1. To get better 

quality fonts. call ( 800) 321-4566 or ( 80 I) 225-5000 and order the lnremational-Expanded WP.DRS file . Yo11 should 
also ask about the WordPerfect 5. 1 Hebrew Language Module, which includes screen fo111s. kerboard dri1•ers. and printer 
fonts for both modem and classical I dorred) Hebrew. 
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Character Set 10 (Cyrillic)

0 1 2 3 4 5 6

0 A a E 6 B B r
3 0 0 0 n n P P c
6 0 3 3 K)K> 51 51 r
9 0 y y u y t e

1 2 0 L I LI 3 3 K > K> 9l

7 8 9
1
0 1 2 3

r A E e E e
c T T y y <D $>

r T> f f e e

e y V x 7 1
51 A a E e E e

2
4 5 6 7 8 9 0 1
>K * 3 3 H H H H
X X n y H H in in
s s i i I i' j j

m m i t A A A a
H H 0 0 y y LI LI

2 3 4 5 6 7 8 9

K K J I J i M M H H

m m ■L L L I LI L L
J L JL H > H , T t h K K
E e H H 6 6 y y
3 3 I O 1 0 n a

*

Important: The standard WP.DRS file  constructs Cyrillic characters using a basic vector (stick) font. Call (800) 451-5151 
fo r  information about the WordPerfect 5.1 Russian Language Module, which includes screen fonts, keyboard drivers, and  
prin ter fo n ts  fo r  Russian and other Cyrillic-based languages.

Character Set 11 (Hiragana and Katakana)
1 2

0 1 2 3 4 5 1) 7 8 9 0 1 2 3 4 5 6 7 8 9 0 1 2  3 4 5 6 7 8 9
0 io ck ■ ; t

30 Z- -K T  M # r- rJ \  . ’ ,.v ' \2 '.1 fJ
60 I •* 7 . V. v O. cT. 1T - r / - 4  4. .
90 .

s: I  7 X V
120 - T 7 V j  J J  "  T  „ Z
150 r |  ; \ J’ j- • ■ -  _  3 > / t i j  ■ -

180

Character Set 12
Character Set 12 is a user-defined character set.

920 APPENDIX P: WORDPERFECT CHARACTERS

Character Set 10 (Cyrillic) , 2 
0 1 2 3 4 5 6 7 8 9 0 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 9 

0 A a E 6 B B r r )]; n E e E e )K )I( 3 3 11 I1 11 I1 K K JI JI M M H H 

30 0 0 II n p p C C T T y y <!> cp X X u u lJ tj Ill Ill IU Ill. 'h 'h hi LI h I, 

60 3 3 IO 10 51 SI r r n " t t € € s s I I 'i J J Jh JI, I-h H, n h K K 

90 y y u u 1; t 8 A V V A\. K.. 7 ? Ill w I A A A a E e 11 I1 6 6 y y 
120 bl bl 3 3 IO IO 51 SI A a E e E e H H 0 0 y y hl hi 3 3 IO IO 51 SI 

lmponant: The standard WP DRS file constructs C_Yril/ic characters using a basic vector (stick) font. Call (800) 451-5151 
fur infonnation about the WordPerfect 5.1 Russian Language Module, which includes screen fonts, keyboord drivers, and 
printer Jones for Russian and other Cyrillic-based languafies. 

Character Set 11 (Hiragana and Katakana) 

2 1 
0123451i78901 2 3 4 5 6 7 8 9 0 1 2 3 4 5 6 7 8 9 

0 
30 k -><. I, 

60 

90 

120 
150 z 

180 

Character Set 12 
Character Set 12 is a user-defined character set. 
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Appendix Q: WordPerfect Files

When you install files from the WordPerfect master diskettes, they are installed 
in groups. When you answer Yes to a question in the Installation Program, the 
files in the group represented by that question are copied to the specified 
directory or diskette.

The following list shows which files are copied in the various groups. This 
should help you in locating a particular file.

An asterisk in parentheses (*) to the right of a filename denotes that the file is 
essential to WordPerfect operation. Keep in mind, however, that some files are 
not essential to WordPerfect operation, but are essential to the operation of a 
specific feature (e.g., Speller, Thesaurus). Read the description underneath a 
filename to determine the function of a file.

WordPerfect Program The following files are installed as WordPerfect Program files:

KEYS. MRS
This is used with the Key: Action screen. For more information on the Key: 
Action screen, see Keyboard Layout, Edit and Keyboard Layout, Map in 
Reference.

STANDARD.IRS
This is the standard mouse driver file. For more information, see Mouse Type in 
Reference.

STANDARD.PRS
T his is the standard printer defin ition  and is also used to view your document if 
you select the graphics screen type titled Text (No Graphics). For more 
information, see Graphics Screen Type and Printer, Select in Reference.

STANDARD.VRS
This is the standard graphics and text driver file. For more information, see 
Graphics Screen Type and Text Screen Type in Reference.

WP.EXE (*)
This is the main WordPerfect program file. You must either start WordPerfect 
from the directory where WP.EXE is located, or the directory where WP.EXE is 
located must be included in a DOS PATH command (see DOS and WordPerfect 
in Reference).

WP.FIL (*)
This contains part of the WordPerfect code. For information on redirecting this 
file to expanded memory, see /r under Appendix N: Startup Options.
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Appendix Q: WordPerfect Files 

WordPerfect Program 

When you install files from the WordPerfect master diskettes, they are installed 
in groups. When you answer Yes to a question in the Installation Program, the 
tiles in the group represented by that question are copied to the specified 
directory or diskette. 

The following list shows which files are copied in the various groups. This 
should help you in locating a particular file. 

An asterisk in parentheses (*) to the right of a filename denotes that the file is 
essential to WordPerfect operation. Keep in mind , however, that some files are 
not essential to WordPerfect operation. but are essential to the operation of a 
specific feature (e.g .. Speller, Thesaurus) . Read the description underneath a 
filename to determine the function of a file . 

The following files are installed as WordPerfect Program files: 

KEYS.MRS 
This is used with the Key: Action screen. For more information on the Key: 
Action screen. see Keyboard Layout, Edit and Keyboard Layout, Map in 
Reference. 

STANDARD.IRS 
This is the standard mouse driver file. For more information, see Mouse Type in 
Reference. 

STANDARD.PAS 
This is the standard printer definition and is also used to view your document if 
you select the graphics screen type titled Text (No Graphics). For more 
information. see Graphics Screen Type and Printer, Select in Reference. 

STANDARD. VAS 
This is the standard graphics and text driver file. For more information, see 
Graphics Screen Type and Text Screen Trpe in Reference. 

WP.EXE(*) 
This is the main WordPerfect program tile. You must either start WordPerfect 
from the directory where WP.EXE is located, or the directory where WP.EXE is 
located must be included in a DOS PATH command (see DOS and WordPerfect 
in Reference). 

WP.FIL(*) 
This contains part of the WordPerfect code. For information on redirecting this 
tile to expanded memory. see Ir under Appendix N: Startup Options. 
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WP.MRS
This is used with the Macro Editor. For more information on the Macro Editor, 
see Macros, Macro Editor in Reference.

WP.QRS
This is used to display the Equation Editor. For more information on the 
Equation Editor, see Equations in Reference.

WPSMALL.DRS The following file is installed by itself:

WPSMALL.DRS
This is the .DRS file used if you are running WordPerfect from two disk drives 
ino hard disk). While this file does not contain all of the capabilities of 
WP.DRS, it does contain many of them, including the ability to display the View 
Document screen (see WP.DRS under Graphics Driver Files below).

Utility Files The following files are installed as WordPerfect utility files:

CHARACTR.DOC
This file lists the names of the characters in the WordPerfect character sets (see 
Appendix P: WordPerfect Characters). Print this file as you would any other 
document.

CONVERT.EXE
This is the WordPerfect Convert Program. For more information, see Convert
P rogram  in R eference .

CURSOR.COM
This is the WordPerfect Cursor Program. For more information, see Cursor 
Program in Reference.

FIXBIOS.COM
This program is used to solve some problems you may have when you start 
WordPerfect on a computer that is not 100% IBM compatible (e.g., your 
computer is locking). If you need to run this program, copy it to your root 
directory, then include the FIXBIOS command in your AUTOEXEC.BAT file.

GRAB.COM
This is the WordPerfect Screen Capture Program. For more information, see 
Screen Capture Program in Reference.

GRAPHCNV.EXE
This is the WordPerfect Graphics Conversion Program. For more information, 
see Graphics. Conversion Program in Reference.
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WPSMALL.DRS 

Utility Files 

WP.MRS 
This is used with the Macro Editor. For more information on the Macro Editor, 
see Macros, Macro Editor in Reference. 

WP.QRS 
This is used to display the Equation Editor. For more information on the 
Equation Editor. see Equations in Reference. 

The following file is installed by itself: 

'WPSMALL.DRS 
This is the .DRS tile used if you are running WordPerfect from two disk drives 
1 no hard disk) . While this tile does not contain all of the capabilities of 
WP.DRS. it does contain many of them, including the ability to display the View 
Document screen (see WPDRS under Graphics Driver Files below) . 

The following tiles are installed as WordPerfect utility files: 

C:HARACTR. DOC 
This file lists the names of the characters in the WordPerfect character sets (see 
Appendix P: WordPerfect Characters). Print this file as you would any other 
document. 

CONVERT.EXE 
This is the WordPerfect Convert Program. For more information, see Convert 
Progra,n in Reference. 

CURSOR.COM 
This is the WordPerfect Cursor Program. For more information, see Cursor 
Pro&ra111 in Reference. 

FIXBIOS.COM 
This program is used to solve some problems you may have when you start 
WordPerfect on a computer that is not I 00% IBM compatible (e.g., your 
computer is locking). If you need to run this program, copy it to your root 
directory. then include the FIXBIOS command in your AUTOEXEC.BAT tile. 

GIIAB.CDM 
This is the WordPerfect Screen Capture Program. For more information, see 
Screen Cap111re Program in Reference. 

GFIAPHCNV.EXE 
This is the WordPerfect Graphics Conversion Program. For more information, 
see Graphics, Conversion Program in Reference. 
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INSTALL.EXE
This is the WordPerfect Installation Program. To run this program, insert the 
Install/Leam/Utilities 1 diskette into drive A, go to a DOS prompt, type install 
and press Enter.

MACROCNV.EXE
This is the WordPerfect Macro Conversion Program. For more information, see 
Macros, Conversion Program in Reference.

NWPSETUP.EXE
This program is used to help you install WordPerfect as a network version. For 
more information, see Appendix R: Networking WordPerfect.

PRINTER.TST
This is the printer test file. When printed, this file shows attribute assignments 
(see Attributes under Font in Reference).

SPELL.EXE
This is the WordPerfect Speller Utility. For more information, see Speller Utility 
in Reference.

STANDARD.CRS
This is the standard file used in the WordPerfect 4.2 to WordPerfect 5.1 and 
WordPerfect 5.1 to WordPerfect 4.2 document conversion process. For more 
information, see Document Conversion. 4.2 to 5.P, Document Conversion, 5.1 to 
4.2\ and Text In/Out in Reference.

WP.LRS
T h is  is  th e  W o r d P e r f e c t  Language R e s o u r c e  P ile . F o r  m o re  in f o rm a t io n ,  s e e
Language Resource File in Reference.

WP.PIF
This is a program information file that can be used if you are running 
WordPerfect under Microsoft Windows version 3.0 (see Appendix S: .PIF File).

WP51-286.PIF
This is a program information file that can be used if you are running 
WordPerfect under Microsoft Windows/286 or a Microsoft Windows version 
prior to 3.0 (see Appendix S: .PIF File).

WP51-386.PIF
This is a program information file that can be used if you are running 
WordPerfect under Microsoft Windows/386 (see Appendix S: .PIF File).
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INSTALL.EXE 
This is the WordPerfect Installation Program. To run this program. insert the 
Install/Learn/Utilities I diskette into drive A, go to a DOS prompt. type install 
and press Enter. 

MACROCNV.EXE 
This is the WordPerfect Macro Conversion Program . For more information. see 
Macros. Com•ersion Program in Refe rence. 

NWPSETUP.EXE 
This program is used to help you install WordPerfect as a network version. For 
more information. see Appendix R: Nerworking WordPe,fecr. 

PRINTER. TST 
This is the printer test file. When printed. this file shows attribute assignments 
(see A1tributes under Font in Reference). 

SPELL.EXE 
This is the WordPerfect Speller Utility. For more information, see Speller Utility 
in Reference. 

STANDARD.CHS 
This is the standard file used in the WordPerfect 4.2 to WordPerfect 5.1 and 
WordPerfect 5.1 to WordPerfect 4.2 document conversion process. For more 
information. see Dorn111e11t Conversion. 4.2 to 5. I; Document Conversion , 5.1 to 
4.2; and Text In/Out in Reference. 

WP.LRS 
Thi~ i~ 1h.c Wor<lP.crfcct Language Res ource i=:ile For more information . see 

Language Resource File in Reference. 

WP.PIF 
This is a program information file that can be used if you are running 
WordPerfect under Microsoft Windows version 3.0 (see Appendix S: .PIF File). 

WP51-286.PIF 
This is a program information file that can be used if you are running 
WordPerfect under Microsoft Windows/286 or a Microsoft Windows version 
prior to 3.0 (see Appendix S: .PJF File). 

WP51-386.PIF 
This is a program information file that can be used if you are running 
WordPerfect under Microsoft Windows/386 (see Appendix S: .PIF File). 
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WPINFO.EXE
This program helps you gather information about your system. If you plan to 
call Customer Support, we recommend that you run this program and record the 
information on the screen before calling. For more information, see Appendix 0: 
Troubleshooting.

Learning Files The following files are installed as WordPerfect learning files:

*.TUT
Files ending in .TUT are files designed for use with the On-Line Tutorial. For 
more information about the Tutorial, see Getting Help in Getting Started.

*.WKB
Files ending in .WKB are files designed for use with the WordPerfect Workbook.

*.WPG
Files ending in .WPG that are installed with the Learning files are WordPerfect 
graphics images that are used in various WordPerfect Workbook lessons.

TUTOR.COM
This operates the On-Line Tutorial. For more information about the Tutorial, see 
Getting Help in Getting Started.

WORKBOOK.PRS
This is the printer file that is used in various lessons in the WordPerfect 
Workbook.

Help File The following file is installed as the WordPerfect help file:

WPHELP.FIL
This is used with the Help feature. For more information on the Help feature, 
see Help in Reference.

Keyboard Files The following files are installed as WordPerfect keyboard files:

*.WPK
These are pre-defined keyboard layouts. For more information, see Appendix H: 
Keyboards.

CALC.WPM
This macro displays a calculator that you can use for mathematical 
calculations. This macro is accessed by selecting the MACROS keyboard 
and pressing Ctrl-c.
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Learning Files 

Help File 

Keyboard Files 

WPINFO.EXE 
This program helps you gather information ahout your system. If you plan to 
call Customer Support. we recommend that you run this program and record the 
information on the screen before calling. For more information. see Appendix 0: 
Troubleshooting. 

The foll owing files are installed as WordPerfect learning tiles: 

*.TUT 
Files ending in .TUT are files designed for use with the On-Line Tutorial. For 
more information about the Tutorial. see Getting Help in Getting Started. 

*.WKB 
Files ending in .WKB are files designed for use with the WordPerfect Workbook . 

*.WPG 
Files ending in . WPG that are installed with the Learning files are WordPerfect 
graphics images that are used in various WordPerfect Workbook lessons. 

·ruTOR.COM 
This operates the On-Line Tutorial. For more information about the Tutorial. see 
Getting Help in Getting Swrted. 

WORKBOOK.PRS 
This is the printer file that is used in various lessons in the WordPerfect 
\Vorkhook. 

The following file is installed as the WordPerfect help file: 

WPHELP.FIL 
This is used with the Help feature. For more information on the Help fe ature. 
see Help in Reference. 

The following files are installed as WordPerfect keyboard files: 

*.WPK 
These are pre-defined keyboard layouts. For more information, see Appendix H: 
Keyboards. 

CALC.WPM 
This macro displays a calculator that you can use for mathematical 
calculations. This macro is accessed by selecting the MACROS keyboard 
and pressing Ctrl-c. 
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EDIT.WPM
This macro assists you in editing some WordPerfect codes. If you place the 
cursor on a code and then execute the EDIT.WPM macro, the macro 
recognizes the code and takes you to the appropriate menu or editing screen, 
where you can edit the code. For example, if you place the cursor on a 
Header code and then execute the EDIT.WPM macro, the macro takes you 
into the Header and Footer Editing screen. This macro is accessed by 
selecting the SHORTCUT keyboard and pressing Alt-e.

Macro Files The following predefined macros are included with your WordPerfect 5.1 
package. In order to run one of these macros, press Macro (Alt-FlO), then enter 
the name of the macro (the .WPM extension is not necessary).

CODES.WPM
This macro prints Merge codes as well as text and codes from the Reveal Codes 
screen.

ENDFOOT.WPM
This macro changes endnotes in a document to footnotes.

FOOTEND.WPM
This macro changes footnotes in a document to endnotes.

INLINE.WPM
This macro sets up necessary codes for creating an equation in a line of text. It 
then places you in the Equation Editor. For more information about equations, 
see Equations in Reference.

L A B E L S .W P M
This macro helps you define a paper size and type for printing labels. For more 
information, see Labels in Reference.

PLEADING.WPM
This macro allows you to set specifications for a Pleading style and then creates 
the style.

POSTNET.WPM
This macro assists you in creating postal bar codes from ZIP Codes. You can 
execute this macro from a blank screen, an existing document, or a secondary 
merge file. The macro will prompt you to enter the correct information so the 
postal bar code can be created.

Check with your local Post Office to find out where to place the bar code and 
how to qualify for a postal discount.
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Macro Files 

EDIT.WPM 
Thi~ macro assists you in editing some WordPerfect codes. If you place the 
cursor on a code and then execute the EDIT.WPM macro, the macro 
recognizes the code and takes you to the appropriate menu or editing screen. 
where you c,m edit the code. For example, if you place the cursor on a 
Header code and then execute the EDIT.WPM macro. the macro takes you 
into the Header and Footer Editing screen. This macro is accessed by 
selecting the SHORTCUT keyboard and pressing Alt-e. 

The following predefined macros are included with your WordPerfect 5.1 
package. In order to run one of these macros, press Macro (Alt-FI0), then enter 
the name of the macro (the .WPM extension is not necessary ). 

CODES.WPM 
This macro prints Merge codes as well as text and codes from the Reveal Codes 
screen. 

ENDFOOT. WPM 
This macro changes endnotes in a document to footnotes. 

FOOTEND.WPM 
This macro changes footnotes in a document to endnotes. 

INLINE.WPM 
This macro sets up necessary codes for creating an equation in a line of text. It 
then places you in the Equation Editor. For more information about equations. 
see Equations in Reference. 

LABl:L:i. WPM 
This macro helps you define a paper size and type for printing labels. For more 
information. see Labels in Reference. 

PLEADING.WPM 
This macro allows you to set specifications for a Pleading style and then creates 
the style . 

POST NET. WPM 
This macro assists you in creating postal bar codes from ZIP Codes. You can 
execute this macro from a blank screen. an existing document, or a secondary 
merge file. The macro will prompt you to enter the correct information so the 
postal bar code can be created. 

Check with your local Post Office to find out where to place the bar code and 
how to qualify for a postal discount. 
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Style Library File T h e  fo l lo w in g  f i le  is in s ta lle d  as th e  s ty le  l ib ra ry  f ile :

LIBRARY.STY
This file contains several common styles that you may want to use as your style 
library. You can customize each style to fit your needs. A brief description of 
each style contained in LIBRARY.STY follows:

Bibliography (Bibliogrphy)
This paired style produces a hanging indent which is useful when creating a 
bibliography. Because it is a paired style, you can format as many 
bibliographic entries as you like, as long as the cursor remains within the 
Style codes.

Doc I nit
This paired style inserts a Table of Contents Definition Mark 
[Def Mark:ToC,#:#] code, a Paragraph Number Definition [Par Num Def] 
code, and an LOutline On] code into your document. You must turn this 
style on before using the Document style described below. If you generate a 
table of contents using these styles, it will begin at the [Def Mark:ToC,#:#[ 
code.

Document
This outline style provides formatting for eight outline levels.

Pleading
This open style creates a header for numbered pleading paper.

Right Par
This outline style creates right-aligned paragraph numbers.
Tech Init
This open style inserts a Paragraph Number Definition [Par Num Def] code 
and an [Outline On] code into your document. You must turn this style on 
before using the Technical style described below.

Technical
This outline style provides formatting for eight technical outline levels. This 
style contains table of contents markings. However, before you can generate 
a table of contents, you must insert a Table of Contents Definition Mark 
[Def Mark:ToC,#:#] code (Alt-F5,5,l) into your document at the point where 
you want table generation to begin.

For more information on styles, see Style in Reference.

Speller Files The following files are installed as speller files:

WPIWP1.SPW
This file is used in conjunction with WP(WP)US.LEX to operate the Speller. 
For more information, see Speller.; Check Spelling in Reference.
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Style Library File 

Speller Files 

The following tile is installed as the style library file: 

LIBRARY.STY 
This file contains several common styles that you may want to use as your style 
library. You can customize each style to fit your needs. A brief description of 
each style contained in LIBRARY.STY follows: 

Bibliography (Bibliogrphy) 
This paired style produces a hanging indent which is useful when creating a 
bibliography. Because it is a paired style. you can format as many 
bibliographic entries as you like. as long as the cursor remains within the 
Style codes. 

Doc lnit 
This paired style inserts a Table of Contents Definition Mark 
[Def Mark:ToC.#:#) code, a Paragraph Number Definition [Par Num Def] 
code. and an [Outline On] code into your document. You must turn this 
style on before using the Document style described below. If you generate a 
table of contents using these styles, it will begin at the )Def Mark:ToC,#:#] 
code. 

Document 
This outline style provides formatting for eight outline levels. 

Pleading 
This open style creates a header for numbered pleading paper. 

Right Par 
This outline style creates right-aligned paragraph nurnhers . 

Tech [nit 
This open style inserts a Paragraph Number Definition [Par Num Def] code 
and an [Outline On] code into your document. You must turn this style on 
before using the Technical style described below. 

Technical 
This outline style provides formatting for eight technical outline levels. This 
style contains table of contents markings. However. before you can generate 
a table of contents. you must inse11 a Table of Contents Definition Mark 
)Def Mark:ToC.#:#] code (Alt-FS.5,1) into your document at the point where 
you want table generation to begin. 

For more information on styles, see Style in Reference. 

The following files are installed as speller files: 

WP(WPI.SPW 
This file is used in conjunction with WPjWP]US.LEX to operate the Speller. 
For more information. see Speller. Check SpellinR in Reference. 
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WP{WP|US.HYC
This file is used in conjunction with WP{WP}US.LEX to operate the external 
hyphenation dictionary. For more information on hyphenation, see Hyphenation 
in Reference.

WPIWPIUS.LEX
This file is the main word list for the Speller and the external dictionary for the 
Hyphenation feature. For more information on the Speller and Hyphenation 
features, see Speller, Check Spelling and Hyphenation in Reference.

Thesaurus Files The following file is installed as the thesaurus file:

WP{WP)US.THS
This file is the word list for the Thesaurus. For more information on the 
Thesaurus, see Thesaurus in Reference.

PTR Program Files The following files are installed as PTR Program files:

*.ALL
Files ending with .ALL are printer files containing information for many printers. 
When you select a printer, a .PRS file, which contains information specific to a 
single printer, is created from the information in the .ALL file.

This file is installed when you select a printer, rather than with the PTR files. 

CHARMAP.TST
This file contains all of the characters in the WordPerfect character sets (see 
Appendix P: WordPerfect Characters).

EHANDLER.PS
This file is furnished to simplify troubleshooting on PostScript printers. You are 
not required to use this file. To load the file, copy it to your printer from DOS 
(see your DOS manual for instructions).

This file is installed when you select a PostScript printer, rather than with the 
PTR files.

KERN.TST
This file contains a listing of the most commonly kerned letter pairs. For more 
information, see Kerning in Reference.

PTR.EXE
This file contains the WordPerfect Printer Program. For more information, see 
Printer Program in Reference.
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Thesaurus Files 

PTA Program Files 

WPIWPIUS.HYC 
This tile is used in conjunction with WP{ WP} US .LEX to operate the external 
hyphenation dictionary. For more information on hyphenation. see llrphenation 
in Reference. 

WPIWPIUS.LEX 
This file is the main word I ist for the Speller and the external dictionary for the 
Hyphenation feature. For more information on the Speller and Hyphenation 
features. see Spelle,; Check Spelli11g and Hrphenation in Reference. 

The following file is installed as the thesaurus file: 

WPIWPIUS. THS 
This tile is the word list for the Thesaurus. For more information on the 
Thesaurus. see Thesaurus in Refere11ce. 

The following files are installed as PTR Program files: 

* .ALL 
Files ending with .ALL are printer files containing information for many printers. 
When you select a printer. a .PRS tile. which contains information specific to a 
single printer, is created from the information in the .ALL file . 

This .file is insw!led whe11 you select a printer. rather than with the .PTR files. 

CHAAMAP. TST 
This file contains all of the characters in the WordPerfect character sets ( see 
Appendix P: WordPerfect Characters). 

EHANDLEA.PS 
This file is furnished to simplify troubleshooting on PostScript printers. You are 
not required to use this tile. To load the tile, copy it to your printer from DOS 
(see your DOS manual for instructions). 

This tile is installed when you select a PostScript printer. rather than with the 
PTR files. 

KERN.TST 
This file contains a listing of the most commonly kerned letter pairs. For more 
information. see Kerning in Refere11ce. 

PTA.EXE 
This tile contains the WordPerfect Printer Program. For more information. see 
Printer Pm1va111 in Reference. 
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PTR.HLP
This file contains the information for the Printer Program Help feature. For 
more information, see Printer Program in Reference.

Graphics Driver Files The following files are installed as graphics driver files:

*.FRS
Files ending in .FRS are used to display screen fonts with an EGA or VGA 
monitor or Hercules Graphics Card with RamFont. For more information, see 
Colors/Fonts/Attributes in Reference.

*.VRS
Files ending in .VRS are graphics or text drivers. For more information, see 
Graphics Screen Type and Text Screen Type in Reference.

WP.DRS
This is one of the files used to display the View Document screen, as well as the 
file used to print WordPerfect characters graphically (see WPSMALL.DRS under 
WordPerfect Program above and Printing—General Information in Reference).

Graphics Image Files The following files are installed as graphics images files:

'.WPG
Files ending in .WPG are graphics images that you can retrieve into a graphics 
box. For more information, see Graphics, Define a Box in Reference.

Temporary Files The following files are not installed with WordPerfect. They are temporary files
created by WordPerfect, and most of them are deleted when you exit 
WordPerfect.

File Description

WP}WP{.ARI Cross-reference index file
WP}WP{.ART Cross-reference index file
WP(WP}.BK# Timed backup file
WPJWPj.BLK Block file
WP) WP{ ,BV# Bottom virtual file
WPJWPj.CHK Check file
WPJWPf.CLM Columns file
WP) WP{ .DIR Directory listing file
WP}WP{.DL# Directory listing print file
WP} WPf.GFH GIF graphic image file
WP}WP{.GFP Printer GIF graphic image file
WP} WPj .GFT GIF bitmap compress tile
WP}WP(.GFV View document GIF graphic image file
WP}WP(.LS0 List manager overflow files
WP} WP{ .MRG Merge file
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Graphics Driver Files 

Graphics Image Files 

Temporary Files 

PTR.HLP 
This file contains the information for the Printer Program Help feature. For 
more information, see Printer Program in Reference . 

The following files are installed as graphics driver tiles: 

*.FRS 
Files ending in .FRS are used to display screen fonts with an EGA or VGA 
monitor or Hercules Graphics Card with RamFont. For more information. see 
Colors/Fonts/Attributes in Reference. 

•. VAS 
Files ending in .YRS are graphics or text drivers . For more information. see 
Graphics Screen Type and Text Screen Type in Reference. 

!NP.DRS 
This is one of the files used to display the View Document screen. as well as the 
tile used to print WordPerfect characters graphically (see WPSMALL.DRS under 
WordPerfect Program above and Printing-General Information in Reference) . 

The following files are installed as graphics images files : 

• .WPG 
Files ending in .WPG are graphics images that you can retrieve into a graphics 
box. For more information, see Graphics, Define a Box in Reference. 

The following files are not installed with WordPerfect. They are temporary files 
created by WordPerfect. and most of them are deleted when you exit 
WordPerfect. 

File 

WP)WP( .ARI 
WP)WP(.ART 
WP!WP) .BK# 
WP)WP{.BLK 
WP)WP{.BV# 
WP)WP(.CHK 
WP)WP{.CLM 
WP)WP(.DIR 
WP)WP(.DL# 
WP)WP{.GFH 
WP)WP{.GFP 
WP)WP{ .GFf 
WP)WP/.GFV 
WP)WP(.LSO 
WP}WP{.MRG 

Description 

Cross-reference index file 
Cross-reference index tile 
Timed backup file 
Block file 
Bottom virtual tile 
Check file 
Columns file 
Directory listing file 
Directory listing print file 
GIF graphic image tile 
Printer GIF graphic image file 
GIF bitmap compress file 
View document GIF graphic image file 
List manager overflow files 
Merge tile 
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WPjWPf.PF#
WP}WP{.Q1
WP}WP{.Q2
WP) WPf.RCT
WP}WP{.SPC
WP}WP{.SR1
WP}WP{.SRO
WP) WPf.SRT
WP)WP{.SRX
WP) WP{ .STY
WP}WP{.TBL
WP}WP{ ,TBU
WP}WP{.TPR
WP}WP{.TV#
WP}WP{.UN#
WP}WP{DS.###
WP}WP{PJ.###

File

Document prefix file 
Print buffer sort file 
Print buffer file 
Rectangle file 
Space file 
Sort input file 
Sort output file 
Sort file 
Sort file
List manager file for styles 
Table block file 
Table undelete file 
File for creating .PRS files 
Top virtual file 
Undelete text 
Document summary file
Print file, where ### is the number of print jobs

Description
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File 

WP)WP{ PF# 
WP}WP{.Ql 
WP}WP(.Q2 
WP}WP{.RCT 
WP)WP{.SPC 
WP)WP{.SRI 
WP)WP{.SRO 
WP}WP( .SRT 
WP)WP{.SRX 
WP}WP( .STY 
WP)WP(.TBL 
WP}WP{.TBU 
WP}WP( .TPR 
WP}WP{.TV# 
WP)WP(.UN# 
WP}WP(DS.### 
WP}WP(PJ.### 

Description 

Document prefix file 
Print buffer son file 
Print huffer file 
Rectangle file 
Space file 
Sort input file 
Sort output file 
Son file 
S011 file 
List manager file for styles 
Table block file 
Table undelete file 
File for creating .PRS tiles 
Top virtual tile 
Undelete text 
Document summary tile 
Print file, where ### is the number of print jobs 
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Appendix R: Networking WordPerfect

Getting Ready to 
Install WordPerfect

Setting up WordPerfect on a network gives multiple users access to the 
WordPerfect program. You can run WordPerfect from the network server or 
from the hard disks of individual workstations.

This appendix is for the network supervisor who is responsible for installing and 
maintaining WordPerfect on the network. We assume that you have a basic 
knowledge of networks. If not, review your network documentation.

This appendix covers the following topics to help you use WordPerfect on the 
network:

• Getting ready to install WordPerfect
• Installing WordPerfect
• Granting rights/privileges
• Establishing network-wide default settings
• Setting up user workstations
• Using NWPSETUP to add/change master settings
• Giving users access to WordPerfect dictionaries
• Using startup options
• Troubleshooting
• Solving error messages
• Running the tutorial on the network
• Disabling keystrokes
• Sharing WordPerfect files between IBM5' PCs and Macintosh® computers
• Using network redirection commands

Throughout this appendix, we have provided special NetWare tips, which are 
indicated by the NetWare Users: tag. The Troubleshooting and Solving Error 
M e s s a g e s  s e c t i o n s  b e l o w  i n c l u d e  t i p s  f o r  o t h e r  n e t w o r k s .

Getting Help
Everyone needs help on occasion. If, after reading this appendix, you are still 
having trouble networking WordPerfect, our Network Support Operators are 
ready to help. Just dial 1-800-321-3389 Monday through Friday, from 7 a.m. to 
6 p.m. Mountain time. This is a toll-free call. If you are in an area where the 
phone system does not handle toll-free numbers, you can reach the Network 
Support group by dialing (801) 226-4777, but you will be charged for the call. 
You can also fax your problem to (801) 222-4377.

Before you call, try to repeat the keystrokes or procedures that you did before 
encountering problems. Note these procedures and have them on hand. Open 
this appendix so that you can refer to it as the Customer Support Operator helps 
you.

This section explains what you need to know before you install WordPerfect and 
how to prepare your file server for installation.
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Appendix R: Networking WordPerfect 

Getting Ready to 
Install WordPerfect 

Setting up WordPerfect on a network gives multiple users access to the 
WordPerfect program. You can run WordPerfect from the network server or 
from the hard disks of individual workstations. 

This appendix is for the network supervisor who is responsible for installing and 
maintaining WordPert·ect on the network. We assume that you have a basic 
knowledge of networks. If not. review your network documentation. 

This appendix covers the following topics to help you use WordPerfect on the 
network: 

• Getting ready to install WordPerfect 
• Installing WordPerfect 
• Granting rights/privileges 
• Establishing network-wide default settings 
• Setting up user workstations 
• Using NWPSETUP to add/change master settings 
• Giving users access to WordPerfect dictionaries 
• Using startup options 
• Troubleshooting 
• Solving error messages 
• Running the tutorial on the network 
• Disabling keystrokes 
• Sharing WordPerfect files between IBM"' PCs and Macintosh® computers 
• Using network redirection commands 

Throughout this appendix, we have provided special NetWare tips, which are 
indicated by the NetWare Users: tag. The Troubleshooting and Solving Error 
Messages sections below include tips for other networks. 

Getting Help 
Everyone needs help on occasion. If, after reading this appendix, you are still 
having trouble networking WordPerfect. our Network Support Operators are 
ready to help. Just dial 1-800-321-3389 Monday through Friday, from 7 a.m. to 
6 p.m. Mountain time. This is a toll-free call. If you are in an area where the 
phone system does not handle toll-free numbers, you can reach the Network 
Support group by dialing (801) 226-4777, but you will be charged for the call. 
You can also fax your problem to (801) 222-4377. 

Before you call. try to repeat the keystrokes or procedures that you did before 
encountering problems. Note these procedures and have them on hand. Open 
this appendix so that you can refer to it as the Customer Support Operator helps 
you. 

This section explains what you need to know before you install WordPerfect and 
how to prepare your file server for installation. 
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Server or Workstation?
You can install WordPerfect on a network server or on users' individual 
workstations. The benefit of installing to the server is that users may access 
WordPerfect without sacrificing their own hard disk space (if they have a hard 
disk). The advantage of installing to a workstation is that WordPerfect runs 
faster and is not subject to network down time. The installation steps below 
work for either kind of installation.

Understanding Your Software License Agreement
Whether you are installing to a server or a workstation, the total number of 
WordPerfect copies in use should not exceed the number printed on your 
Certificate of License.

You should have received this certificate when you purchased WordPerfect, or 
when you purchased WordPerfect additional licenses packages. Take a minute to 
review it. The Software License Agreement on the back of your Certificate of 
License explains more about using multiple copies of WordPerfect.

If you have more users than you have licenses, contact WordPerfect Information 
Services at 1-800-451-5151 to receive information about purchasing additional 
licenses. This is a toll-free call. If you are in an area where the phone system 
does not handle toll-free calls, dial 1-801-225-5000. You can also contact your 
dealer for additional license prices.

Required Disk Space
You'll need at least 4.5M of available disk space on the machine to which you 
will install WordPerfect.

Checking Rights/Privileges to Installation Drive
Make sure you have sufficient rights or privileges to the drive to which you are 
going to install WordPerfect (e.g., you should be able to copy, rename, type, 
delete, read, and create).

Planning WordPerfect Directories
A common mistake is to begin the installation process without a "game plan" for 
WordPerfect directories. To avoid confusion later, take a minute now to sketch 
out how you want to organize WordPerfect directories.

You can set up WordPerfect files in one directory or in multiple directories. The 
tables below explain the advantages and disadvantages of each type of 
installation.
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Server or Workstation? 
You can install WordPerfect on a network server or on users' individual 
workstations. The benefit of installing to the server is that users may access 
WordPerfect without sacrificing their own hard disk space (if they have a hard 
disk). The advantage of installing to a workstation is that WordPerfect runs 
faster and is not subject to network down time. The installation steps below 
work for either kind of installation. 

Understanding Your Software License Agreement 
Whether you are installing to a server or a workstation, the total number of 
WordPerfect copies in use should not exceed the number printed on your 
Certificate of License. 

You should have received this certificate when you purchased WordPerfect, or 
when you purchased WordPerfect additional licenses packages. Take a minute to 
review it. The Software License Agreement on the back of your Certificate of 
License explains more about using multiple copies of WordPerfect. 

If you have more users than you have licenses, contact WordPerfect Information 
Services at 1-800-451-5151 to receive information about purchasing additional 
licenses. This is a toll-free call. If you are in an area where the phone system 
does not handle toll-free calls, dial 1-801-225-5000. You can also contact your 
dealer for additional license prices. 

Required Disk Space 
You'll need .it least 4 .5M of available disk space on the machine to which you 
will install WordPerfect. 

Checking Rights/Privileges to Installation Drive 
Make sure you have sufficient rights or privileges to the drive to which you are 
going to install WordPerfect (e.g., you should be able to copy, rename. type. 
delete, read. and create) . 

Planning WordPerfect Directories 
A common mistake is to begin the installation process without a "game plan" for 
WordPerfect directories. To avoid confusion later. take a minute now to sketch 
out how you want to organize WordPerfect directories. 

You can set up WordPerfect files in one directory or in multiple directories. The 
tables below explain the advantages and disadvantages of each type of 
installation. 
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One Directory

Advantages

Simplifies the installation 
process. Ideal if you have a 
small network and/or if you are 
not concerned about rights.

Simplifies the installation of 
interim releases since all files 
are copied to only one 
directory.

Disadvantages

Reduces flexibility on the network. 
Users will either have all rights or no 
rights.

Compromises file integrity if users 
have all rights to files.

Generates more work for you as the 
network supervisor. If the users have 
limited rights to files, they will 
probably rely heavily on you to set 
up WordPerfect initially and to make 
changes thereafter.

Makes it more difficult to determine 
what files serve what purpose.

Multiple Directories

Disadvantages

Increases the complexity of 
installation and may require more 
time to assign rights.

Requires more effort to maintain 
since you will have to keep track of 
which files are in which directory.
Makes the installation of an interim 
release more complicated unless you 
have good records of what files are 
in each directory.

We suggest a multiple directory installation because it affords greater flexibility 
for you and your users and because it allows individualized file security. The 
table below proposes a method for organizing WordPerfect files into multiple 
directories. The drive letter “J” is for illustrative purposes only. You can create 
these directories now using the DOS MD command, or you can let the 
Installation Program create them for you (see Installing WordPerfect on the 
Network below).

Wait until after installing WordPerfect to assign rights to these directories (see 
Granting Rights/Privileges below).

Advantages

Increases the flexibility of 
access to files. Multiple 
directories make it possible for 
you to assign different levels of 
security as needs dictate.

Gives users more autonomy;
lc ls  them  ch a n g e  settings
without your help.

Helps you to organize files.
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One Directory 
- ---------- --------------

Advantages 

Simplifies the installation 
process. Ideal if you have a 
small network and/or if you are 
not concerned about rights. 

Simplifies the installation of 
interim releases since all files 
are copied to only one 
directory. 

Multiple Directories 

Advantages 

Increases the flexibility of 
access to files . Multiple 
directories make it possible for 
you to assign different levels of 
security as needs dictate . 

Gives users more autonomy; 
let~ them chu11ge settings 

without your help. 

Helps you to organize files. 

Disadvanta~es 

Reduces flexibility on the network. 
Users will either have all rights or no 
rights. 

Compromises file integrity if users 
huve all rights to files. 

Generates more work for you as the 
network supervisor. If the users have 
limited rights to files, they will 
probably rely heavily on you to set 
up WordPerfect initially and to make 
changes thereafter. 

Makes it more difficult to determine 
what files serve what purpose. 

Disadvantages 

Increases the complexity of 
installation and may require more 
time to assign rights. 

Requires more effort to maintain 
since you will have to keep track of 
which files are in which directory. 

Makes the mstallation or an interim 
release more complicated unless you 
have good records of what files are 
in each directory. 

We suggest a multiple directory installation because it affords greater flexibility 
for you and your users and because it allows individualized file security. The 
table below proposes a method for organizing WordPerfect files into multiple 
directories . The drive letter "J" is for illustrative purposes only. You can create 
these directories now using the DOS MD command. or you can let the 
Installation Program create them for you (see Installing WordPerfect 011 the 
Network below). 

Wait until after installing WordPerfect to assign rights to these directories (see 
Granting Rights/Privileges below). 
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Installing WordPerfect 
on the Network

WordPerfect Files Pathname Example

WP.EXE
WP.FIL
WP{WP|.ENV

J:\WP51

WP( WPj.SET 
NWPSETUP.EXE 
W P ixy}. SET

J:\WP5I\SETUP

*.PRS
*.ALL

J:\WP5I\PRINTERS

TUTOR.COM
*.TUT
*.WKB

J:\WP51\LEARNING

*.WPK (common) 
*.WPM (common)

J:\WP51\MACROS

*.WPG J:\WP51\GRAPHICS

WP{ WPJUS.LEX 
WP{WP}US.SPW 
WP{ WPJUS.THS 
WPfWPjUS.HYC 
WPxy.y}US.SUP

J:\WP51\SPELLER

Documents 
WP.yxy{.BV1 
WP.Y.V.Y ( .TV |
WPaxy{.SPC 
WP.vxvf.CHK 
*.WPM (personal) 
*.WPK (personal)

J :\USERS\i/.serc///rc7w.v

If you don't specify a location for personal macro (*.WPM) files, WordPerfect 
looks for them in the directory where WP.EXE is located, and then in the default 
directory. If you don't specify a location for personal keyboard (*.WPK) files, 
WordPerfect looks next in the default directory only; WordPerfect does not look 
in the program directory for personal keyboard files.

NetWare Users: Because you will not be able to exit the Installation Program to m ap a 
search drive to the directory that contains WP.EXE, we recommend m apping a search 
drive now. Only one search drive is needed to run W ordPerfect on NetWare.

Your WordPerfect package contains an Installation Program that you should use 
to install WordPerfect on the network. Because the WordPerfect program files 
are in compressed format, you must use the Installation Program to install them.
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Installing WordPerfect 
on the Network 

WordPerfect Files 

WP.EXE 
WP.FIL 
WP(WPl.ENY 

WP(WP].SET 
NWPSETUP.EXE 
WP.uxj.SET 

*. PRS 
*.ALL 

TUTOR.COM 
*.TUT 
*.WKB 

*.WPK (common) 
*.WPM (common) 

*.WPG 

WP{WP}US.LEX 
WP{WP )US.SPW 
WP{WP }US.THS 
WP{WP)US.HYC 
WPxxx) US.SUP 

Documents 
WPxxx{.BYI 
WPxxx(.TYI 

WPxn{.SPC 
WP.rxx{.CHK 
*. WPM (personal) 
*.WPK (personal) 

Pathname Example 

J:\WP5 I 

J:\WP5 I\SETUP 

J:\ WP5 I \PRINTERS 

J:\WP5 !\LEARNING 

J:\WP51\MACROS 

J :\ WP5 I \G RAPHICS 

J :\ WPS I \SPELLER 

J :\USERS\userdirecrory 

If you don't specify a location for personal macro (* .WPM) files, WordPerfect 
looks for them in the directory where WP.EXE is located. and then in the default 
directory. If you don't specify a location for persona l keyboard (*. WPK) files, 
WordPerfect looks next in the defaulr directory only; WordPerfect does not look 
in the program directory for personal keyboard files. 

Ne/Ware Users: Because wm u·il/ 11or he ahle ro e.riT The illstal/ation Program ro map a 
search drive ro The direcrory rhar co11tai11s WP.EXE. we recommend 111appi11R a search 
dri1•e 11011'. Only 011e search dril·e is needed ro ru11 WordPe,fect 011 NetWare. 

Your WordPerfect package contains an Installation Program that you should use 
to install WordPerfect on the network. Because the WordPerfect program files 
are in compressed format, you must use the Install ation Program to install them. 
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If you have trouble using the Installation Program, call toll-free 1-800-533-9605. 
Have the Installation Program running so that you can refer to it as the Customer 
Support Operator helps you.

To install WordPerfect,

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

2 Insert the diskette labeled Install/Learn/Utilities 1 into your file server's 
disk drive.

3 Enter atinsfall (or b:install if you are using the B drive) at the DOS prompt.

4 Press Enter.

5 Type y to continue.

6 Type y for hard disk.

7 Select Network (3) for a network installation.

8 Select Install Files From (1) and enter the drive from which you will install 
WordPerfect.

9 Select Install Files To (2) and enter the drive letters and directories to which 
you will install WordPerfect and to which all users will have access.

NetWare Users: Specify network drive letters rather than search drive letters.

10 Select Install Disks (3) to copy files.

11 Type y if you want to copy files; type n if you don't want to copy files.

12 Select Check CONFIG.SYS and AUTOEXEC.BAT (4).
Selecting this option checks and edits (if necessary) the CONFIG.SYS and 
AUTOEXEC.BAT files on the machine that you are using to install WordPerfect. 
You should also check and/or adjust these files on each user's workstation 
individually.

The Installation Program ensures that at least 20 files can be open at one time, 
and that the directory that contains the WordPerfect program is in the PATH.

NetWare Users: T h e re 's  no  reason to  use  the PATH  s ta te m e n t i f  y o u  h a ve  a  se arch  drive  
m a p p e d  to the m a in  W ordP erfect directory.

13 Select Check WordPerfect Network Environment file (WP{WP}.ENV) (5).

The WordPerfect environment file is a DOS text file that is referenced each time 
you start WordPerfect. Two startup options are placed in this file: The /nt 
option, which tells WordPerfect to operate as networked software under the 
network you designate, and the /ps option, which specifies the location of where 
WordPerfect will place setup files.
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If you have trouble using the Installation Program, call toll-free 1-800-533-9605. 
Have the Installation Program running rn that you can refer to it as the Customer 
Support Operator helps you . 

To install WordPerfect. 

Make sure the destination resource (or drive) to which you intend to install 

WordPerfect is available. 

2 Insert the diskette labeled Install/Learn/Utilities I into your tile server's 
disk drive. 

3 Enter a:insh1II (or b:install if you are ming the B drive) at the DOS prompt. 

4 Press Enter. 

5 Type y to continue. 

6 Type y for hard disk. 

7 Select Network (3) for a network installation. 

8 Select Install Files From (I) and enter the drive from which you will install 
WordPerfect. 

9 Select Install Files To (2) and enter the drive letters and directories to which 
you will install WordPerfect and to which all users will have access. 

NetWare Users: Specify nem;ork drive letters rather 1ha11 search drive /e11ers . 

10 Select Install Disks (3) to copy files . 

11 Type y if you want to copy files; type n if you don't want to copy files. 

12 Select Check CONFIG.SYS and AUTOEXEC.BAT (4). 

Selecting this option checks and edits (if necessary) the CONFIG.SYS and 
AUTOEXEC.BAT files on the machine that you are using to install WordPerfect. 
You should also check and/or adjust these files on each user's workstation 
individually. 

The Installation Program ensures that at least 20 files can be open at one time, 
and that the directory that contains the WordPerfect program is in the PATH. 

NetWare Users: There's no reason to use the PATH stateme/11 ifvou have a search drive 
mapped /0 the main WordPerfect directorv. 

13 Select Check WordPerfect Network Environment file (WP{WP}.ENY) (5). 

The WordPerfect environment file is a DOS text file that is referenced each time 
you start WordPerfect. Two startup options are placed in this file: The /nt 
option. which tells WordPerfect to operate as networked software under the 
network you designate. and the /ps option, which specifies the location of where 
WordPerfect will place setup files. 
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14 Select the number below that corresponds to your network operating system.

0- Other
1- Novell NetWare
2- Banyan Vines
3- TOPS Network
4- IBM PC LAN
5- Nokia PC-Net
6- 3COM 3+ Share
7- lONET
8- LANtastic
9- AT&T StarGROUP 
A-DEC Pathworks 
B-3COM 3+ OPEN 
C-Banyan Streetalk

Network number 4 can also be used for any of the following networks:

• IBM LAN Server
• Microsoft LAN Manager
• Ungerman Bass LAN Manager
• LANsmart
• PC NOS
• DNA
• Invisible NET
• NetWare Lite
• Main LAN
• PowerLAN
• HP LAN Manager
• CBIS

If your network is not listed above, try network numbers 4 or 0. If neither of 
these choices works, call Network Support at the numbers listed above. If you 
do not choose a network number, WordPerfect will not run as a network-aware 
application. After you select your network, you are prompted for the setup file 
directory.

15 Enter the pathname where you want WordPerfect to write setup files.

Using the information you provide, the Installation Program inserts the network 
number and setup directory pathname next to their respective startup options.
For example, if you selected Novell NetWare (1) and you specify 
J:\WP5I\SETUP as the setup file directory, then the following information would 
appear in the WordPerfect environment file (WP{WPJ.ENV):

/nt=l
/ps=j:\wp51\setup

If you need to change the network number or setup file directory pathname, you 
can edit the WordPerfect environment file using a DOS text editor. Though we 
do not recommend it, you can include other startup options in the WordPerfect
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14 Select the number below that corresponds to your network operating system. 

0-Other 
I-Novell NetWare 
2-Banyan Vines 
3-TOPS Network 
4-IBM PC LAN 
5-Nokia PC-Net 
6-3COM 3+ Share 
7- IONET 
8-LANtastic 
9-AT &T StarGROUP 
A-DEC Pathworks 
B-3COM 3+ OPEN 
C-Banyan Streetalk 

Network number 4 can also be used for any of the following networks: 

• IBM LAN Server 
• Microsoft LAN Manager 
• Ungerman Bass LAN Manager 
• LANsmart 
• PC NOS 
• DNA 
• lnvisihle NET 
• NetWare Lite 
• Main LAN 
• PowerLAN 
• HP LAN Manager 
• CBIS 

If your network is not listed above, try network numbers 4 or 0. If neither of 
these choices works, call Network Support at the numbers listed above. If you 
do not choose a network number. WordPerfect will not run as a network-aware 
application. After you select your network, you are prompted for the setup file 
directory. 

·15 Enter the pathname where you want WordPerfect to write setup files . 

Using the information you provide, the Installation Program inserts the network 
number and setup directory pathname next to their respective startup options. 
For example. if you selected Novell Net Ware (I) and you specify 
J:\WPS I\SETUP as the setup file directory, then the following information would 
appear in the WordPerfect environment tile (WP{WP} .ENY): 

/nt=l 
/ps=j:\wp5 I \setup 

If you need to change the network number or setup file directory pathname, you 
can edit the WordPerfect environment tile using a DOS text editor. Though we 
do not recommend it, you can include other startup options in the WordPerfect 
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environment file, provided that they start with the letters “p” or “n.” Do not 
include the /u or Id startup options in the WordPerfect environment file.

16 Choose Select and Install Printer and Exit (6).

17 Insert the Printer master diskette into the disk drive.

Depending on the printer files you need to install, the Printer master diskette is 
either the Printer 1 diskette or a an additional Printer diskette numbered 5 or 
greater. You can call WordPerfect Orders at 1-800-321-4566 to obtain additional 
printer diskettes.

18 Select each type of printer that will be on the network.

This step selects the appropriate .ALL file that you will later use to create a 
specific .PRS (Printer Resource) file for each printer on your network (see 
Creating the Master Setup File and Setting Up Network Printers below). This 
step also exits the Installation Program.

You are now finished with the installation process.

Granting
Rights/Privileges

Before any users start WordPerfect on the network, you should secure files that 
are critical to the operation of WordPerfect. You secure such files by granting 
read-only rights (or equivalent) to directories and/or to files themselves. Read­
only rights let users use files but prevent users from modifying the files.

This section explains the general level of security that is suggested for 
WordPerfect directories, which files need read-only (or equivalent) rights, and 
how to use the security mechanisms within WordPerfect to enhance protection.

Protecting Directories
Securin g  a directory secures the files within that d irectory T he following table 
lists 12 major networks and the rights or privileges that users should have to the 
directories that they will use with WordPerfect.

You assign rights to directories using a special utility provided by your network 
such as the SYSCON utility or GRANT command line utility offered by Novell.
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Granting 
Rights/Privileges 

environment file, provided that they start with the letters ·•p" or "n." Do nor 
include the /u or /d startup options in the WordPerfect environment file. 

16 Choose Select and Install Printer and Exit (6) . 

17 Insert the Printer master diskette into 1he disk drive. 

Depending on the printer files you need to install, the Printer master diskette is 
either the Printer I diskette or a an additional Printer diskette numbered 5 or 
greater. You can call WordPerfecl Orders at 1-800-321-4566 10 obtain additional 
printer diskettes. 

18 Select each type of printer that will be on the network. 

This step selects the appropriate .ALL file that you will later use to create a 
specific .PRS (Printer Resource) file for each printer on your network (see 
CreatinR the Master Setup File and Serring Up Nenmrk Primers below). This 
step also exits the Installation Program. 

You are now finished with the installation process. 

Before am· users start WordPerfect on the network, you should secure files that 
are critical to the operation of WordPerfect. You secure such files by granting 
read-only rights (or equivalent) to directories and/or to files themselves. Read­
only right:; let users use files but prevent users from modifying the files. 

This section explains the general level of security that is suggested for 
WordPerfect directories, which files need read-only (or equivalent) rights, and 
how to use the security mechanisms within WordPerfect to enhance protection. 

Protecting Directories 
Securing a directory secures the file,:: within that directory The following table 
lists 12 major networks and the rights or privileges that users should have to the 
directories that they will use with WordPerfect. 

You assign rights to directories using a special utility provided by your network 
such as the SYSCON utility or GRANT command line utility offered by Novell. 
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Network
Operating System

WordPerfect 
Executable Files

Setup and 
Temporary Files

Most Location 
of Files 
Directories*

Printer**,
Graphics, and Main 
Dictionary Files

Novell NetWare 
286

Read, Open. 
Search

All but Parental All but Parental Read, Open, Search

Novell NetWare 
386

Read, Filescan All but 
Supervisor 
and Access 
Control

All but
Supervisor 
and Access 
Control

Read, Filescan

Banyan Vines Read or R Modify or M Modify or M Read or R

IBM PC LAN Read, Execute Read, Write, 
Create, Execute

Read, Write, 
Execute, Delete

Read

IBM OS/2 LAN Read, Execute Read, Write, 
Create, Execute

Read, Write, 
Execute, Delete

Read

MS LAN MAN 
2.0

Read, Execute Read, Write, 
Create, Execute

Read, Write, 
Delete

Read, Execute

3COM 3+ Share Read Read, Write, 
Create

Read,
Write

Read

10NET Read Read, Write, 
Create

Read, Write, 
Create

Read

LANtastic Read,
File Lookup, 
Execute

All but Physical 
A c ce ss  to D e v ice s

All but Physical
A c c e ss  to 
Devices

Read and File
L ookup

AT&T Read, Execute Read, Write,
Create,
Delete

Read, Write,
Execute,
Delete

Read

DEC Pathworks 
PCS A

Disk Service File Service File Service File Service

3 COM 3+ OPEN Read, Execute Read, Write,
Create,
Delete

Read, Write,
Execute,
Delete

Read

*These include the Backup. Keyboard. Macros, Supplementary Dictionary, Style, Documents, and 
Spreadsheet files.

**Because you cannot edit a file that is read-only, wait until after you have created the master setup file 
(WP(WP).SET) and set up network printers to assign rights to the directory that contains printer files (see 
Creating the Master Setup File and Setting Up Network Printers below).
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Network WordPerfect Setup and Most Location Printer**, 
Operating System Executable Files Temporary Files of Files Graphics, and Main 

Directories* Dictionary Files 

Novell NetWare Read. Open. All but Parental All but Parental Read, Open, Search 
286 Search 

Novell NetWare Read. Filescan All but All but Read, Filescan 
386 Supervisor Supervisor 

and Access and Access 
Control Control 

Banyan Vines Read or R Modify or M Modify or M Read or R 

IBM PC LAN Read. Execute Read. Write. Read, Write. Read 
Create, Execute Execute, Delete 

IBM OS/2 LAN Read. Execute Read, Write. Read. Write, Read 
Create. Execute Execute. Delete 

MS LAN MAN Read. Execute Read. Write, Read. Write, Read, Execute 
2.0 Create. Execute Delete 

3COM 3+ Share Read Read. Write. Read. Read 
Create Write 

l0NET Read Read. Write. Read. Write. Read 
Create Create 

LANtastic Read. All but Physical All but Physical Read and File 
File Lookup. Acee,, to Device~ Acce~s to Lookup 
Execute Devices 

AT&T Read. Execute Read. Write. Read, Write, Read 
Create. Execute, 
Delete Delete 

DEC Pathworks Disk Service File Service File Service File Service 
PCSA 

3 COM 3+ OPEN Re.id. Execute Read. Write, Read. Write. Read 
Create. Execute. 
Delete Delete 

*These include the Backup. Keyboard. Macros. Supplementary Dictionary, Style. Documents, and 
Spreadsheet files. 

**Because you cannot edit a file that is read-only, wait until after you have created the master setup file 
(WP{WP).SET) and set up network printers to assign rights to the directory that contains printer files (see 
Creating the Master Setup File and Setting Up Network Printers below). 

938 APPENDIX R NETWORKING WOROPERFECT 



What Rights Should Users Have to Printer Files?
As a general rule, you should give users read-only rights to printer files 
(those with .PRS and .ALL extensions). However, if users do not have the 
ability to change these files, they will have to depend on you. their network 
supervisor, to perform simple tasks such as adding new paper sizes and 
types, cartridges, or fonts.

The extent to which you allow users to edit printer settings depends upon 
your network managerial style and your company's needs. If you want to 
maintain control over printer files, then grant read-only rights (or equivalent).

If you want to relax the level of security to printer files, enabling users to 
change settings, then grant them read/write rights (or equivalent). While this 
could place the files at risk, you can always make copies of the printer files 
and place them in a protected directory for safekeeping.

Protecting Individual Files
Securing a specific file is the deepest level of protection you can give a file. In 
addition to the directory security that you provide above, you should also secure 
WordPerfect files with the following extensions:

.COM .HLP .PRS*
CRS .HYC .THS
DRS IRS .VRS
EXE .LEX .WPK
FIL LRS
,FRS .MRS

*Because you cannot edit a file that is read-only, wait until after you have edited 
printer files to assign rights to individual printer files.
Use the DOS ATTRIB command to set these files to +R, or use your network's 
file attribute feature.

NetWare Users: Use the FLAG command to set these files to SRO.

WordPerfect File Security
To augment your network's security features, WordPerfect offers two types of 
file security: file locking and passwords.

File Locking
When a user retrieves a file from the network that is being used by someone 
else, brackets appear around the filename. For example:

[J:\USERS\DOCUMENTS\PROPOSAL. 1 ]

The brackets around the filename indicate that the file is locked. If a 
filename appears this way, you may edit the file, but you must choose a 
different filename when saving changes. This ensures that only one person 
can edit a file at a time.
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What Rights Should Users Have to Printer Files? 
As a general rule. you should give users read-only rights to printer files 
(those with .PRS and .ALL extensions ). However. if users do not have the 
ability to change these tiles. they will have to depend on you. their network 
supervisor, to perform simple tasks such as adding new paper sizes and 
types, cartridges, or fonts. 

The extent to which you allow users to edit printer settings depends upon 
your network managerial style and your company's needs. If you want to 
maintain control over printer files. then grant read-only rights (or equivalent). 

If you want to relax the level of security to printer files. enabling users to 
change settings. then grant them read/write rights (or equivalent). While this 
could place the tiles at risk, you can always make copies of the printer files 
and place them in a protected directory for safekeeping. 

Protecting Individual Files 
Securing a specitic file is the deepest level of protection you can give a tile. In 
addition to the directory security that you provide above, you should also secure 
WordPerfect files with the following extensions: 

.COM .HLP .PRS* 
CRS .HYC .THS 
DRS IRS .YRS 
EXE .LEX .WPK 
FIL LRS 

.FRS .MRS 

*Because you cannot edit a file that is read-only. wait until after you have edited 
printer tiles to assign rights to individual printer files. 

Use the DOS ATTRIB command to set these tiles to +K, or use your network·s 
file attribute feature. 

NetWare Users: Use the FLAG comma11J to set these fi les IO SRO. 

WordPerfect File Security 
To augment your network's security features. WordPerfect offers two types of 
file security: file locking and passwords. 

File Locking 
When a user retrieves a file from the network that is being used by someone 
else, brackets appear around the tilename. For example: 

[J:\USERS\DOC UMENTS\PROPOSAL.l] 

The brackets around the tilename indicate that the tile is locked. If a 
filename appears this way, you may edit the tile. but you must choose a 
different filename when saving changes. This ensures that only one person 
can edit a tile at a time. 
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Passwords
You can assign individual passwords to files so that if you do not have the 
correct password you cannot access that file (see Locked Documents in 
Reference).

Establishing 
Network-Wide 
WordPerfect 
Default Settings

You can establish network-wide default settings to help give company documents 
a consistent, uniform look.

For example, the company format may have a certain font, l-inch margins, left 
justification, and the date inserted at the top right of the first page.

Many users will probably define their own setup after you have established 
default or “master" settings. As the network supervisor, you should decide how 
much autonomy users will have over their own settings. You can maintain 
control over several key default settings using the Network Setup Utility 
(NWPSETUP) provided with WordPerfect (see Using NWPSETUP to 
Add/Change Master Settings below).

Possible Default Settings
WordPerfect is shipped with predefined default settings that many people will 
find satisfactory; however, you can edit these settings to fit your company's 
needs. WordPerfect records default settings in Setup and Printer Resource files, 
which you can identify by their .SET and .PRS extensions, respectively. The 
following lists, which are organized by the settings that each file contains, show 
which settings you can make.

.SET .PRS
- Setup Iniiial C od es
• Location of Files pathnames
• Initial document font
• Backup interval
• Keyboard names
• Screen size
• Beep options
• Screen attributes
• Repeat count
• Table of Authorities definition
• Date format
• Mouse settings
• Graphics screen type
• Default printer*
• Print options*
• Printer list*
• Printer ports*
• Printer names*
• Path for downloadable fonts*

*Note that .SET files contain some printer information.

•  S h e e t  f e e d e r s

• Paper Size/Type
• Cartridges and fonts
• List of fonts
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Establishing 
Network-Wide 
WordPerfect 
Default Settings 

Passwords 
You can assign individual passwords to files so that if you do not have the 
correct password you cannot access that file (see Locked Documents in 
Reference). 

You can establish network-wide default settings to help give company documents 
a consistent. uniform look. 

For example. 1he company format may have a certain font, I -inch margins, left 
justifica1ion. and the dale inserted at !he top right of the first page . 

Many users will probably define !heir own setup after you have established 
default or "ma<;ter" settings. As the network supervisor. you should decide how 
much autonomy users will have over their own settings. You can maintain 
control over several key default settings using the Network Setup Utility 
(NWPSETUP) provided wi1h WordPerfect (see Using NWPSETUP to 
Add/Change Master Settings below) . 

Possible Default Settings 
WordPerfect is shipped with predefined default settings that many people will 
find satisfactory; however, you can edit these settings to fit your company's 
needs. WordPerfect records default settings in Setup and P rinter Resource files, 
which you can identify by their .SET and .PRS extensions, respectively. The 
following lists, which are organized by the settings that each tile contains. show 
which settings you can make. 

.SET .PRS 

• Setup Initial Colle~ • ~ neet teecters 
• Location of Files pathnames • Paper Size/Type 
• Initial document font • Cartridges and fonts 
• Backup interval • Li st of fonts 
• Keyboard names 
• Screen size 
• Beep options 
• Screen attributes 
• Repeat coum 
• Table of Authorities definilion 
• Date format 
• Mouse seltings 
• Graphics screen type 
• Default printer* 
• Print options* 
• Printer list* 
• Printer ports* 
• Printer names* 
• Path for downloadable fonts* 

*Nole that .SET files contain some printer information. 
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Master vs. Personal Setup Files
Setup files come in two varieties: master and personal. The master setup file 
contains company-wide default settings and uses the network supervisor initials 
( {wp) in its filename. Personal setup files are defined by the individual user and 
override the master setup file settings for that user only. They include users' 
unique initials. For example:

Master Setup File

WPjWPj.SET

Personal Setup Files
WPKLCJ.SET 
WPKSW}.SET 
WPGRM) SET 
WPBWK) .SET 
WPRSBj.SET

Personal setup files inherit the settings in the master setup file the first time a 
user starts WordPerfect. It is therefore best to define a master setup file before 
users start WordPerfect so that they will acquire the default settings you want 
them to.

If you define a master setup file after users start WordPerfect, they will only 
inherit the default settings that ship with WordPerfect, which may not be the 
ones you want them to have. For example, suppose you add a new printer to the 
network and a corresponding printer definition in WordPerfect. The only users 
that will see this printer in the WordPerfect Print: Select Printer menu will be 
those that start WordPerfect for the first time after you have added the printer. 
This rule applies to any changes you make to the master setup file.
Y o u  c a n  s t i l l  m a k e  c h a n g e s  to  p e r s o n a l  s e tu p  f i le s  a f t e r  u s e r s  h a v e  s ta r te d
WordPerfect, but only by starting each user’s copy of WordPerfect with his or 
her unique initials and making changes individually, or by deleting all users' 
setup files so that new ones, based on the latest master setup file, are created.
As this could be time consuming, we recommend running the NWPSETUP 
utility instead to add or change settings. Using NWPSETUP to Add/Change 
Master Settings below explains which settings it can change.

Using Initials Consistently
To ensure that only one setup file exists for each user, users should use the same 
initials every time they start WordPerfect. The /u startup option can be used in 
each user's AUTOEXEC.BAT file (or login script for NetWare users) to ensure 
that WordPerfect starts with the same initials every time (see Setting Up User 
Workstations below to learn how).

Checking Rights to the Setup File Directory
During installation, you were asked to enter a pathname for the setup file 
directory. Double check to make sure that users have sufficient rights or 
privileges to this directory as outlined under Granting Rights/Privileges above.
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Master vs. Personal Setup Files 
Setup files come in two varieties: master and personal. The master setup file 
contains company-wide default settings and uses the network supervisor initials 
( ! wp) in its filename. Personal setup files are defined by the individual user and 
override the master setup file settings for that user only. They include users' 
unique initials. For example: 

Master Setup File 

WP(WP! .SET 

Personal Setup Files 

WPKLC).SET 
WPKSWl.SET 
WPGRMl SET 
WPBWK).SET 
WPRSB).SET 

Personal setup files inherit the settings in the master setup file the first time a 
user starts WordPerfect. It is therefore best to define a master setup file before 
users start WordPerfect so that they will acquire the default settings you want 
them to. 

If you define a master setup file after users start WordPerfect. they will only 
inherit the default settings that ship with WordPerfect. which may not be the 
ones you want them to have. For example, suppose you add a new printer to the 
network and a corresponding printer definition in WordPerfect. The only users 
that will see this printer in the WordPerfect Print: Select Printer menu will be 
those that start WordPerfect for the first time after you have added the printer. 
This rule applies to any changes you make to the master setup tile. 

You can still n1akc changes to per!-.:onal !-.:etup file~ after users have started 

WordPerfect. but only by starting each user's copy of WordPerfect with his or 
her unique initials and making changes individually, or by deleting all users· 
setup files so that new ones. based on the latest master setup file, are created. 
As this could be time consuming. we recommend running the NWPSETUP 
utility instead to add or change settings. Usi11g NWPSETUP to Add/Cha11ge 
Master Settings below explains which settings it can change. 

Using Initials Consistently 
To ensure that only one setup file exists for each user. users should use the same 
initials every time they start WordPerfect. The /u startup option can be used in 
each user's AUTOEXEC.BAT file (or login script for NetWare users) to ensure 
that WordPerfect starts with the same initials every time (see Setting Up User 
Workstations below to learn how). 

Checking Rights to the Setup File Directory 
During installation. you were asked to enter a pathname for the setup file 
directory. Double check to make sure that users have sufficient rights or 
privileges to this directory as outlined under Granting Rights/Privileges above. 

APPENDIX R NETWORKING WORDPERFECT 941 



Creating the Master Setup File and Setting Up Network Printers
Now that you understand how default settings are set, where they are recorded, 
and how users inherit them, you're ready to create a master setup file 
(WP(WP).SET) and set up network printers.

1 Start WordPerfect using the {wp network supervisor initials by entering 
w p /u = { w p  at the DOS prompt.

Because the master setup file (WPjWPJ.SET) can only be created by starting 
WordPerfect with the {wp network supervisor initials, you must use these 
initials. If you use other initials, such as SUP, WordPerfect will create a setup 
file based on those initials (e.g., WPSUPJ.SET), but WordPerfect will not 
recognize it as a master setup file.

2 Set up the document format initial settings that you would like all users to 
have every time they create a WordPerfect document.

Document format initial settings include justification, margins, single or double 
spacing, etc. See Setup and Format in Reference for a complete list of options.

3 If you want to specify a keyboard, press S e t u p  (Shift-Fl), then select 
Keyboard Layout (5).

4  Press S e t u p  (Shift-Fl), then select Location of Files (6) to organize directory 
pathnames.

Location of Files pathnames change frequently on a network because users edit 
pathnames to fit their own needs. However, as the network supervisor, you 
should establish some initial pathnames to help users get started.
Use me table below as a guide while you specify Location of Files pathnames. 
Note that some pathnames require a master setup file setting, while others may 
be set in either the master setup file, the user setup file, or may simply be left 
blank.

L o c a t io n  o f  F i le s  D ir e c t o r y S u g g e s t e d  S e t t in g

Backup Files
Keyboard/Macro Files
Thesaurus/Spell/Hyphenation (Main)
Thesaurus/Spell/Hyphenation (Supplementary)
Printer Files
Style Files
Library Filename
Graphics Files
Documents
Spreadsheet Files

Master
Master, User, or Blank 
Master
Master, User, or Blank 
Master. User, or Blank 
Master, User, or Blank 
Master, User, or Blank 
Master, User, or Blank 
Blank 
Blank

5 Press P r in t  (Shift-F7), then choose Select Printer (s).

6 Examine the list that is displayed and make sure a unique printer definition 
(or .PRS file) exists for each printer on the network.
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Creating the Master Setup File and Setting Up Network Printers 
Now that you understand how default settings are set. where they are recorded, 
and how users inherit them, you 're ready to create a master setup file 
(WP(WPl.SET) and set up network primers. 

1 Star! WordPerfect using the { wp network supervisor initials by entering 
wp/u={wp at the DOS prompt. 

Because the master setup tile (WP{ WP} .SET) can only be created by starting 
WordPerfect with the { wp network supervisor initials, you must use these 
initials. If you use other initials, such as SUP, WordPerfect will create a setup 
file based on those initials (e.g., WPSUP).SET), but WordPerfect will not 
recognize it as a master setup file. 

:2 Set up the document format initial settings that you would like all users to 
have every time they create a WordPerfect document. 

Document format initial settings include justification. margins, single or double 
spacing, etc. See Setup and Format in Reference for a complete list of options. 

:3 If you want to specify a keyboard. press Setup (Shift-Fl), then select 
Keyboard Layout (5). 

4 Press Setup (Shift-FI), then select Location of Files (6) to organize directory 
pathnames. 

Location of Files pathnames change frequently on a network because users edit 
pathnames to fit their own needs. However, as the network supervisor, you 
should establish some initial pathnames to help users get started. 

use the table below as a guide while you specify Location of Files pathnames. 
Note that some pathnames require a master setup file setting, while others may 
be set in either the master setup file, the user setup file, or may simply be left 
blank. 

Location of Files Directory 

Backup Files 
Keyboard/Macro Files 
Thesaurus/Spell/Hyphenation (Main) 
Thesaurus/Spell/Hyphenation (Supplementary) 
Printer Files 
Style Files 
Library Filename 
Graphics Files 
Documents 
Spreadsheet Files 

5 Press Print (Shift-F7), then choose Select Printer (s). 

Suggested Setting 

Master 
Master, User, or Blank 
Master 
Master. User, or Blank 
Master. User, or Blank 
Master. User, or Blank 
Master, User, or Blank 
Master, User. or Blank 
Blank 
Blank 

6 Examine the list that is displayed and make sure a unique printer definition 
(or .PRS file) exists for each printer on the network . 
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Even though you may have two identical printers on the network, you should 
create a unique .PRS hie for each printer because each one may have unique 
(customized) settings (e.g., different cartridges, paper sizes and types, etc.) or at 
least a different location.

7 Copy previously created .PRS files, if necessary, so that they appear in the 
list as well.

8 Highlight a printer definition name.

9 Select Edit (3).

10 Select Name (1) and give the printer a unique name based on location or 
owner (e.g., WEST PRINTER or GREG'S PRINTER).

The name you give the printer will appear in the printer list.

11 Select Port (2) and select the appropriate port.

The port you select depends on how your network software handles print jobs. 
See Using Network Redirection Commands below for more information.

NetWare Users: B e c a u s e  th e  C A P T U R E  c o m m a n d  c o n ta in s  m a n y  v a r i a b l e s  th a t  c o u ld  

c a u s e  p r o b l e m s  i f  n o t  s e t  u p  p r o p e r l y , w e  r e c o m m e n d  p r i n t i n g  d i r e c t l y  to  th e  p r i n t  q u e u e .  

C h o o s e  " O th e r "  f o r  th e  p o r t  o p t io n  a n d  th e n  t y p e  th e  p r i n t  q u e u e  n a m e  w h e n  a s k e d  f o r  

th e  D e v i c e  o r  F i le n a m e .  You m a y  n e e d  to  u s e  a  s e r v e r / q u e u e  n a m e  i f  th e r e  a r e  m u l t ip le  

s e r v e r s .

12 Type y when asked if the printer is a network printer.

You should consider a printer a network printer if  it used by multiple users on 
the network.

13 Type n  when asked to suppress the top of the form on the last page of the 
document.

At the end of a print job. WordPerfect sends a form feed at the end of the 
document. If the network printer also produces an extra piece of blank paper 
after a print job, repeat step 13 above, but type y instead of n . If this doesn’t 
work, return the setting to “no” and consult your network documentation about 
form feeds.

14 Continue editing the printer definition by designating sheet feeders, 
cartridges, fonts, print wheels, an initial base font, paper sizes and types, and 
forms for this particular printer.

Many printers let you access additional fonts with interchangeable print 
cartridges, print wheels, or downloadable font files. The WordPerfect 
Cartridges/Fonts/Print Wheels feature lets you mark the cartridges, soft fonts, and 
print wheels you plan to use. See Cartridges/Fonts/Print Wheels in Reference 
for complete instructions for marking cartridges and fonts.

15 Repeat steps 8 through 14 for each printer in the Print: Select Printer list.

Files with .ALL extensions contain general printer information and are used to 
create printer-specific .PRS files. If you are concerned about disk storage space,

APPENDIX R: NETWORKING WORDPERFECT 9 4 3

Even though you may have two identical printers on the network, you should 

create a unique .PRS file for each printer because each one may have unique 
(customized) settings (e.g .. different cartridges, paper sizes and types, etc.) or at 
least a different location. 

7 Copy previously created .PRS fi Jes. if necessary. so that they appear in the 
list as well. 

B Highlight a printer definition name. 

9 Select Edit (3 ). 

1 D Select Name (I) and give the printer a unique name based on location or 
owner (e.g., WEST PRINTER or GREG'S PRINTER). 

The name you give the printer will appear in the printer list. 

11 Select Port (2) and select the appropriate port. 

The port you select depends on how your network software handles print jobs. 
See Using Network Redirection Commands below for more information. 

NetWare Users: Bemuse 1he CA PTURE command contains mw1r variables that could 
muse problems if nor set up properly, we recommend printinx directly to the print queue. 
Choose "Other" fen the port option and then type the print queue name when asked for 
the Device or Filename. You may need to use a sen·erlqueue nume if there are multiple 
servers. 

12 Type y when asked if the printer is a network printer. 

You should consider a printer a network printer if it used by multiple users on 
the network. 

13 Type n when asked to suppress the top of the form on the last page of the 
document. 

At the end of a print job. WordPerfect sends a form feed at the end of the 
document. If the network printer also produces an extra piece of blank paper 
after a print job. repeat step 13 above, but type y instead of n. [f this doesn't 
work, return the setting to "no" and consult your network documentation about 
form feeds. 

14 Continue editing the printer definition by designating sheet feeders , 
cartridges. fonts. print wheels. an initial base font, paper sizes and types. and 
forms for this particular printer. 

Many printers let you access additional fonts with interchangeable print 
cartridges. print wheels, or downloadable font files. The WordPerfect 
Cartridges/Fonts/Print Wheels feature lets you mark the cartridges, soft fonts. and 
print wheels you plan to use . See Cartridges/Font!>/Print Wheels in Reference 
for complete instructions for marking cartridges and fonts. 

15 Repeat steps 8 through 14 for each printer in the Print: Select Printer list. 

Files with .ALL extensions contain general printer information and are used to 
create printer-specific .PRS tiles. If you are concerned about disk storage space. 
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Setting Up User 
Workstations

you may want to delete .ALL files after you have selected printers. You can 
also copy them to a protected directory to prevent users from replacing .PRS 
files. If users replace a .PRS file, all default settings that you have established in 
that file will be lost.

In the event that you add or replace printers on your network, or select additional 
soft fonts or sheet feeders, you will need to access .ALL files. This may require 
using the Installation Program to re-install them if you have deleted them.

16 If you have given users read/write access (or equivalent) to the printer files 
directory, you may want to store a backup copy of each .ALL and .PRS file 
in a read-only (or equivalent) directory for safekeeping (see What Rights 
Should Users Have to Printer Files? above).

17 Exit WordPerfect without saving the document.

Before printing from the network, you should include your network’s redirection 
command in each user's AUTOEXEC.BAT file (or login script for NetWare 
users). See Setting Up User Workstations below.

You have now finished creating the master setup file and setting up network 
printers.

Before users start WordPerfect from their workstations, you may want to include 
various startup options and other commands in their AUTOEXEC.BAT files, or, 
for NetWare users, in their login scripts. This is also an ideal time to check if 
the CONFIG.SYS file on each user’s machine allows at least 20 files to be 
opened at one time.
A fter you  have in clu ded  the proper com m an d s in the users' A U T O E X E C .B A T  
files, CONFIG.SYS files, and/or login scripts, have all users reboot their 
computers to put settings into effect.

AUTOEXEC.BAT File
The information below is an example of the commands you can place in the 
AUTOEXEC.BAT file for networks that do not use a login script or an 
equivalent batch of commands.

PATH J:\WP51
SET W P=/U - K LC/D - J:\KENT/PF-JAKENT 
redirection command for printers and drives

Note that the startup options in the SET command use a hyphen (-) rather than 
the usual equal sign (=).

See Using Startup Options and Using Network Redirection Commands below for 
more information.
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you may want to delete .ALL files after you have selected printers . You can 
also copy them to a protected directory to prevent users from replacing .PRS 
files . If users replace a .PRS file. all default settings that you have established in 
that file will be lost. 

In the event that you add or replace printers on your network. or select additional 
soft fonts or sheet feeders, you will need to access .ALL files . This may require 
using the Installation Program to re-install them if you have deleted them. 

16 If you have given users read/write access (or equivalent) to the printer files 
directory. you may want to store a backup copy of each .ALL and .PRS tile 
m a read-only (or equivalent) directory for safekeeping (see What Rights 
Should Users Have to Printer Files? above). 

17 Exit WordPerfect without saving the document. 

Before printing from the network, you should include your network's redirection 
command in each user's AUTOEXEC.BAT file (or login script for NetWare 
users). See Setting Up User Workstations below. 

You have now finished creating the master setup file and setting up network 
printers. 

Before users start WordPerfect from their workstations. you may want to include 
various startup options and other commands in their AUTOEXEC.BAT files, or, 
for NetWare users. in their login scripts . This is also an ideal time to check if 
the CONFIG.SYS file on each user's machine allows at least 20 files to be 
opened at one time. 

After you have included the proper commands in the users' AUTOEXEC.BAT 
files, CONFIG.SYS files. and/or login scripts, have all users reboot their 
computers to put settings into effect. 

AUTOEXEC.BAT File 
The information below is an example of the commands you can place in the 
AUTOEXEC.BAT file for networks that do not use a login script or an 
equivalent batch of commands. 

PATH J:\WP51 
SET WP=/U-KLC/D-J:\KENT/PF-J:\KENT 
redirection command f<ir printers and drives 

Note that the startup options in the SET command use a hyphen (-) rather than 
the usual equal sign (=). 

See Using Startup Options and Using Network Redirection Commands below for 
more information. 
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Using NWPSETUP to 
Add/Change 
Master Settings

Novell Login Script
The following is an example of what to include in the Novell system login 
script:

DOS SET WP="/U-%LOGIN„NAME/D-J:\%L(XjIN_NAME/PF-J:\%LOGIN_N AME"

You must use uppercase letters for all variables such as the %LOGIN_NAME. 
You must also use the quotation marks (") as shown in the examples above.
Note that startup options that normally use an equal sign (=) require a hyphen (-) 
when included in a DOS SET command. For example, use /u = k lc  from the 
command line, but /u - k lc  in a DOS SET command.

Because WordPerfect reads only the first three characters of the 
%LOGIN_NAME when it is used with the /u startup option, users with similar 
names could share the same setup file. For example, if you have a Kathy and a 
Katrina on the network, and you use these names as the %LOGIN_NAME with 
the /u startup option, they will share a setup file called WPKAT}.SET.
To avoid this problem, use the /u startup option and use a unique set of user 
initials (e.g., “KAT” for Kathy and “KTR” for Katrina) in users’ login scripts. * •

Users inherit the settings found in the master setup file (WP{WP}.SET) the 
first—and only the first—time they start WordPerfect. This is why you should 
establish network-wide or master settings before any users start WordPerfect (see 
Establishing Network-Wide Default Settings above). Should master settings 
change after users have created their own setup files (i.e., a new printer is added 
to the network, or the format of company documents changes), you have three 
ways of updating users’ setup files with the new settings:

• Start WordPerfect with each users’ initials and make changes to each user’s
setup  file ( it’s e a sy  to see  h o w  this co u ld  take a lo n g  tim e, e sp ec ia lly  in a
large organization).

• Delete all users’ setup files and have them restart WordPerfect to inherit the 
latest changes.

• Use the Network Setup Utility (NWPSETUP) provided with WordPerfect.

NWPSETUP is a fast and convenient way of updating users’ setup files. 
However, it only updates the following default settings:

• Location of Files
• Keyboards
• Initial Codes
• Network printer definitions

Any other information stored in users’ setup files must be changed on an 
individual basis.

For NWPSETUP to work, it needs to be in the same directory you have 
specified with the /ps startup option in the WordPerfect environment file 
(WP(WP).ENV) or in the PATH.
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Novell Login Script 
The following is an example of what to include in the Novell system login 
script: 

OOS SET WP="/l.J-%LOGIN_NAMEJD-J:\%U)GIN_NAMEJPF-J:\%LOGIN_NAME" 

You must use uppercase letters for all variables such as the %LOGIN_NAME. 
You must also use the quotation marks (") as shown in the examples above. 

Note that startup options that normally use an equal sign(=) require a hyphen(-) 
when included in a DOS SET command. For example, use /u=kk from the 
command line, but /u-klc in a DOS SET command. 

Because WordPerfect reads only the first three characters of the 
%LOGIN_NAME when it is used with the /u startup option, users with similar 
names could share the same setup file. For example, if you have a Kathy and a 
Katrina on the network. and you use these names as the %LOGIN_NAME with 
the /u startup option, they will share a setup file called WPKAT) .SET. 

To avoid this problem, use the /u startup option and use a unique set of user 
initials (e.g., "KAT" for Kathy and "KTR" for Katrina) in users' login scripts. 

Users inherit the settings found in the master setup file (WP(WP} .SET) the 
first-and only the first-time they start WordPerfect. This is why you should 
establish network-wide or master settings before any users start WordPerfect (see 
Establishing Network-Wide Default Settings above). Should master settings 
change after users have created their own setup files (i.e., a new printer is added 
to the network. or the format of company documents changes), you have three 
ways of updating users' setup files with the new settings: 

• Start WordPerfect with each users' initials and make changes to each user's 
setup file (it'~ ea~y to ~ee how thi~ could take a long time. especially in a 
large organization). 

• Delete all users' setup files and have them restart WordPerfect to inherit the 
latest changes. 

• Use the Network Setup Utility (NWPSETUP) provided with WordPerfect. 

NWPSETUP is a fast and convenient way of updating users' setup files. 
However, it only updates the following default settings: 

• Location of Files 
• Keyboards 
• Initial Codes 
• Network printer definitions 

Any other information stored in users' setup files must be changed on an 
individual basis. 

For NWPSETUP to work, it needs to be in the same directory you have 
specified with the /ps startup option in the WordPerfect environment file 
(WP{WPl,ENV) or in the PATH. 
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To use NWPSETUP,

1 Make sure all users have exited WordPerfect.

If users are still in WordPerfect when you run NWPSETUP, their setup files may 
not be updated.

2 Verify that the master setup file (WP{WP}.SET), the NWPSETUP utility, 
and all users’ personal setup files (WPxxtJ.SET) exist in the same directory.

3 Make a copy of all setup files in case you change items that you do not 
intend to update.

4 At a DOS prompt, change to the setup file directory.

5 Enter nwpsetup at the DOS prompt.

6 Type y next to those settings you want to change and n  next to those settings 
you don’t want to change.

The NWPSETUP utility replaces the information in the individual user setup 
files with the information in the master setup file. Press C a n c e l  ( F I )  or E x it  
(F7) before answering “yes” or “no” to the last question to terminate the 
updating process.

Note: NWPSETUP only updates printers which you have specified as network 
printers. You specify a printer as a network printer by answering “yes” when 
asked during the printer editing process (see Creating the Master Setup File and 
Setting Up Network Printers above).

G iv in g  U sers  A c c e s s

to WordPerfect 
Dictionaries

Users should have read-only rights (or equivalent) to the directory that contains 
the main dictionary file. This allows them to use the file without corrupting it. 
You may also want to ATTRIB the file to +R (or on Novell networks, flag the 
file SRO). The pathname to this directory should be global; that is, it should be 
a network directory so that all users have access to it.

Users should have all rights to the directory that contains their own 
supplementary dictionary so they can add words. The pathname to this directory 
may be global since a unique filename is created for each user’s supplementary 
dictionary.

The steps below explain how to change dictionary pathnames in the master setup 
file (WP(WP).SET) and users’ personal setup files.

1 Start WordPerfect by entering w p /u = { w p  at the DOS prompt.

2 Press Setup (Shift-Fl).

3 Select Location of Files (6).

T he tw o  diction aries a v a ilab le  w ith  W ordPerfect are the m ain d ictionary
(WP{WP}US.LEX) and the supplementary dictionary (WPxxxJUS.SUP, where 
xxx represents a user’s unique initials). The main dictionary contains over 
115,000 words and the supplementary dictionary contains words that a user adds.
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To use NWPSETUP, 

1 Make sure all users have exited WordPerfect. 

If users are still in WordPerfect when you run NWPSETUP. their setup files may 
not be updated. 

2 Verify that the master setup file (WP{WP}.SET). the NWPSETUP utility. 
and all users' personal setup files (WPxxx) .SET) exist in the same directory. 

3 Make a copy of all setup files in case you change items that you do not 
intend to update. 

4 At a DOS prompt, change to the setup file directory. 

5 Enter nwpsetup at the DOS prompt. 

6 Type y next to those settings you want to change and n next to those settings 
you don't want to change. 

The NWPSETUP utility replaces the information in the individual user setup 
files with the information in the master setup file. Press Cancel (Fl) or Exit 
(F7) before answering "yes" or "no" to the last question to terminate the 
updating process. 

Note: NWPSETUP only updates printers which you have specified as network 
printers . You specify a printer as a network printer by answering "yes" when 
asked during the printer editing process (see Creating the Master Setup File and 
Setting Up Network Printers above) . 

The t=o dictionaries available with WonJPc rfc,;t ur,; 1hc muin di.::tiunury 

(WP{WP}US.LEX) and the supplementary dictionary (WPxxx}US.SUP, where 
xxx represents a user's unique initials). The main dictionary contains over 
I 15,000 words and the supplementary dictionary contains words that a user adds . 

Users should have read-only rights (or equivalent) to the directory that contains 
the main dictionary file. This allows them to use the file without corrupting it. 
You may also want to ATTRIB the file to +R (or on Novell networks, flag the 
file SRO). The pathname to this directory should be global; that is, it should be 
a network directory so that all users have access to it. 

Users should have all rights to the directory that contains their own 
supplementary dictionary so they can add words. The pathname to this directory 
may be global since a unique filename is created for each user's supplementary 
dictionary. 

The steps below explain how to change dictionary pathnames in the master setup 
file (WP(WP}.SET) and users' personal setup files. 

·1 Start WordPerfect by entering wp/u={ wp at the DOS prompt. 

:! Press Setup (Shift-FI) . 

:J Select Location of Files (6). 
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4 Specify the directory pathnames for the main dictionary.

5 Run the NWPSETUP utility to replace user setup file settings with the new 
master setup file settings.

Note: NWPSETUP replaces user setup files with the directory pathnames 
exactly as they appear in Setup: Location of Files, even if they are blank. For 
example, if the Style File option is blank, and you use NWPSETUP, users will 
inherit the blank setting for Style Files even though they may have set up their 
own personal style file directory pathname.

For additional information on using the Network Setup Utility, see Using 
NWPSETUP to Add/Change Master Settings above.

Using Startup 
Options

Startup options, also known as “switches,” can be used to control the way 
WordPerfect works in a networked environment. The first section below defines 
six startup options that can be used when running WordPerfect on the network. 
Some startup options are essential while others are optional. To help you decide 
where to place startup options, the last section explains the order in which these 
startup options are executed depending on their location.

What Startup Options Do
This section explains how the /nt, /ps, Id, /pf, /u, and /sa startup options affect 
WordPerfect.

Normally these startup options use equal signs. However, if you use them in a 
SET COMMAND, use a hyphen (-) instead of the equal sign. For example, 
/D-C:\TEMP instead of /D=C:\TEMP.

Int=network #
The /nt startup option instructs WordPerfect to operate as a network type. 
When you use /nt, WordPerfect operates as networked software under the 
network you specify (e.g., /nt=l for Novell or /nt=2 for Banyan). See 
Installing WordPerfect on the Network above for a complete list of /nt 
numbers.

When WordPerfect is started with /nt. it prompts for user initials during 
startup and, based on the initials that are used, creates user-specific files 
(e.g., setup files, temporary files, and supplementary dictionaries). This 
individualized file naming lets multiple users start, use, and customize 
WordPerfect at the same time.

The /nt startup option is copied to the WordPerfect environment file 
(WP{WP}.ENV) during installation. You should not use the /nt startup 
option in any other location. If this startup option is not used, WordPerfect 
will not prompt for initials, and will not create user-specific setup files or 
temporary files; in short, WordPerfect will not run as a network-aware 
application.
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4 Specify the directory pathnames for the main dictionary. 

5 Run the NWPSETUP utility to replace user ~etup file settings with the new 
master setup file senings. 

Note: NWPSETUP replaces user setup files with the directory pathnames 
exactly as they appear in Setup: Location of Files. even if they are blank. For 
example. if the Style File option is blank, and you use NWPSETUP. users will 
inherit the blank setting for Style F iles even though they may have set up their 
own personal style file directory pathname. 

For additional information on using the Network Setup Utility, see Using 
NWPSETUP to Add/Change Master Settings above . 

Startup options. also known as "switches," can be used to control the way 
WordPerfect works in a networked environment. The first section below defines 
six startup options that can be used when running WordPerfect on the network. 
Some startup options are essential while others are optional To help you decide 
where to place startup options, the last section explains the order in which these 
startup options are executed depending on their location. 

What Startup Options Do 
This section explains how the Int. fps , Id, /pf, /u, and Isa startup options affect 
WordPerfect. 

Normally these startup options use equal signs. However, if you use them in a 
SET COMMAND. use a hyphen (-) instead of the equal sign. For example. 
/D-C:\TEMP instead of ID=C:\TEMP 

lnt=network # 
The /nt startup option instructs WordPerfect to operate as a network type. 
When you use /nt, WordPerfect operates as networked software under the 
network you specify (e.g., Int=! for Novell or lnt=2 for Banyan). See 
Installing WordPe,fect on the Network above for a complete list of /nt 
numbers. 

When WordPerfect is started with Int. it prompts for user initials during 
startup and, based on the initials that are used. creates user-specific files 
(e.g .. setup files. temporary files, and supplementary dictionaries). This 
individualized file naming lets multiple users start. use. and customize 
WordPerfect at the same time. 

The Int startup option is copied to the WordPerfect environment file 
(WP{WP}.ENV ) during installation. You should not use the /nt startup 
option in any other location. If this startup option is not used, WordPerfect 
will not prompt for initials. and will not create user-specific setup files or 
temporary files; in short. WordPerfect will not run as a network-aware 
application. 
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/ p s = d r i v e \ d i r e c t o r y

The /ps startup option specifies the path to the setup file directory, which 
instructs WordPerfect where to write the master setup file (WP(WP).SET) 
and users' personal setup files. This startup option is essential if you want to 
manage setup files from a centralized location using the NWPSETUP utility 
(see U s in g  N W P S E T U P  t o  A d d /C h c i n g e  M a s t e r  S e t t i n g s  above). Users 
should have all rights to the directory that you specify with this startup 
option.

The /ps startup option is copied to the WordPerfect environment file 
(WP{WP}.ENV) during installation. If this startup option is not used, it is 
much more difficult to control where users will create and store their setup 
files on the network.

You can use the /ps startup option from the command line, or in the WP 
DOS or WPC DOS variables (see Order o f Execution below); however, we 
recommend using it in the WordPerfect environment file (WP{ WPJ.ENV).

/ d = d r i v e \ d i r e c t o r y

When WordPerfect starts, it creates temporary files (also known as virtual or 
overflow files). An example of a temporary file is WP)WP{.BV1 (see 
Appendix Q: WordPerfect Files for a list of other temporary files).

Normally, temporary files are written to the directory where the WordPerfect 
program file (WP.EXE) is located or to the current default directory. If 
users do not have sufficient rights to these directories, you can use the /d 
startup option to “redirect” temporary files to a directory to which users do 
have adequate rights. The /d startup option directs these files to the drive 
and directory you specify, regardless of the user’s current default directory. 
Make sure that the directory you specify is one to which users have all 
rights.

You can use the /d startup option from the command line, or in the WP DOS 
or WPC DOS variables (see Order o f Execution below).

/ p f = d r i v e \ d i r e c t o r y

The /pf startup option redirects temporary print files (e.g., WP} WP{ PL###) 
that WordPerfect creates during a print job.

Normally, temporary print files are written to the default directory. If users 
do not have sufficient rights to this directory, you can use the /pf startup 
option to place temporary print files in a directory to which users do have 
adequate rights. The /pf startup option directs these files to the drive and 
directory you specify, regardless of the user’s current default directory.
Make sure that the directory you specify is one to which users have all 
rights.

You can use the /pf startup option from the command line, or in WP DOS or 
WPC DOS variables (see Order o f Execution below).
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!ps=drive\directory 
The fps startup option specifies the path to the setup file directory, which 
instructs WordPerfect where to write the master setup file (WP{WP} .SET) 
and users· personal setup files . This startup option is essential if you want to 
manage setup tiles from a centralized location using the NWPSETUP utility 
(see Using NWPSETUP to Add/Change Master Settings above). Users 
should have all rights to the directory that you specify with this startup 
option. 

The /ps startup option is copied to the WordPerfect environment file 
(WP{WP}.ENV) during installation. If this startup option is not used, it is 
much more difficult to control where users will create and store their setup 
files on the network. 

You can use the /ps startup option from the command line, or in the WP 
DOS or WPC DOS variables (see Order of Execution below); however, we 
recommend using it in the WordPerfect environment file (WP{WP).ENV). 

/d=drive\directory 
When WordPerfect starts, it creates temporary files (also known as virtual or 
overflow files) . An example of a temporary tile is WP)WP{ .BVI (see 
Appendix Q: WordPe,fect Files for a list of other temporary files). 

Normally, temporary files are written to the directory where the WordPerfect 
program file (WP.EXE) is located or to the current default directory. If 
users do not have sufficient rights to these directories, you can use the Id 
startup option to "redirect" temporary files to a directory to which users do 
have adequate rights. The /d startup option directs these files to the drive 
and directory you specify, regardless of the user's current dcfoult directory. 
Make sure that the directory you specify is one to which users have all 
rights. 

You can use the /d startup option from the command line, or in the WP DOS 
or WPC DOS variables (see Order of Execution below). 

/pf=drive\directory 
The /pf startup option redirects temporary print files (e.g., WP)WP{ PJ.###J 
that WordPerfect creates during a print job. 

Normally, temporary print files are written to the default directory. If users 
do not have sufficient rights to this directory, you can use the /pf startup 
option to place temporary print files in a directory to which users do have 
adequate rights. The /pf startup option directs these files to the drive and 
directory you specify, regardless of the user's current default directory. 
Make sure that the directory you specify is one to which users have all 
rights . 

You can use the /pf stanup option from the command line. or in WP DOS or 
WPC DOS variables (see Order of Execution below). 
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/ u = u s e rn a m e
As a network type, WordPerfect prompts for initials when it is started to let 
multiple users run it on a network. These initials are important because they 
are used to create files that are unique to the user (e.g., WP(CBK.SET).

You can use the /u startup option to avoid being prompted for initials every 
time WordPerfect is started and to ensure that the same initials are used. If 
users do not use this startup option, and if you are not using WordPerfect 
Office, they will be prompted to enter their initials each time they start 
WordPerfect.

You can use the /u startup option from the command line, or in the WP DOS 
or WPC DOS variables (see Order o f Execution below).

/ s a
The /sa startup option causes WordPerfect to start up in stand-alone mode 
even if the WordPerfect environment file (WP{WP}.ENV) exists.

The /sa startup option is useful if you have a copy of WordPerfect on your 
workstation’s hard disk and the network is either not loaded or down. By 
starting WordPerfect with the /sa startup option, you won’t be prompted for 
user initials, and you won’t receive a “Network Not Loaded” error message. 
You may also find that WordPerfect starts faster than normal. The /sa 
startup option can also be used as a troubleshooting aid to see if WordPerfect 
operates differently in standalone mode versus network mode.

You can use the /sa startup option from the command line, or in the WP 
DOS or WPC DOS variables (see Order o f Execution below).

Order of Execution
The following list illustrates the order in which startup options are executed.

1) Command line
2) WP DOS variable
3) WPC DOS variable
4) WordPerfect environment file (WP{WP}.ENV)

For example, if you start WordPerfect from the command line with /u=cbk (e.g., 
w p /u = c b k ) ,  yet /u-bwk exists in the WP DOS variable (e.g., d o s  s e t  w p /u - b w k ) ,  
WordPerfect will recognize “CBK” as the user initials rather than “BWK.”

The WP DOS variable is for the WordPerfect program, whereas WPC is the 
WordPerfect Product Global DOS variable.

Troubleshooting The first part of this section provides general guidelines for narrowing down 
problems you may encounter while using WordPerfect on the network. After 
this section you will find the causes and solutions for several common 
networking problems. If you have tried to isolate the problem and/or considered 
the solutions, but you are still faced with a problem, call Network Customer 
Support. See Getting Help at the beginning of this appendix for Customer
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Troubleshooting 

lu=username 
As a network type, WordPerfect prompts for initials when it is started to let 
multiple users run it on a network. These initials are important because they 
are used to create files that are unique to the user (e.g., WP{CBK.SET). 

You can use the lu startup option to avoid being prompted for initials every 
time WordPerfect is started and to ensure that the same initials are used. If 
users do not use this startup option, and if you are not using WordPerfect 
Office, they will be prompted to enter their initials each time they start 
WordPerfect. 

You can use the /u startup option from the command line, or in the WP DOS 
or WPC DOS variables (see Order of Execution below). 

Isa 
The Isa startup option causes WordPerfect to start up in stand-alone mode 
even if the WordPerfect environment file (WP{WP}.ENV) exists. 

The Isa startup option is useful if you have a copy of WordPerfect on your 
workstation's hard disk and the network is either not loaded or down. By 
starting WordPerfect with the Isa startup option. you won't be prompted for 
user initials, and you won't receive a "Network Not Loaded" error message. 
You may also find that WordPerfect starts faster than normal. The Isa 
startup option can also be used as a troubleshooting aid to see if WordPerfect 
operates differently in standalone mode versus network mode. 

You can use the /sa startup option from the command line, or in the WP 
DOS or WPC DOS variables (see Order of Execution below). 

Order of Execution 
The following list illustrates the order in which startup options are executed. 

I) Command line 
2) WP DOS variable 
3) WPC DOS variable 
4) WordPerfect environment file (WP{WP}.ENV) 

For example, if you start WordPerfect from the command line with /u=cbk (e.g., 
wp/u=cbk), yet lu-bwk exists in the WP DOS variable (e.g., dos set wp/u-bwk), 
WordPerfect will recognize "CBK" as the user initials rather than "BWK." 

The WP DOS variable is for the WordPerfect program, whereas WPC is the 
WordPerfect Product Global DOS variable. 

The first part of this section provides general guidelines for narrowing down 
problems you may encounter while using WordPerfect on the network. After 
this section you will find the causes and solutions for several common 
networking problems. If you have tried to isolate the problem and/or considered 
the solutions, but you are still faced with a problem, call Network Customer 
Support. See Getting Help at the beginning of this appendix for Customer 
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Support telephone numbers. See also Solving Error Messages below for causes 
and solutions to common error messages.

Narrowing Down the Problem
You can understand a problem better by eliminating the variables. For example,

• See if the problem exists on another networked computer.

• Start WordPerfect with different user initials.

• Log in as the network supervisor.

• Start WordPerfect on a stand-alone machine's local drive.

• Unload any TSR programs from CONFIG.SYS or AUTOEXEC.BAT files, 
or from login scripts or batch files. Reboot.

• Exit WordPerfect and try again.

• If you receive an “Access Denied” message, start WordPerfect with the /d 
and /pf startup options to redirect temporary files to a local drive or a drive 
with all rights (or equivalent).

• If you have a printing problem, try printing from DOS or hook up the printer 
locally.

Can’t Read Drive A on Diskless Workstation
C a u s e  1: The path to the COMMAND.COM is unknown to WordPerfect.
C a u s e  2: The COMSPEC command is not the first item in the 
AUTOEXEC.BAT file, or there is more than one COMSPEC command.
C a u s e  3: (Novell) There is  a  volume n a m e  in o n e  o r  m o re  o f  th e  W o r d P e r f e c t  
paths.
C a u s e  4: (Novell) The COMSPEC command is not the first item after the drive 
mappings in the login script.
C a u s e  5 :  (Novell) The first search drive is not mapped to the directory where 
COMMAND.COM is located.
S o lu t io n :  Correct the deficiencies listed above. See the information under 
Invalid COMMAND.COM under Solving Error Messages below.

Default Directory Problems on Novell
While using Novell v3.1, pressing List Files (F5) twice defaults to the default 
directory instead of the previous directory.
C a u s e :  The user is probably using XMSNET3 in the AUTOEXEC.BAT file 
instead of NET3. XMS is for extended memory.
S o lu t io n :  Use NET3 or NETx instead of XMSNET3 in the AUTOEXEC.BAT 
file. Save the file and reboot.

Network Printer Does Not Print from WordPerfect
C a u s e :  During installation, a network number for the /nt startup option was not 
selected, or an incorrect network number was selected.
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Support telephone numbers. See also Solving Error Messuges below for causes 
and solutions to common error messages. 

Narrowing Down the Problem 
You can understand a problem better by eliminating the variables. For example, 

• See if the problem exists on another networked computer. 

• Sran WordPerfect with different user initials. 

• Log in as the network supervisor. 

• Start WordPerfect on a stand-alone machine's local drive. 

• Unload any TSR programs from CONFIG.SYS or AUTOEXEC.BAT files. 
or from login scripts or batch files. Reboot. 

• Exit WordPerfect and try again. 

• If you receive an "Access Denied" message, start WordPerfect with the /d 
and /pf startup options to redirect temporary files to a local drive or a drive 
with all rights (or equivalent). 

• If you have a printing problem, try printing from DOS or hook up the printer 
locally. 

l~an't Read Drive A on Diskless Workstation 
Cause 1: The path to the COMMAND.COM is unknown to WordPerfecl. 
Cause 2: The COMSPEC command is not the first item in the 
AUTOEXEC.BAT file. or there is more than one COMSPEC command . 
Cause 3: (Novell) There is a volume name in one or more of the WordPerfect 
paths . 
Cause 4: (Novell) The COMSPEC command is not the first item after the drive 
mappings in the login script. 
Cause 5: (Novell) The first search drive is not mapped to the directory where 
COMMAND.COM is located . 
Solution: Correct the deficiencies listed above. See the information under 
Invalid COMMAND.COM under Solving Error Messages below. 

Default Directory Problems on Novell 
While using Novell v3 . I, pressing List Files (F5) twice defaults to the default 
directory instead of the previous directory. 
Cause: The user is probably using XMSNET3 in the AUTOEXEC.BAT file 
instead of NET3. XMS is for extended memory. 
Solution: Use NET3 or NETx instead of XMSNET3 in the AUTOEXEC.BAT 
file. Save the file and reboot. 

Network Printer Does Not Print from WordPerfect 
Cause: During installation, a network number for the Int startup option was not 
selected, or an incorrect network number was selected. 
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S o lu t io n :  Check the WordPerfect environment file (WP(WP}.ENV) to make 
sure the number for your network is included in the /nt startup option. Use a 
DOS text editor if necessary.

C a u s e :  Users do not have sufficient rights or privileges to the directory where 
WordPerfect writes the temporary print file (either the WordPerfect default 
directory, or a temporary print files directory specified by the /pf startup option). 
S o lu t io n :  Check to see if the user has all rights to one of the directories listed 
above.

C a u s e :  The printer port does not match the port you specified in the 
WordPerfect Select Printer: Edit screen.
S o lu t io n :  Start WordPerfect with the network supervisor initials ((wp), press 
P r in t  (Shift-F7), choose Select Printer (s). highlight the desired printer, then 
select Edit (3) and check the port setting (check for proper queue name on 
Novell networks). Run NWPSETUP to change the port setting in users’ setup 
files.

C a u s e :  The user may not have sufficient rights or privileges to the printer, or 
the redirection command is incorrect.
S o lu t io n :  Try printing at DOS. If you can, increase the rights or privileges to 
the printer, and/or adjust the redirection command.

Not Enough Room on WordPerfect Disk to Retrieve Text
C a u s e :  Most likely a problem with Novell’s Shell v3.02a or v3.10.
S o lu t io n :  Try blocking the text and saving to a local drive. Next, enter n v e r  at 
the DOS prompt and check the version of the shell. Contact your dealer for the 
latest version of the network shell. As a work around, add the following to the 
SHELL.CFG file (an ASCII text file): CACHE BUFFERS = 0. You should 
place this in the directory from which ipx and netx are executed (C:\ or A:\).

Printer Not Listed After Using NWPSETUP
You have started WordPerfect using the network supervisor initials ({wp), 
selected a new printer, then run the NWPSETUP utility to update users’ setup 
files. However, when a user starts WordPerfect under his or her unique user 
initials, the new printer is not listed in the Print: Select Printer list.

C a u s e :  NWPSETUP will not update printers that have not been specified as 
network printers.
S o lu t io n :  When asked if the printer is a network printer in the Select Printer: 
Edit screen, answer “yes” (see Creating the Master Setup File and Setting Up 
NePA’ork Printers above for detailed steps).

C a u s e :  The user is using a different setup file than the one in the directory that 
you have specified with the /ps startup option (usually placed in the WordPerfect 
environment file (WP{WPJ.ENV)).
S o lu t io n  1: The user needs to start WordPerfect using the /ps startup option and 
the pathname where setup files are located (e.g., w p /p s = j : \w p 5 1 \s e t u p ) .  Find 
out how the user starts WordPerfect (menu string, BAT file, or by entering w p  

at the DOS prompt from his or her personal subdirectory). Make the necessary
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Solution: Check the WordPerfect environment file (WP(WP}.ENV) to make 
sure the number for your network is included in the /nt startup option. Use a 
DOS text editor if necessary. 

Cause: Users do not have sufficient rights or privileges to the directory where 
WordPerfect writes the temporary print file (either the WordPerfect default 
directory, or a temporary print files directory specified by the /pf startup option). 
Solution: Check to see if the user has all rights to one of the directories listed 
above. 

Cause: The printer port does not match the port you specified in the 
WordPerfect Select Printer: Edit screen. 
Solution: Start WordPerfect with the network supervisor initials ( { wp), press 
Print (Shift-F7). choose Select Printer (s). highlight the desired printer. then 
select Edit (3 ) and check the port setting (check for proper queue name on 
Novell networks). Run NWPSETUP to change the port setting in users' setup 
files. 

Cause: The user may not have sufficient rights or privileges to the printer, or 
the redirection command is incorrect. 
Solution: Try printing at DOS. If you can, increase the rights or privileges to 
the printer, and/or adjust the redirection command. 

Not Enough Room on WordPerfect Disk to Retrieve Text 
Cause: Most likely a problem with Novell's Shell v3.02a or v3. IO. 
Solution: Try blocking the text and saving to a local drive. Next, enter nver at 
the DOS prompt and check the version of the shell. Contact your dealer for the 
latest version of the network shell. As a work around, add the following to the 
SHELL.CFG file (an ASCII text file): CACHE BUFFERS = 0. You should 
place this in the directory from which ipx and netx are executed (C:\ or A:\). 

Printer Not Listed After Using NWPSETUP 
You have started WordPerfect using the network supervisor initials ( { wp), 
selected a new printer, then run the NWPSETUP utility to update users' setup 
files. However. when a user starts WordPerfect under his or her unique user 
initials, the new printer is not listed in the Print: Select Printer list. 

Cause: NWPSETUP will not update printers that have not been specified as 
network printers. 
Solution: When asked if the printer is a network printer in the Select Printer: 
Edit screen, answer "yes" (see Creating the Master Setup File and Setting Up 
Nenvork Printers above for detailed steps). 

Cause: The user is using a different setup file than the one in the directory that 
you have specified with the /ps startup option (usually placed in the WordPerfect 
environment file (WP(WP}.ENY)). 
Solution 1: The user needs to start WordPerfect using the /ps startup option and 
the pathname where setup files are located (e.g., wp/ps=j:\wp51\setup). Find 
out how the user starts WordPerfect (menu string, BAT file, or by entering wp 
at the DOS prompt from his or her personal subdirectory). Make the necessary 
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modifications so that the /ps startup option is used. For example, modify the 
menu string or .BAT file to include the /ps option, or instruct the user to include 
the SET command with the /ps option included if they are starting WordPerfect 
at DOS from their personal subdirectory.
S o lu t io n  2: On Novell networks, use the NDIR *.SET SUB command to check 
what setup file the user is accessing.
S o lu t io n  3 :  Remove all /ps startup options except the one in the WordPerfect 
environment file (WP(WP).ENV).

Problems While Saving a File on LANtastic
While saving a file on LANtastic 4.0, you encounter one or more of the 
following problems: 1) file corruption, 2) 0 byte file, or 3) prefix corruption or 
loss.
C a u s e :  The initial release of v4.0 handles file information differently than other 
LANtastic versions do. When WordPerfect saves a file, it writes the prefix to a 
buffer. LANtastic clears the buffer when the file is saved. If the buffer is 
cleared before the file is saved, then vital WordPerfect information is lost. Some 
of this information is in the prefix.
S o lu t io n :  Contact Artisoft Technical Support and tell them that you are having 
the “WordPerfect File Corruption Problem."

Speller Stops Working
C a u s e :  The W P { W P } .S P W  file is not in the same subdirectory as 
W P { W P } U S .L E X .
S o lu t io n :  Find out where the Speller files are and move them to the appropriate 
directories if necessary.
C a u s e :  The supplemental Speller files are not in a directory to which the user 
has all rights, or the files themselves have been ATTRIBed as read-only.
S o lu t io n  1: A user should have all rights to the directory that contains his or 
her supplemental dictionary files.
S o lu t io n  2: (Banyan) Use the s e t a t t r  + S  command on the WPfWPJUS.LEX 
command.

Solving Error 
Messages

This section attempts to explain why you have received an error message and 
what you can do to solve the problem. The error messages are arranged in 
alphabetical order. If you have considered the solutions, and you are still faced 
with a problem, see Getting Help at the beginning of this appendix.

Access Denied: filename.BV1
C a u s e :  There are open temporary files in the directory in which the user is 
trying to start WordPerfect.
S o lu t io n  1: Make sure the user is not using the same user initials as another 
user.
S o lu t io n  2: Make sure no one is using the files, exit to D O S , and try to delete 
the files. If you can’t delete them, your network may offer a utility to close 
them.
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Solving Error 
Messages 

modifications so that the /ps startup option is used. For example, modify the 
menu string or .BAT file to include the /ps option, or instruct the user to include 
the SET command with the /ps option included if they are starting WordPerfect 
at DOS from their personal subdirectory. 
Solution 2: On Novell networks. use the NDIR *.SET SUB command to check 
what setup file the user is accessing. 
Solution 3: Remove all /ps startup options except the one in the WordPerfect 
environment file (WP(WPf ENY) . 

Problems While Saving a File on LANtastlc 
While saving a file on LANtastic 4.0, you encounter one or more of the 
following problems: I) file corruption, 2) 0 byte file , or 3) prefix corruption or 
loss . 
Cause: The initial release of v4 .0 handles file information differently than other 
LANtastic versions do. When WordPerfect saves a file, it writes the prefix to a 
buffer. LANtastic clears the buffer when the file is saved. If the buffer is 
cleared before the file is saved, then vital WordPerfect information is lost. Some 
of this information is in the prefix. 
Solution: Contact Artisoft Technical Support and tell them that you are having 
the "WordPerfect File Corruption Problem." 

:,peller Stops Working 
Cause: The WP(WP} .SPW file is not in the same subdirectory as 
WP( WP) US.LEX. 
Solution: Find out where the Speller files are and move them to the appropriate 
directories if necessary. 

Cause: The supplemental Speller tiles are not in a directory to which the user 
has all rights, or the files themselves have been ATTR!Bed as read-only. 
Solution 1: A user should have all rights to the directory that contains his or 
her supplemental dictionary files. 
Solution 2: (Banyan) Use the setattr +S command on the WP[WPI US.LEX 
command. 

This section attempts to explain why you have received an error message and 
what you can do to solve the problem. The error messages are arranged in 
alphabetical order. If you have considered the solutions, and you are still faced 
with a problem, see Getting Help at the beginning of this appendix. 

A,ccess Denied: fi/ename.BV1 
Cause: There are open temporary files in the directory in which the user is 
trying to start WordPerfect. 
Solution 1: Make sure the user is not using the same user initials as another 
user. 
Solution 2: Make sure no one is using the files, exit to DOS, and try ro delete 
the files. If you can't delete them. your network may offer a utility to close 
them . 

952 APPENDIX R NETWORKING WORDPERFECT 



Access Denied (Periodic)
While using WordPerfect, you receive an “Access Denied” message that seems 
to come at periodic intervals.
Cause: The timed backup feature is trying to write a backup file to a directory 
where the user does not have sufficient rights to write a document.
S o lu t io n  1: Increase the rights to the directory in which users’ backup files are 
written.
S o lu t io n  2: Specify a Location of Files path to a directory to which the user has 
sufficient rights.
S o lu t io n  3 :  Turn off the backup option.

Access Denied (While Changing Paper Sizes/Types or Selecting a Printer)
Cause: You may not have sufficient rights to the directory that contains printer 
files.
S o lu t io n :  Check your rights in the directory you are working in. You need full 
rights or privileges.

Cause: The specific .PRS file you need to edit has been ATTRIBed +R or (on 
Novell networks) flagged SRO.
S o lu t io n :  Remove the file attribute of the specific .PRS file that you want to 
edit.

C a u s e :  (Novell) Available directory entries are exhausted.
S o lu t io n :  On a Novell 286 network, use the CHKVOL utility at the DOS 
prompt in the default directory. The last entry that appears will indicate how 
many directory entries are available. If the entries are 10 or fewer, they will 
have to be increased at the Novell network level.

Can’t find WP.FIL nn
T h is  e r r o r  m e s s a g e  is  u s u a l ly  c a u s e d  b y  a  h a r d w a r e  p r o b le m
C a u s e :  Use the accompanying number (nn) to interpret the specific error. For 
example:

E r r o r  N u m b e r  E x p la n a t io n

0 Overlay error (possible corruption of WP.FIL)
5 Access denied
6 Invalid handle
30 Read fault
65535 Critical error (sector not found or drive not ready)

S o lu t io n :  Use the error number to decide which corrections to make.

C a u s e :  (Novell) Volume names may exist in the pathnames of the following 
areas:

• WP(WP}.ENV file
• Other Directory (F5,7)
• Location of Files (Shift-F 1,6)
• Path for Downloadable Fonts (Shift-F7,s,3,6)
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Access Denied !Periodic) 
While using WordPerfect, you receive an "Access Denied" message that seems 
to come at periodic intervals. 
Cause: The timed backup feature is trying to write a backup file to a directory 
where the user does not have suffic ient rights to write a document. 
Solution I: Increase the rights to the directory in which users' backup files are 
written . 
Solution 2: Specify a Location of Files path to a directory to which the user has 
sufficient rights . 
Solution 3: Turn off the backup option. 

Access Denied (While Changing Paper Sizes/Types or Selecting a Printer) 
Cause: You may not have sufficient rights to the directory that contains printer 
files. 
Solution: Check your rights in the directory you are working in . You need full 
rights or privileges. 

Cause: The specific .PRS file you need to edit has been ATTRIBed +R or (on 
Novell networks) flagged SRO. 
Solution: Remove the file attribute of the specific .PRS file that you want to 
edit. 

Cause: (Novell) Available directory entries are exhausted. 
Solution: On a Novell 286 network . use the CHKYOL utility at the DOS 
prompt in the default directory. The last entry that appears will indicate how 
many directory entries are available . If the entries are 10 or fewer, they will 
have to be increased at the Novell network level. 

Can't find WP.FIL nn 
Thi~ error message is usually caused by a hard=are problem 

Cause: Use the accompanying number (nn) to interpret the specific error. For 
example: 

Error Number 

0 
5 
6 
30 
65535 

Explanation 

Overlay error (possible corruption of WP.FIL) 
Access denied 
Invalid handle 
Read fault 
Critical error (sector not found or drive not ready) 

Solution: Use the error number to decide which corrections to make. 

Cause: (Novell) Volume names may exist in the pathnames of the following 
areas: 

• WP{WP}.ENV file 
• Other Directory (F5,7) 
• Location of Files (Shift-FI.6) 
• Path for Downloadable Fonts (Shift-F7,s,3,6) 
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• Document to be retrieved (Shift-FlO)
• In the /ps, /d, or /pf startup options

S o lu t io n :  Check each of these areas and make sure that only drive letters are 
being used.

C a u s e :  (Novell) Two users may be using the same initials.
S o lu t io n ;  Give each user unique initials.

C a u s e :  (Novell) Users may have used the DOS CD command or the Other 
Directory (7) option in List Files to change directories. This could have changed 
the mappings. The DOS CD command temporarily reassigns the path associated 
with that drive.
S o lu t io n :  Restore pathnames to their original state and instruct users to not 
change mappings.

C a u s e :  (Banyan) The communication settings may be insufficient.
S o lu t io n :  (Banyan) Enter p c c o n f ig  at the DOS prompt of the appropriate 
workstation. Check the settings in Communication Settings: Communication 
Buffers (16), Sockets (20), and SPP (50). The values in brackets are the 
defaults. They may be too low. By increasing these values, you may help 
reduce the problem. However, increasing these values uses up RAM.

Error Reading Drive F:
Note: This error is usually caused by hardware problems.
C a u s e :  The network is experiencing communication errors with the workstation 
or there is an improper setup.
S o lu t io n  1: If using Etherlink 3c501 cards, use the /nc startup option.

(Novell) Update the network shell to version 2.12C or later.
Ensure that all passive hubs are terminated if using an ARCNET

Check to see if there is a conflict between fast machines and slow

S o lu t io n  2:
S o lu t io n  3:  
network.
S o lu t io n  4:
cards.
S o lu t io n  5: You may have high memory conflicts with expanded memory, EGA 
or VGA monitors, or with the network address.
S o lu t io n  6: Check for bad cabling, bad cards, duplicated addresses, or distance 
problems.

File Creation Error When Starting WordPerfect on Novell
C a u s e :  Directory entries have been exhausted.
S o lu t io n :  If using a Novell 286, use CHKVOL. On Novell 386, use VOLINFO 
or FILER. These utilities should display a listing of directory entries available 
for this volume as well as the number of bytes available. The user will have to 
increase the number of entries either through the deletion of files or through the 
network system management routines.
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• Document to be retrieved (Shift-FIO) 
• In the /ps, Id, or /pf startup options 

Solution: Check each of these areas and make sure that only drive letters are 
being used. 

Cause: (Novell) Two u~er~ may be using the same initials. 
Solution: Give each user unique initials. 

Cause: (Novell) Users may have used the DOS CD command or the Other 
Directory (7) option in List Files to change directories. This could have changed 
the mappings. The DOS CD command temporarily reassigns the path associated 
with that drive. 
Solution: Restore pathnames to their original state and instruct users to not 
change mappings. 

Cause: (Banyan) The communication settings may be insufficient. 
Solution: (Banyan) Enter pcconfig at the DOS prompt of the appropriate 
workstation. Check the settings in Communication Settings: Communication 
Buffers (16), Sockets (20), and SPP (50). The values in brackets are the 
defaults. They may be too low. By increasing these values, you may help 
reduce the problem. However, increasing these values uses up RAM. 

l:rror Reading Drive F: 
Note: This error is usually caused by hardware problems. 
Cause: The network is experiencing communication errors with the workstation 
or there is an improper setup. 
Solution 1: If using Ether link 3c50 I cards, use the /nc startup option. 
Solution 2: (Novell) Update the network shell to version 2. l2C or later. 
Solution 3: Ensure that all passive hubs are terminated if using an ARCNET 
network. 
Solution 4: Check to see if there is a conflict between fast mac.:hines and slow 
cards. 
Solution S: You may have high memory conflicts with expanded memory, EGA 
or VGA monitors, or with the network address. 
Solution 6: Check for bad cabling, bad cards, duplicated addresses, or distance 
problems. 

File Creation Error When Starting WordPerfect on Novell 
Cause: Directory entries have been exhausted. 
Solution: If using a Novell 286, use CHKVOL. On Novell 386, use VOLINFO 
or FILER. These utilities should display a listing of directory entries available 
for this volume as well as the number of bytes available . The user will have to 
increase the number of entries either through the deletion of files or through the 
network system management routines. 
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Invalid COMMAND.COM
C a u s e :  The SET COMSPEC command is not the first item in the 
AUTOEXEC.BAT file, ahead of any environment commands, such as the DOS 
SET command. (Novell) The SET COMSPEC command is not the first item in 
the system login script. TSRs or other programs are affecting the path pointing 
to the location of COMMAND.COM.
S o lu t io n :  Make sure the SET COMSPEC command exists only on the first line 
of the AUTOEXEC.BAT file (or login script for NetWare users). This ensures 
that WordPerfect uses the workstation’s COMMAND.COM instead of the 
network’s. For example, insert the following:

SET COMSPEC = [d] ACOMMAND.COM

The [d] symbol represents either the C drive (for hard disks), the A drive (for 
non-hard disk systems), or the network drive. Compare the two DOS version 
numbers that display after you have entered v e r  and then c o m m a n d  at the DOS 
prompt. They should be the same. You can also enter s e t  at the DOS prompt. 
The COMSPEC command should be the first item listed.

Unable to Create Temporary Files
C a u s e :  The user does not have sufficient rights to the directory where 
WordPerfect is creating temporary files (also known as the workspace or 
overflow directory).
S o lu t io n :  Increase the user’s rights to read, write, delete, and modify to the 
temporary files directory. Make sure temporary files go to this directory by 
using the /d and /pf startup options (see Using Startup Options above).

C a u s e :  (Novell) The /ps startup option in the WordPerfect environment file 
(WP{WP}.ENV) may specify a volume rather than a drive.
S o lu t io n :  For example, /PS=W:\WP51\SETUP is correct, but 
/PS=SYS:WP51\SETUP is incorrect. Change volumes to drives if necessary.

Running the 
Tutorial from the 
Network

Follow the steps below to run the WordPerfect Tutor from the network. See
NetWare Users for specific tips on Novell networks.

1 Ensure that there is a PATH statement that includes both the WordPerfect 
and Learning directories.

2 At a DOS prompt (or in an AUTOEXEC.BAT file), enter s e t  w p = /u -x r jc ,  
where xxx are the user’s initials.

3 Make sure you are in a directory to which you have rights to write temporary 
files.

4 From the directory specified in step 3, enter t u t o r  and follow the prompts.

NetWare Users
To run the Tutor on a Novell network:

1 Make sure there are search drives to both the WordPerfect and Learning 
directories.
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Running the 
Tutorial from the 
Network 

Invalid COMMAND.COM 
Cause: The SET COMSPEC command is not the first item in the 
AUTOEXEC.BAT file. ahead of any environment commands, such as the DOS 
SET command. (Novell) The SET COMSPEC command is not the first item in 
the system login script. TSRs or other programs are affecting the path pointing 
to the location of COMMAND.COM. 
Solution: Make sure the SET COMSPEC command exists only on the first line 
of the AUTOEXEC.BAT file (or login script for NetWare users). This ensures 
that WordPerfect uses the workstation's COMMAND.COM instead of the 
network's. For example, insert the following: 

SET COMSPEC = (d]:\COMMAND.COM 

The [d] symbol represents either the C drive (for hard disks), the A drive (for 
non-hard disk systems), or the network drive. Compare the two DOS version 
numbers that display after you have entered ver and then command at the DOS 
prompt. They should be the same. You can also enter set at the DOS prompt. 
The COMSPEC command should be the first item listed. 

Unable to Create Temporary Files 
Cause: The user does not have sufficient rights to the directory where 
WordPerfect is creating temporary files (also known as the workspace or 
overflow directory). 
Solution: Increase the user's rights to read. write. delete, and modify to the 
temporary files directory. Make sure temporary files go to this directory by 
using the /d and /pf startup options (see Using Startup Options above). 

Cause: (Novell) The fps startup option in the WordPerfect environment file 
(WP{WP}.ENV) may specify a volume rather than a drive. 
Solution: For example. /PS=W:\WPSl\SETUP is correct. but 
/PS=SYS:WPSl\SETUP is incorrect. Change volumes to drives if necessary. 

Follow the steps below to run the WordPerfect Tutor from the network. See 
NetWare Users for specific tips on Novell networks. 

1 Ensure that there is a PATH statement that includes both the WordPerfect 
and Learning directories. 

2 At a DOS prompt (or in an AUTOEXEC.BAT file), enter set wp=lu-xxx. 
where xxx are the user's initials. 

3 Make sure you are in a directory to which you have rights to write temporary 
files. 

4 From the directory specified in step 3, enter tutor and follow the prompts. 

NetWare Users 
To run the Tutor on a Novell network: 

Make sure there are search drives to both the WordPerfect and Learning 
directories. 
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Disabling
Keystrokes

Sharing WordPerfect 
Files Between IBM 
PCs and Macintosh 
Computers

2 Include the following information in the system login script or user’s login 
script:

D O S  S E T  W P = " /U - % L O G I N _ N A M E "

or

DOS SET WP="/U-xa:^"

You must use uppercase letters in the %LOGIN_NAME. You must also use the 
quotation marks (") as shown in the examples above.

3 Make sure you are in a directory to which you have rights to write temporary 
files.

4  From the directory specified in step 3, enter t u t o r  and follow the prompts.

You can disable certain keystrokes to customize your WordPerfect setup. For 
example, the steps below explain how to disable the Shell keystroke (Ctrl-Fl).

1 Start WordPerfect using the {wp initials.

2 Press S e t u p  (Shift-Fl), then select Keyboard Layout (5).

3 Rename the existing keyboard file for backup purposes.

4 Name the new keyboard DISABLE or something that tells you this keyboard 
has been edited.

Ei Select Edit (7).
Cl Select Create (4), th e n  p r e s s  Shell ( C t r l - F l ) .

7 Write a description that indicates Shell is disabled.

8 Press E n te r .

8 A  macro box will appear containing the cursor and displaying { S h e ll} .

10  Delete the { S h e ll}  code, then exit to the list of keyboards.

11 With the DISABLE keyboard highlighted, press E n t e r  twice. To restore the 
functions, press C tr l-6 .

For further security, use the /no startup option which disables the Keyboard 
Reset key (Ctrl-6) and returns the keyboard to its original mapping.

You may also want to disable the Setup keystroke (Shift-Fl).

If you have a mixture of Macintosh and IBM PC-compatible computers on an 
Ethernet network using Novell software and would like to share files, you must 
have WordPerfect version 1.03 or greater for the Macintosh and version 5.0 or 
greater for the IBM PC. Save the files to the network and then retrieve them.
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Disabling 
Keystrokes 

Sharing WordPerfect 
Files Between IBM 
PCs and Macintosh 
Computers 

2 Include the following information in the system login script or user's login 
script: 

DOS SET WP="/U-%LOGIN_NAME" 

or 

DOS SET WP="/U-xxx" 

You must use uppercase letters in the %LOGIN_NAME. You must also use the 
quotation marks (") as shown in the examples above . 

3 Make sure you are in a directory to which you have rights to write temporary 
files . 

,S From the directory specified in step 3, enter tutor and follow the prompts. 

You can disable certain keystrokes to customize your WordPerfect setup. For 
example, the steps below explain how to disable the Shell keystroke (Ctrl-Fl). 

1 Start WordPerfect using the ( wp initials. 

2 Press Setup (Shift-FI), then select Keyboard Layout (5 ). 

:1 Rename the existing keyboard fil e for backup purposes . 

4 Name the new keyboard DISABLE or something that tells you this keyboard 
has been edited. 

~i Select Edit (7) . 

Ei Select Create (4). then press ShPII (C trl -Fl ). 

7 Write a description that indicates Shell is disabled . 

e Press Enter. 

9 A macro box will appear containing the cursor and displaying {Shell}. 

10 Delete the {Shell} code, then exit to the list of keyboards. 

11 With the DISABLE keyboard highlighted, press Enter twice. To restore the 
functions, press Ctrl-6. 

For further security, use the /no startup option which disables the Keyboard 
Reset key (Ctrl-6) and returns the keyboard to its original mapping. 

You may also want to disable the Setup keystroke (Shift-Fl). 

If you have a mixture of Macintosh and IBM PC-compatible computers on an 
Ethernet network using Novell software and would like to share files, you must 
have WordPerfect version 1.03 or greater for the Macintosh and version 5.0 or 
greater for the IBM PC. Save the files to the net\vork and then retrieve them. 
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Using Network
Redirection
Commands

The following is a list of network-specific commands that you can use to redirect 
printing. The default port in these sample commands is LPT1. If the printer is 
connected to another print device such as LPT2 or LPT3, substitute the correct 
print device number for LPT 1.

The term printer name represents the name you have assigned to the network 
printer connected to the server (e.g., PTR1). The term server name represents 
the name you have assigned to the network server. The term share name 
represents the name you have assigned the shared network directory or device.

Important: WordPerfect acts as if it is printing to a local device. The network 
redirection command, not WordPerfect, intercepts and redirects the printer output from 
the  c o m p u te r 's  p o r t  to a n e tw o rk  printer.

You can enter redirection commands at the DOS prompt or place them in an 
AUTOEXEC.BAT file.

Novell NetWare
From a single workstation, enter

c a p t u r e  s =server n a m e  q = q ueue n a m e  1=1 n f f  n b  n t  t i= n n

The symbols “1=1” mean the LPT1 port, and nn stands for the time out value.
In addition to the login script, you can place redirection commands in the login 
script.

Microsoft LAN Manager
From a single workstation, enter

n e t  u s e  l p t l  \ \ s e r v e r n a m e \p r in t e r n a m e

Banyan Vines

From a single workstation, enter 

s e t p r in t  l p t l  " s e r v ic e n a m e "

TOPS Network
From a network server, enter

t o p s  p u b l i s h  l p t l  :a s  printer n a m e  u s in g  c : \ t o p s  

From a single workstation, enter

t o p s  m o u n t  l p t l :  t o  Wserver name\printer n a m e

IBM PC LAN Networks
From a network server, enter

n e t  s h a r e  p t r l = l p t l

From a single workstation, enter 

n e t  u s e  l p t l  W server n a m e \ p t r l
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Using Network 
Redirection 
Commands 

The following is a list of network-specific commands that you can use to redirect 
printing. The default port in these sample commands is LPTl. If the printer is 
connected to another print device such as LPT2 or LPT3, substitute the correct 
print device number for LPT I. 

The term printer name represents the name you have assigned to the network 
printer connected to the server (e.g., PTRI ). The term server name represents 
the name you have assigned to the network server. The tenn share name 
represents the name you huve assigned the shared network directory or device. 

Important: WordPerfect ac/s as if ii is priming w a local device. The network 
redirection command, not WordPerfect, inlercepts and redirects the printer oulput from 
the computer's port to a network printer. 

You can enter redirection commands at the DOS prompt or place them in an 
AUTOEXEC.BAT file. 

Novell NetWare 
From a single workstation. enter 

capture s=server name q=queue name l=l nff nb nt ti=11n 

The symbols "l= I" mean the LPT I port. and nn stands for the time out value. 
In addition to the login script, you can place redirection commands in the login 
script. 

Microsoft LAN Manager 
From a single workstation, enter 

net use lptl \\servername\printername 

R,anv,an Uin""' 

From a single workstati0n, enter 

setprint lpt I "servicename" 

TOPS Network 
From a network server, enter 

tops publish lptl :as printer name using c:\tops 

From a single workstation, enter 

tops mount lptl: to \\server namey,rinter name 

IBM PC LAN Networks 
From a network server, enter 

net share ptrl=lptl 

From a single workstation, enter 

net use lptl \\rierver name\ptrl 
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Nokia PC-Net
From a network server, enter 

n e t  s h a r e  p t r l = l p t l  

From a single workstation, enter 

n e t  u s e  l p t l  \W r v e r  name\y>ir\

3Com 3+ Share
From a network server, enter 

3 f  s h a r e  p t r = l p t l  

From a single workstation, enter

3 f  l in k  l p t l :  Wserver name\printer n a m e

10NET
From a network server, enter

n e t  u s e  l p t l  \Vserver name\share n a m e

IONET will only output to LPT ports. Before a workstation can use a 
superstation's COMl or COM2 port, the superstation must use the MODE 
command to redirect the serial printer output to the parallel port. If you want to 
use a COMl port, enter a MODE command with the appropriate baud rate, 
parity, character length, and stop bits.

For example, enter
m o d e  c o m l  : 9 6 0 0 ,n ,8 , l

Then, enter another MODE command to redirect the port. For example, enter 

m o d e  l p t l = c o m l

LANtastic
For a network server, see your LANtastic network manual.

From a single workstation, enter 

n e t  u s e  l p t l  Wserver name\ptrl

AT&T StarGROUP
From a network server, enter

s r v  s h a r e  share n a m e = l p t l  

From a single workstation, enter

s r v  l in k  l p t l :  Wserver name\printer n a m e

9 5 8  APPENDIX R: NETWORKING WORDPERFECT

Nokia PC-Net 
From a network server. enter 

net share ptrl=lptl 

From a single workstation, enter 

net use lptl \\.;erver name\ptrl 

3Com 3+ Share 
From a network server, enter 

3f share ptr=lpt I 

From a single workstation, enter 

3f link lpt I: \\server name'{Jrinter name 

10NET 
From a network server, enter 

net use lptl \\\erver name\share name 

I 0NET will only output to LPT ports. Before a workstation can use a 
superstation·s COM I or COM2 port, the superstation must use the MODE 
command to redirect the serial printer output to the parallel port. If you want to 
use a COM l port. enter a MODE command with the appropriate baud rate, 
parity, character length. and stop bits. 

For example. enter 

mode coml :9600,n,8,1 

Then, enter another MODE command to redirect the port. For example. enter 

mode lpt 1 =com 1 

1.ANtastic 
For a network server. see your LANtastic network manual. 

From a single workstation, enter 

net use lptl \\server name\ptrl 

J\T & T StarGROUP 
From a network server, enter 

srv share share name=lptl 

From a single workstation, enter 

srv link lpt I: \\server name\printer name 
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3Com 3+ OPEN LAN Manager
From a network server, enter

n e t  s h a r e  printer n a m e = l p t l

From a single workstation, enter

n e t  u s e  l p t l :  Wserver name\printer n a m e
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3Com 3+ OPEN LAN Manager 
From a network server. enter 

net share printer 11ame=lptl 

From a single workstation, enter 

net use lpt 1: \\server 11ame\pri11ter name 
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Appendix S: .PIF File

If you plan to run WordPerfect 5.1 under Microsoft Windows, you need to have 
a program information file (.PIF) that gives Windows the information it needs to 
run WordPerfect. WordPerfect has provided several for you which you may edit 
as necessary. Refer to the following table to determine which file you should 
use.

F ile  C o n d i t io n

WP.PIF If you are running WordPerfect under Microsoft
Windows version 3.0.

WP51-286.PIF

WP51-386.PIF 

WP-PIF.DVP

If you are running WordPerfect under Microsoft 
Windows/286 or a Microsoft Windows version prior 
to 3.0.

If you are running WordPerfect under Microsoft 
Windows/386.

If you are running WordPerfect 5.1 in a DESQView
2.2 environment. The WP-PIF.DVP file, which was 
probably placed in your WP51 directory during 
installation, must be copied to the DESQView 
directory for WordPerfect 5.1 to work correctly.

Important: The .PIF file and the .DVP file are installed with the WordPerfect utility 
programs. I f  you did not install the utility programs when you installed WordPerfect, or 
have not subsequently done so, you need to do so before you can use the .PIF file or the 
.DVP file (see the Installation Instructions card).

The .PIF file has default settings that are common to most WordPerfect users. If 
WordPerfect is not running correctly under Windows, you may need to edit the 
.PIF file. To do so, you must edit it in the PIF Editor that comes with Windows. 
Information for using the PIF Editor to edit .PIF files is found in your Windows 
documentation.

After you edit the information, we suggest you store the .PIF file in the directory 
with .PIF files for other programs. Also, we suggest entering the name of your 
.PIF file directory at the beginning of your path in AUTOEXEC.BAT (see DOS 
and WordPerfect in Reference).

As you edit the .PIF file in the PIF Editor, the following information is 
important in helping WordPerfect operate correctly under Windows:

Initial Directory
This option sets your default directory. Keep in mind, however, that any 
directory you enter in WordPerfect as your document directory (see Location of 
Files in Reference) will override this setting.
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Appendix S: .PIF File 

If you plan to run WordPerfect 5.1 under Microsoft Windows, you need to have 
a program information file (.PIF) that gives Windows the infonnation it needs to 
run WordPerfect. WordPerfect has provided several for you which you may edit 
as necessary. Refer to the following table to determine which file you should 
use. 

File 

WP.PIF 

WP5 l-286.PIF 

WPS 1-386.PIF 

WP-PIF.DVP 

Condition 

If you are running WordPerfect under Microsoft 
Windows version 3.0. 

If you are running WordPerfect under Microsoft 
Windows/286 or a Microsoft Windows version prior 
to 3.0. 

If you are running WordPerfect under Microsoft 
Windows/386. 

If you are running WordPerfect 5.1 in a DESQView 
2.2 environment. The WP-PIF.DVP file, which was 
probably placed in your WPS I directory during 
installation, must be copied to the DESQView 
directory for WordPerfect 5.1 to work correctly. 

Important: The .PIF file and the .DVP file are installed with the WordPerfect utility 
programs. If you did not install the utility programs when you installed WordPerfect, or 
have nut subsequently done so, you need to do so before you can use the .PIF file or the 
DVP file ( see the Installation Instructions card). 

The .PIF file has default settings that are common to most WordPerfect users. If 
WordPerfect is not running correctly under Windows, you may need to edit the 
.PIF file. To do so, you must edit it in the PIF Editor that comes with Windows. 
Information for using the PIF Editor to edit .PIF files is found in your Windows 
documentation. 

After you edit the information, we suggest you store the .PIF file in the directory 
with .PIF files for other programs. Also, we suggest entering the name of your 
.PIF file directory at the beginning of your path in AUTOEXEC.BAT (see DOS 
and WordPerfect in Reference). 

As you edit the .PIF file in the PIF Editor, the following information is 
important in helping WordPerfect operate correctly under Windows: 

Initial Directory 
This option sets your default directory. Keep in mind, however, that any 
directory you enter in WordPerfect as your document directory (see Location of 
Files in Reference) will override this setting. 
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Memory Requirements
Make sure that the KB Required heading is set to 384. The minimum 
conventional memory requirement is 384K. The EMS memory KB limit is 
2048K.

Program Name
The default setting for the location of the WordPerfect Program is listed as 
C:\WP51\WP.EXE. If the WordPerfect Program is contained in a directory other 
than C:\WP51, you need to specify that directory under the Program Name 
heading.

If you are receiving a message from Windows that says it cannot find WP.EXE, 
check the Program Name setting for the .PIF file.

Program Parameters
This option is where you enter any startup options you want to take effect. For 
more information on WordPerfect startup options, see Appendix N: Startup 
Options.

Program Title
While not essential to WordPerfect operation, the program title lets you enter a 
descriptive name for the WordPerfect program. The name you enter here will 
appear beneath the program icon in Windows.

Memory Requirements 
Make sure that the KB Required heading is set to 384. The minimum 
conventional memory requirement is 384K. The EMS memory KB limit is 
2048K. 

Program Name 
The default setting for the location of the WordPerfect Program is listed as 
C:\ WP5 l \ WP.EXE. If the WordPerfect Program is contained in a directory other 
than C:\ WPS 1, you need to specify that directory under the Program Name 
heading. 

If you are receiving a message from Windows that says it cannot find WP.EXE, 
check the Program Name setting for the .PIF file. 

l>rogram Parameters 
This option is where you enter any startup options you want to take effect. For 
more information on WordPerfect startup options, see Appendix N: Startup 
Options. 

Program Title 
While not essential to WordPerfect operation. the program title lets you enter a 
descriptive name for the WordPerfect program. The name you enter here will 
appear beneath the program icon in Windows. 



Appendix T: Macros and Merge, Value Tables

(KTON) and INTOK)

This appendix lists the values returned by various macro and merge 
programming commands.

The following table shows the WordPerfect key values used with the {KTON} 
and {NTOK} programming commands. For more information on using these 
commands, see Appendix K: Macros and Merge, Programming Commands.

Value Key Name Key Macro Command

32768 Com pose C trl-2 I C om pose)1
32769 AA C trl-a l AA)
32770 AB C trl-h 1AB)
32771 AC C trl-c P C I
32772 AD C trl-d 1AD }
32773 AE C trl-e ( AE)
32774 AF C trl-t ( AF |
32775 AG C trl-g ( AG)
32776 Home or AH Home or C trl-h (H om e ]
3277 7 Tab o r Al Tab (Tab)
32778 Enter or AJ Enter or C trl-j (Enter]
32779 Delele to  End o f Line or AK C trl-End o r C trl-K (D el EOLI
32780 Delete to End o f Page o r AL C trl-P gD n or C trl-I (Del EOP)
32781 AM C trl-m ( AM )
32782 AN C trl-n l AN)
32783 A0 C trl-o ( A0 )
32784 AP C trl-p I AP1
32785 AQ C trl-q ( AQ1
32786 AR C trl-r ( AR!
32787 AS C trl-s ( AS)
32788 AT C trl-t ( ATI
32789 AU C trl-u ( AU)
32790 AV C trl-v ( AV I
32791 Up A rrow  o r AW T o r C trl-w (U p)
32792 Right Arrow or AX ->  o r C trl-x (R igh t)
32793 Lett A rrow  o r AY « - o r C trl-y (Le ft]
32794 Down A rrow  or AZ i  o r C trl-z (D ow n ]
32795 Escape or A[ Esc or Ctrl-1 (Esc!
32796 A\ C trl-\ i A\)
32797 A1 C trl-] ( Al)
32798 AA C tr l-A (K eyb oard )1
32799 A C trl- (S H y l
32800 Cancel F1 (C ancel)
32801 ♦ S earch F2 (Search)
32802 Help F3 (H e lp)
32803 Indent F4 (Indent)
32804 List F5 (L is t)
32805 Bold F6 (B o ld )
32806 Exit F7 (Exit)
32807 Underline F8 (U nde rline)
32808 End Field2 F9 (End Fie ld )
32809 Save F10 (Save)
32810 Reveal Codes F113 (Reveal Codes)
32811 Block F123 (B lo ck l
32812 Setup Shift-F1 (Setup)
32813 ♦ S e a rc " S h ift-F2 (Search Left)
32814 Switch S h ift-F3 ( Sw itch 1
32815 ♦  in d e n t* S h ift-F4 (L /R  Indent)
3281 6 Date/O utline S h ift-F5 (D ate /O utline)
32817 Center S h ilt-F 6 (Center)
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Appendix T: Macros and Merge, Value Tables 

IKTONI and INTOKI 

This appendix lists the values returned by various macro and merge 
programming commands. 

The following table shows the WordPerfect key values used with the { KTON} 
and ( NTOK} programming commands. For more information on using these 
commands, see Appendix K: Macros and Merge, Programming Commands. 

Value Key Name Key Macro Command 

32768 Compose Clrl-2 !Compose)' 
32769 'A Clrl-a I 'Al 
32770 'B Ctrl-D !'Bl 
32771 'C C!rl-c I 'Cl 
32772 'D C!rl-d l'DI 
32773 'E C!rl-e I 'El 
32774 'F Ctrl-t l'FI 
32775 'G Ctrl-g l'GI 
32776 Home or 'H Home or Ctrl-h /Home) 
32777 Tab or 'I Tab !Tab) 
32778 Enter or 'J Enter or Ctrl-1 /Enter I 
32779 Delete to End al Une or 'K Ctrl-End or Ctrt-K !Del EOLI 
32780 Delete to End al Page or 'L Ctrl-PgDn or Ctrl-I !Del EOPI 
32781 'M Ctrl-m l'MI 
32782 'N Ctrl-n !'NI 
32783 '0 Ctrl-o 1'01 
32784 'P Ctrl-p !'Pl 
32785 '0 Ctrl-Q 1'0) 
32786 'R Ctrl-r l'RI 
32787 'S Ctrl-s I'S! 
32788 'T Ctrl-t I 'Ti 
32789 'U Ctrl-u l'Ul 
32790 'V Ctrl-v I 'VI 
32791 Up Arrow or 'W Tor Ctrl-w /Up! 
32792 Right Arrow or AX ~ or Ctrl-x I Right I 
32793 Lell Arrow or 'Y <- or Ctrl-y I Letti 
32794 Down Arrow or 'Z J, or Ctrl-z !Down) 
32795 Escape or 'I Esc or Ctrl-[ I Esc I 
32796 '\ Ctr I-\ { '\I 
32797 'I Ctrl-1 I ')I 
32798 Ctr I-' 1Keyboard)1 

32799 Ctrl- !SHyl 
32800 Cancel F1 I Cancel I 
32801 • search F2 !Search) 
32802 Help F3 !Help) 
32803 Indent F4 /Indent) 
32804 List F5 !Listi 
32805 Bold F6 I Bold) 
32806 Exit F7 !Exit! 
32807 Underline F8 !Underline) 
32808 End Field2 F9 I End Field! 
32809 Save F10 !Savel 
32810 Reveal Codes F11' !Reveal Codes I 
32811 Block F12' !Block I 
32812 Setup Shilt-F1 !Setup) 
32813 • searcn Shilt-F2 !Search Lelli 
32814 Switch Shilt-F3 !Switch) 
32815 • indent• St1ift-F4 !UR Indent) 
32816 Date/Outline Sh11t-F5 !Date/Outline) 
32817 Cen!er Shil!-F6 !Center! 
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Value Key Name Key Macro Command

32818 Print S h ift-F 7 (P rin t)
32819 Format S h ift-F8 (Form at)
32820 M erge Codes S h ift-F9 (M erge Codes)
32821 Retrieve S h ift-F lO (Retrieve)
32822 smtt-Fir* IS h ft F 1 1 ) ’
32823 S h ift-F 124 IS h lt F 12 )'
32824 Thesaurus Alt-F1 (Thesaurus)
32825 Replace AI1-F2 (Replace)
32826 Reveal Codes A II-F3 {Reveal Codes)
32827 Block AII-F4 (B lock )
32828 M ark Text A lt-F 5 (M ark Text)
32829 Flush R ight AI1-F6 (F lush  R ight)
32830 C olum ns/Table A lt-F 7 (C o lum ns/Tab les)
32831 Style A lt-FB (S tyle )
32832 Graphics AII-F9 (G raphics)
32833 M acro A II-F10 (M a cro l
32834 A i t - F i r 1 (A lt F i l l 1
32835 A II-F 1 24 (A lt F 1 2 )1
32836 Shell C tr l-F I (S he ll)
32837 Spell C trl-F2 (S pe ll)
32838 Screen C trl-F3 (Screen)
32839 M ove C trl-F4 (M ove )
32840 Text In/O ut C trl-F5 (Text In/O ut)
32841 Tab A lign C trl-F6 (Tab A lig n )
32842 Footnote C trl-F7 (Footnote)
32843 Font C trl-F8 (Font)
32844 M erge /S ort C trl-F 9 ( M erge /S ort 1
32845 M acro  Define C trl-F 1 0 (M a cro  Deline)
32846 C lrl-F 1 1 4 (C trl F 11 )'
32847 C lrl-F 1 2 4 (C trl F12 )'
32848 Backspace Backspace (Backspace)
32849 Delete Del (D e l)
32850 Delete W ord C trl-Backspace (D el W o rd l
32851 W ord R ight C t r l - - . (W ord  R ight)
32852 Word Left Ctrl-«- (Word Lell)
32853 End o l L ine End or Home, Home, -> 5 I End I
32854 B eg inn ing  o f Line Begin (V ic to r com puter)

or Home, Home. <-5
32855 (In va lid )
32856 Go To C trl-H om e I Goto)
32857 Page Up PgUp (Page Up)
32858 Page Down PgDn (Page Dow n)
32859 Screen Down + (Screen Dow n)
32860 Screen Up - (Screen Up)
32861 Typeover Ins ITypeover)
32862 M arg in  Release Shift-Tab (Left M ar R ell
32863 Hard Page Ctrl-En ter IH P g)
32864 Soft Hyphen C t r l - - (SHy)
32865 Hyphen Character A lt— ( - I
32866 Hard Space Home, Space Bar5 ( ) '
32867 Paragraph Up C trl-T (Para Up)
32868 Paragraph Down Ctrl-4. (Para Dow n)
32869 Item Lett A II-< - (Item  Left)
32870 Item Right A lt— ► (Item  R ight)
32871 Item Up A lt-T (Item  Up)
32872 Item Down A lt-4 (Item  Dow n)
32873 A lt-H o m e4 (A lt Hom e)
32874 Delete Row C trl-D e l (B lock  M ove)
32875 M enu Bar A lt- = IM e n u  B ar)'
32876 Block Append (B lock  Append)
32877 Block M ove C trl-D e l (B lock M ove)
32878 B lock Copy C trl- ln s (B lock C opy l
64513 (ASSIGN)
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Value Key Name Key Macro Command 

32818 Print Shift-Fl I Print} 
32819 Format Shift-FS !Formal} 
32820 Merge Codes Shilt-F9 I Merge Codes) 
32821 Retrieve Shilt-FlO I Retrieve) 
32822 Sh,lt-Fn' !Shit Fll I' 
32823 Shitt-F124 IShtt F121' 
32824 Thesaurus Alt-F1 !Thesaurus) 
32825 Replace AII-F2 I Replace) 
32826 Reveal Codes Alt·F3 I Reveal Codes) 
32827 Block Alt-F4 I Block) 
32828 Mark Text Alt-F5 I Mark Text) 
32829 Flush Right Alt-F6 !Flush Right) 
32830 Columns/Table Alt-F7 I Columns/Tables) 
32831 Style Alt-FB !Style) 
32832 Graphics All·F9 I Graphics) 
32833 Macro Alt-F10 !Macro) 
32834 All·F11' {Alt F11)' 
32835 Alt-F12' {All F12) 1 

32836 Shell Ctrl-Fl {Shelli 
32837 Spell Ctrl-F2 !Spell) 
32838 Screen Clrl-F3 {Screen) 
32839 Move Ctrl-F4 {Move) 
32840 Text In/Out Ctrl-F5 {Text In/Out) 
32841 Tab Align Ctrl-F6 !Tab Align) 
32842 Footnote Ctrl-F7 I Footnote I 
32843 Font Ctrl-F8 !Font) 
32844 Merge/Sort Ctrl-F9 I Merge/Sort I 
32845 Macro Define Ctrl-F10 !Macro Define) 
32846 Ctrl-F11' iCtrl Fl 1 )1 

32847 Ctrl-F12' ICtrl F121' 
32848 Backspace Backspace I Backspace) 
32849 Delete Del !Del) 
32850 Delete Word Ctr I-Backspace !Del Word) 
32851 Word Right Ctrl- .... !Word Righi) 
32852 Word Leh Ctrl-~ !Word Lelli 
32853 End of Line End or Home, Home, .... ' )End) 
32854 Beginning of Line Begin (Victor computer) 

or Home, Home, -' 
32855 I Invalid) 
32856 Go To Ctrl-Home !Goto) 
32857 Page Up PgUp I Page Up) 
32858 Page Down PgDn I Page Down) 
32859 Screen Down I Screen Down I 
32860 Screen Up !Screen Up) 
32861 Typeover Ins ITypeoverl 
32862 Margin Release Shift-Tab I Left Mar Rel I 
32863 Hard Page Ct rt-Enter IHPgl 
32864 Soft Hyphen Ctrl-- ISHy) 
32865 Hyphen Character Alt-- 1-1 
32866 Hard Space Home, Space Bar' 11' 
32867 Paragraph Up Ctrl-i I Para Up) 
32868 Paragraph Down Ctrl-J !Para Down) 
32869 Item Lett All-- !Item Left) 
32870 Item Right Alt·-+ !Item Right) 
32871 Item Up Alt-i !Item Up) 
32872 Item Down Alt-J, !Item Down) 
32873 Alt-Home' IAII Home) 
32874 Delete Row Ctrl-Del I Block Move I 
32875 Menu Bar All-= !Menu Bar i' 
32876 Block Append !Block Append I 
32877 Block Move Ctrl-Del !Block Move) 
32878 Block Copy Ctrl-lns !Block Copy) 
64513 I ASSIGN) 
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Value

64514
64515
64516
64517
64518
64519
64520
64521
64522
64523
64524
64525
64526
64527
64528
64529
64530
64531
64532
64533
64534
64535
64536
64537
64538
64539
64540
64541
64542
64543
64544
64545
64546
64547
64548
64549

64550
64551
64552
64553
64554
64555
64556
64557
64558
64559
64560
64561
64562
64563
64564
64565
64566
64567
64568
64569
64570
64571
64573
64574
64575

Key Nam e Key M acro Com mand

M acro C om m ands

IBELL}
IBREAKI
IC A L L)
{CANC EL OFF) 
{CANC EL ONI 
{CASE)
{CASE CALL) 
(C H AIN )
{CHAR)
{;)
{D ISPLAY OFF) 
{D ISPLAY ON) 
{ELSE)
{END FOR)
{END IF)
{END W HILE)
IFOR)
IFOR EACH)
(GO)
{IF)
{LAB EL)
{LOO K)
{NESTI
{NEXT!
{SHELL MACRO) 
{ON CANCEL)
{ON ERROR)
{ON NOT FOUND) 
{PAUSE)
{PRO M PT)
{QUIT)
{RESTART)
{RETURN)
{RETURN CANCEL) 
{RETURN ERROR) 
{RETURN NOT 

FOUND)
I SPEED)
(STEP ON)
(TEXT)
{STATE)
(W AIT)
{W HILE)

C trl-P g U p  {M ac ro  Com m ands)
{STEP OFF) 
{ORIGINAL KEY)
{IF  EXISTS)
{M EN U OFF) 
{M EN U ON) 
{STATUS PROM PT) 
{IN PU T)
(VARIABLE)
{SYSTEM )
(M ID )
IN TO K )
IKTO N)
1LEN)
l~)
{PAUSE KEY) 
{OTHERWISE! 
{SHELL ASSIGN) 
{SHELL VARIABLE)
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Value Key Name Key Macro Command 

64514 I BELLI 
64515 IBREAKI 
64516 ICALLI 
64517 !CANCEL OFFI 
64518 !CANCEL ONI 
64519 ICASEI 
64520 !CASE CALLI 
64521 ICHAINI 
64522 !CHAR) 
64523 1:1 
64524 !DISPLAY OFF) 
64525 !DISPLAY ON) 
64526 IELSEI 
64527 IEND FOAi 
64528 {END IF) 
64529 {END WHILE! 
64530 {FOAi 
64531 !FOR EACH! 
64532 IGOI 
64533 IIF) 
64534 I LABEL) 
64535 {LOOK! 
64536 {NESTI 
64537 {NEXT! 
64538 I SHELL MACRO I 
64539 ION GANGELi 
64540 ION ERROR) 
64541 ION NOT FOUND I 
64542 {PAUSE I 
64543 [PROMPT) 
64544 IQUITI 
64545 I RESTART) 
64546 !RETURN! 
64547 !RETURN GANGELi 
64548 {RETURN ERROR! 
64549 !RETURN NOT 

FOUND I 
64~:;iO l~P£WJ 

64551 !STEP ON) 
64552 ITEXTI 
64553 I STATE I 
64554 {WAIT! 
64555 IWHILEI 
64556 Macro Commands Ctrl-PgUp !Macro Commands! 
64557 !STEP OFFI 
64558 !ORIGINAL KEYi 
64559 { IF EXISTS) 
64560 !MENU OFF! 
64561 IMENU ONI 
64562 !STATUS PROMPT! 
64563 !INPUT) 
64564 {VARIABLE) 
64565 I SYSTEM I 
64566 !MID) 
64567 INTOKI 
64568 IKTONI 
64569 {LENI 
64570 1-1 
64571 !PAUSE KEYi 
64573 I OTHERWISE) 
64574 !SHELL ASSIGN! 
64575 I SHELL VARIABLE I 
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ISYSTEMIRighf
(SYSTEMlLeff

'To insert this command in a macro, you must define a macro containing (NTOKj\~, 
where x is the value listed on the table. Then map this macro to a ke\ using 
Keyboard Layout (see Keyboard Layout in Referenced. With the keyboard containing 
the mapping selected, enter the Macro Editor. Press the key to which the macro is 
mapped to insert the command.

2Pressing End Field (F9) inserts “[Mrg.End FieldJfHRlJ" into the document.

!F11 and F I2 are remapped on the original keyboard to correspond to Alt-F3 and 
Alt-F4, respectively.

4This key is not mapped on the original keyboard.

'Although it is impossible to take the /KTON) o f multiple keys, you can produce 
(e x e c u te ) th is keys tro ke  se q u en ce  by  ta k in g  the  (N T O K f o f  its key  value.

The following table shows the values returned by the (SYSTEM)Right' and 
{SYSTEM}Left~ commands when the item to the right or left of the cursor is a 
WordPerfect code. In most cases, a five-digit number is returned. For some 
codes, however, the keystroke corresponding to the code is returned instead of a 
number. These codes are listed at the end of the table.

For some codes, the value returned differs depending on whether it was returned 
by the (SYSTEM)Right' or (SYSTEM(Left' command. These values are 
marked with (R) and (L), respectively, in the table below.

For more information on using these commands, see Appendix K: Macros and 
Merge, Programming Commands.

Value Code

33024 [Just On]
3328 0 [Just Off]
34304 [Center Pg]
34560 [C ol Onl
34816 [C ol O ffj preceded by [HPg]
35328 [W /0  On]
35584 [W /0  Oft]
35840 [HR t-S Pg]
36096 [Note Num ]
36352 [Box Num ]
36608 [End C/A]
36864 [DSRtl
37376 [S P g l (not a space or [H R fc
37632 [ISR tl
38656 (R). 3840 0 (L) [B lock]
39168 [D orm  HRt]
39424 [/] (Cancel Hyphenation)
39680 [End D e ll
40448 [Hyph Off]
40704 [Hyph On]
40960 [ ] (Hard Space)
41216 1+1
41472 [t]
41728 H
41984 [T]
42240 [*1
42496 HI
42752 [M ath  On]
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ISYSTEMIRight· 
ISYSTEMILeU-

1To insert this co111111wul in a 1/lacru, w111 11111st define a macro co11tai11i11g f NTOK/x •. 
where x i.1 the mlue listed 1111 tire tahle. Tlre11 map this macro to a ke\" 11si11g 
Keyboard Lm·out (see Keyboard Layout i11 Reference/. With the kn-board cm1tai11i11g 
the mapping selected. emer the Macro Ediro1: Press the ker to which the macro is 
111ap1,ed to insert the c0111111and. 

2Pressing End Field (F9) inserts "/Mrg.End Field/{HRt/" in/0 the document. 

1F J l and F 12 are remapped 011 the original keyboard to correspond to Alt-FJ and 
Alt-F4, respectiFel\". 

;This kev is not mapped on the original kn-hoard. 

'Although i1 is impossible /0 lake the f KTON J of multiple ke_ys. wm can produce 
( execute I 1hi.1· kevstroke sequence by wking the ( NTOK I of its kev l'llit1e. 

The following t:ible shows the v:ilues returned by the (SYSTEM} Right· and 
ISYSTEM}LefC commands when the item to the right or left of the cursor is a 
WordPerfect code. In most cases, a five-digit number is returned. For some 
codes, however, the keystroke corresponding to the code is returned instead of a 
number. These codes are listed at the end of the table. 

For some codes. the value returned differs depending on whether it was returned 
by the (SYSTEM)RighC or {SYSTEM}Left· command. These values are 
marked with (R) and (L). respectively. in the table below. 

For more information on using these commands, see Appendix K: Macros and 
/'v/erge. Progrc1111111i11g Co111111011ds. 

Value 

33024 
33280 
34304 
34560 
34816 
35328 
35584 
35840 
36096 
36352 
36608 
36864 
37376 
37632 
38656 (R). 38400 (L) 
39168 
39424 
39680 
40448 
40704 
40960 
41 216 
414 72 
41728 
41984 
42240 
42496 
42752 

Code 

[Just On] 
[Just Olfl 
[Center Pgl 
[Col On! 
]Col 0111 preceded by [HPgJ 
[W/0 On] 
[W/0 Ott) 
[HRt -SPgJ 
[Note Num] 
[Box Numl 
[End C/Al 
]DSRIJ 
[SPg] (not a space or ]HRIJ) 
[ISRIJ 
[Block! 
[Dorm HRI] 
[/I (Cancel Hyphenation) 
[End Dell 
[Hyph 0111 
]Hyph On ] 
[ ] (Hard Space) 
[+I 
[I] 
[=] 

ITI 
[·J 
J!J 
[Math On! 
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Value Code

43008
43264
44032
44800
45056
45312
45568
49408
49410
49424
49426
49474
49480
49482
49490
49496
49498
49504
49520
49536
49608
49610
49624
49626
49632
49648
49664
49665
49920
49921
49922
49923
49924
49925
49926
49927
49928
43929
49930
49931
49932
49933
49934
49935
50176
50177
50178
50179
50180
50181
50182
50183
50184
50185
50186
50187
50188
50189
50190
50191
50432
50433 
53248

[M ath  Off]
[ - ]  (Hyphen Character)
- (S o ft Hyphen)
[C o l Off] if created by [H P g l but not preceded by [HPg] 
[C o l Off] if created by [SPg] bu t not preceded by [H Pg ] 
[N ]
[O utline  Off]
[TAB]
[Tab]
[TAB] (w ith  dot leader)
[Tab] (w ith  do t leader)
[Dec Tab]
[RGT TAB]
[Rgt Tab]
[D ec Tab] (w ith  do t leader)
[RGT TAB] (w ith  do t leader)
[R gt Tab] (w ith  dot leader)
[F ish  Rgt]
[F ish Rgt] (w ith  do t leader)
[M a r Rel]
[CNTR TAB]
[C n tr Tab]
[CNTR TAB] (w ith  do t leader)
[C n tr Tab] (w ith  dot leader)
[Center]
[C enter] (w ith  dot leader)
M n d e n t ]
[ —»lndent«—]
[EXT LARGE]
[VRY LARGE]
[LARGE]
[S M A LL ]
[FINE]
[SUPRSCPT]
[SUBSCPT]
[OUTLN]
[ITALC]
[SHADW]
[REDLN]
[DBL UND]
[BOLD]
[S TK 0U T]
[U N D ]
[S M  CAP]
[ext large]
[vry  large]
[large ]
[sm a ll]
[fine ]
[sup rscp t]
[subscpt]
[o u tln ]
[ila lc ]
[shadw]
[red ln ]
[d b l und]
[b o ld ]
[stkout]
[und ] 
ism cap]
[B lock ProrOn]
[B lock  ProrOft]
[Ln  H eigh t]
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Value 

43008 
43264 
44032 
44800 
45056 
45312 
45568 
49408 
49410 
49424 
49426 
49474 
49480 
49482 
49490 
49496 
49498 
49504 
49520 
49536 
49608 
496 10 
49624 
49626 
49632 
49648 
49664 
49665 
49920 
49921 
49922 
49923 
49924 
49925 
49926 
49927 
49928 
49929 
49930 
49931 
49932 
49933 
49934 
49935 
50176 
50177 
501 78 
50179 
50180 
50181 
50182 
50183 
50184 
50185 
50186 
50187 
50188 
50189 
50190 
50191 
50432 
50433 
53248 

Code 

[Math Olf) 
[-] (Hyphen Character) 
- (Soft Hyphen) 
[Col Olf) ii created by [HPg) but not preceded by [HPg) 
[Col Off) ii created by [SPg) but not preceded by [HPg) 
[NI 
[Outline Off) 
[TAB) 
[Tab) 
[TAB) (wi th dot leader) 
[Tab) (with dot leader) 
[Dec Tab) 
[RGT TAB) 
[Rgt Tab[ 
[Dec Tab) (with dot leader) 
[RGT TAB) (with dot leader) 
[Rgt Tab) (with dot leader) 
[Fish Rgt) 
[Fish Rgt) (with dot leader) 
[Mar Rel) 
[CNTR TAB) 
[Cntr Tab) 
[CNTR TAB) (with dot leader) 
[Cntr Tab) (with dot leader) 
[Center) 
[Center) (with dot leader) 
[-+Indent) 
[-,Indent,- I 
[EXT LARGE! 
[VAY LARGE) 
[LARGE! 
[SMALL] 
[FI NE[ 
[SUPRSCPT) 
[SUBSCPTJ 
[OUTLN) 
[!TALC) 
[SHADW] 
[REDLN) 
[DBL UNO) 
[BOLD] 
[STKOUT) 
[UNO[ 
[SM CAP) 
[ext large) 
[vry large) 
[large) 
[small) 
[fine) 
[suprscpl) 
[subscpt) 
[outln) 
[italc) 
[shadw[ 
[redln] 
[db l und) 
[bold] 
[stkout) 
[und) 
Ism cap] 
[Blocl Pro :On] 
!Block Pro:on· 
[Ln Height) 
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[L /R  M ar]
[Ln  S pacing] 
[HZone]
[Tab Set]
[T /B  M ar]
[Just]
[S uppress]
[Pg N um bering ] 
[Paper Sz/Typ] 
[C o lo r]
[Font]
[M ath  Det]
[C ol Det]
[Par Num Det]
[Ftn Opt]
[End Opt]
[F ig  Opt]
[Txt Opt]
[U sr Opt]
[Equ Opt]
[Tbl Del]
[L in k ]
[L in k  End]
[Tbl Opt]
[B rd r Opt] 
[D ecm l/A lgn  Char] 
[L lnd rln ]
[New Ftn Num ]
[New End Num ]
[Pg Num ]
[Ln  N um ]
[A dv ]
[Force]
[B L ine ]
[Wrd/Ltr Spacing] 
[Just L im ]
[New Fig Num ]
[New Tbl Num ]
[New Txt Num ]
(New Usr Num ] 
[New Equ Num ] 
[Lang]
[Pg Num Style] 
[Header A]
[Header B]
[Footer A]
[Footer B]
[Footnote]
[Endnote]
[M ark ]
[End M ark]
[D et M ark]
[Index]
[ToA]
[Endnote Placem ent] 
[Ret]
[Target]
[S ubdoc]
[S ubdoc Start] 
[S ubdoc End]
[Date]
[Par Num ]
[O vrstk]

Code

TABLES

Value

53249
53250
53251
53252
53253
53254
53255
53256
53259
53504
53505
53780
53761
53762
53763
53764
53765
53767
53768
53769
53771
53773
53774
53776
53777
54016
54017
54018
54019
54020
54021
54022
54023
54024
54026
54027
54028
54029
54030
54031
54032
54033
54034
54528
54529
54530
54531
54784
54785
55040
55041
55042
55043
55044
55045
55047
55048
55049
55050
55051
55296
55297
55298

MERGE, V ALU E

Value Code 

53249 [L/R Marl 
53250 [Ln Spac,ngl 
53251 [HZone] 
53252 [Tab Set] 
53253 IT/B Mar [ 
53254 [Just[ 
53255 [Suppress! 
53256 [Pg Numbering] 
53259 [Paper SZ/Typl 
53504 [Color] 
53505 [Font] 
53760 [Math Def] 
53761 [Col Dell 
53762 [Par Num Del] 
53763 [Fin DptJ 
53764 [End Opt] 
53765 [Fig Opt] 
53767 [Txt Opt] 
53768 [Usr Opt] 
53769 [Equ Opt! 
53771 [Tb! Del] 
53773 [Link! 
53774 [Link End] 
53776 [Tbl Opt! 
53777 [Brdr Opt] 
54016 [Decml/Algn Chari 
54017 [Undrlnj 
54018 [New Fin Num] 
54019 [New End Numl 
54020 [Pg NumJ 
54021 [Ln Num] 
54022 [Adv! 
54023 [Force] 
54024 [Bline] 
54026 [Wrd/Llr Spacing] 
54027 [Just Lim] 
54028 [New Fig Num] 
54029 [New Tbl Num] 
54030 [New T xi Num] 
54031 [New Usr Num] 
54032 [New Equ Num] 
54033 [Lang] 
54034 [Pg Num Style] 
54528 [Header Al 
54529 [Header BJ 
54530 [Footer Al 
54531 [Footer Bl 
54784 [Footnote] 
54785 [Endnote] 
55040 [Marki 
55041 [End Mark] 
55042 [Del Marki 
55043 [Index! 
55044 [ToA] 
55045 [Endnote Placement] 
55047 [Ref] 
55048 [TargetJ 
55049 [Subdocl 
55050 [Subdoc Start] 
55051 [Subdoc End] 
55296 [Date ] 
55297 [Par Num] 
55298 [Ovrsfk] 
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Value Code

55299 [Inse rt Pg Num ]
55552 [P tr Cm nd]
55553 [C nd l EOP]
55554 [C om m ent]
55555 [Kern)
55556 [O utline  On]
55557 [Leading A dj]
55808 [F ig  Box]
55809 [Tbl Box]
55810 [Text Box]
55811 [U sr Box]
55812 [Equ Box]
55813 [H Line]
55814 [V L ine ]
56064 (R) 56067 (L) [S ty le :O n] o r [O utline  Lvl #  Style On]
56065 (R), 56067 (L) [S tyle :O ff] or [O utline  Lvl #  Style Off]
56066 (R), 56067 (L) [Open Style ] or [O utline  Lvl # Open Style]
56320 [C e ll]
56321 [Row]
56322 [Tb l Off]
56579 [H rd  Row]
56864 [M rg  A S SIG N ]
56865 [M rg :B E LL]
56866 [M rg:BREAK]
56867 [M rg :C A LL ]
56868 [M rg :C A N C E L OFF]
56869 [M rg:C AN C EL ON]
56870 [M rg:C ASE]
56871 [M rg  CASE CALL]
56872 [M rg :C H A IN  M ACRO]
56873 [M rg :C H A IN  PRIMARY]
56874 [M rg :C H A IN  SECONDARY]
56875 [M rg :C H A R ]
56876 [M rg :C O M M E N T]
56877 [M rg:C TO N ]
56878 [M rg.D ATE]
56879 [M rg  DOCUM ENT]
30000 [M rg.ELSE]

56881 [M rg :E N D  FIELD]
56882 [M rg :E N D  FOR]
56883 [M rg :E N D  IF]
56884 [M rg :E N D  RECORD]
56885 [M rg :E N D  WHILE]
56886 [M rg:F IELD ]
56887 [M rg:FO R]
56889 [M rg:G O ]
56890 [M rg :IF ]
56891 [M rg :IF  BLANK]
56892 [M rg ;IF  EXISTS]
56893 [M rg :IF  NOT BLANK]
56894 [M rg:KEYBOARD]
56895 [M rg iA B E L ]
5689 6 [M rg lO C A L ]
5689 7 [M rg lO O K ]
56898 [M rg :M ID ]
56899 [M rg :M R G  CM ND]
56900 [M rg:N EST MACRO]
56901 [M rg:N EST PRIMARY]
56902 [M rg:N EST SECONDARY]
56903 [M rg:N EXT]
56904 [M rg:N EXT RECORD]
56905 [M rg :N TO C ]
56906 [M rg.PROCESS]
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Value 

55299 
55552 
55553 
55554 
55555 
55556 
55557 
55808 
55809 
55810 
55811 
55812 
55813 
55814 
56064 (A: 56067 (L) 
56065 (RI 56067 (L) 
56066 (R), 56067 (L) 
56320 
56321 
56322 
56579 
56864 
56865 
56866 
56867 
56868 
56869 
56870 
56871 
56872 
56873 
56874 
56875 
56876 
56877 
56878 
56879 
00600 
56881 
56882 
56883 
56884 
56885 
56886 
56887 
56889 
56890 
56891 
56892 
56893 
56894 
56895 
56896 
56897 
56898 
56899 
56900 
56901 
56902 
56903 
56904 
56905 
56906 

Code 

(Insert Pg Num] 
(Ptr Cmnd] 
(Cndl EOP] 
(Comment] 
(Kern) 
(Outline On] 
(Leading Ad j] 
[Fig Baxi 
(Tbl Baxi 
(Text Box] 
(Usr Box] 
(Equ Box] 
(HLinel 
(Vline] 
(Style:On] or [Outline Lvl # Style On] 
[Style 011] or (Outline Lvl I Style OHi 
[Open Style] or [Outline Lvl # Open Style] 
[Cell] 
(Row] 
(Tbl OH] 
[Hrd Row] 
(Mrg:ASSIGN] 
(Mrg BELLI 
(Mrg BREAK] 
(Mrg CALLI 
(Mrg:CANCEL OFF) 
(Mrg CANCEL ON] 
(Mrg CASE] 
(Mrg CASE CALLI 
(Mrg:CHAIN MACRO] 
[Mrg CHAIN PRIMARY] 
[Mrg:CHAIN SECONDARY] 
(Mrg CHAR] 
(Mrg:COMMENT] 
(MrgCTONI 
[MrgDATE] 
[Mrg DOCUMENT] 
(Mry.ELSE] 

[Mrg:END FIELD] 
[Mrg END FOR] 
[Mrg:END IF] 
[Mrg:END RECORD] 
(Mrg:END WHILE! 
[Mrg:FIELD] 
[Mrg:FOR] 
[MrgGO[ 
[MrglF[ 
[Mrg IF BLANK] 
[Mrg IF EXISTS] 
[Mrg IF NOT BLANK] 
[Mrg KEYBOARD[ 
[Mrg:LABELI 
(Mrg:LOCALI 
[Mrg:LOOK[ 
[MrgMID] 
[Mrg:MRG CMND[ 
(Mrg:NEST MACRO] 
(Mrg:NEST PRIMARY[ 
(Mrg NEST SECONDARY] 
(Mrg NEXT] 
(Mrg NEXT RECORD] 
[Mrg:NTOC] 
(Mrg PROCESS I 
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(SYSTEMIMenif

Value Code

56907 IM rgrO N CANCEL]
56908 [M rgrO N ERROR}
56909 [MrgrPAGE OFF]
56910 [MrgrPAGE ON]
56911 [M rgrPRINT]
56912 IM rg:PROM PT]
56913 [M rg .Q U IT ]
56914 [MrgrRETURN]
56915 [Mrg:RETURN CANCEL]
56916 [MrgrRETURN ERROR]
56917 [MrgrREW RITE]
56918 [M rg.S TEP OFF]
56919 [M rgrSTEP ON]
56920 [M rgrS U BST PRIMARY]
56921 [M rgrS U BST SECONDARY]
56922 [M rgrS YSTEM ]
56923 [M rgrTEXT]
56924 [M rgrVARIABLE]
56925 [M rg .W A IT ]
56926 [M rgrW H ILE ]
56927 [MrgrSTATUS PROMPT]
56928 [M rgrIN PU T]
5692 9 [M rgrLEN]
56930 [M rgrF IELD NAME]
56931 [M rg S T O P ]
{ AA} AA
{* B ( AB
r c i AC
m AD
1AE1 AE
OF} AF
lAG) AG
(H om e) AH
{Enter} [HRt]
I 'N I •*
l A0 } A0
1AP) AP
l AQ) AQ
l ARI AR
l AS} AS
(AT| AT
I AU1 AU
( AV) AV
{U p} AW
{R igh t} AX
{Lett} AY
{D ow n} AZ
{Esc} A[
!AM A\
H ) A]
( a a ) AA

IS H y} -  (Soft Hyphen, C t r l - - )

The tables below list the values returned by the {SYSTEM }Menu~ command.
The first table lists the values by menu, the second by number. The Keystrokes 
column of both tables lists the keystrokes required to produce the menu. 
Bracketed keystrokes indicate that any one of the given keys may be pressed at 
that point in the keystroke series to produce the menu. Other conditions required 
to produce the menu appear in the Conditions column. Block is assumed to be 
off unless otherwise specified.
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(SYSTEMIMenu-

Value Code 

56907 IMrg ON CANCEL] 
56908 IMrg·ON ERROR] 
56909 IMrg:PAGE OFF] 
56910 IMrg PAGE ON] 
56911 IMrgPRINT] 
56912 IM•g PROMPT] 
56913 IMrg QUIT] 
56914 [Mrg RETURN] 
56915 IMrg RETURN CANCEL] 
56916 !Mrg RETURN ERROR] 
56917 ]Mrg REWRITE] 
56918 !Mrg.STEP OFF] 
56919 ]Mrg:STEP ON] 
56920 IMrg SUBST PRIMARY] 
56921 ]Mrg:SUBST SECONDARY] 
56922 ]Mrg SYSTEM] 
56923 ]Mrg TEXT] 
56924 [Mrg:VARIABLE] 
56925 [MrgWAIT] 
56926 [MrgWHILE] 
56927 [Mrg STATUS PROMPT] 
56928 IMrg INPUT] 
56929 [Mrg LEN] 
56930 IMrgFIELD NAME] 
56931 [Mrg STOP] 
l'AI 'A 
l'BI 'B 
l'CI 'C 
['DI '0 
I 'El 'E 
I 'Fl 'F 
l'GI 'G 
!Home) 'H 
[Enter! IHRI] 
('NI " 1'01 '0 
l'PI 'P 
1'01 '0 
l'RI 'R 
I'S! 'S 
l'Ti 'T 
l'UI 'U 
l'Vl 'V 
!Up) 'W 
!Righi! 'X 
I Lelli 'Y 
!Down! ' Z 
IEscl 'I 
I'll 'I 
I'll '] 
I" I " 
[SHyl - (Sett Hyphen, Ctrl - -) 

The tables below list the values returned by the (SYSTEM)Menu- command. 
The first table lists the values by menu. the second by number. The Keystrokes 
column of both tables lists the keystrokes required to produce the menu. 
Bracketed keystrokes indicate that any one of the given keys may be pressed at 
that point in the keystroke series to produce the menu. Other conditions required 
to produce the menu appear in the Conditions column . Block is assumed to be 
off unless otherwise specified. 
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For more information on using the (SYSTEM)Menu' command, see Appendix
K: Macros and Merge, Programming Commands.

By Menu
This table lists the menus by general menu name and then by the keystrokes 
required to produce the menu. Use this table when you know the menu but not 
the value that will be returned at that menu.

Value Keystrokes Conditions

Cancel Menu (F1)
49 F1

Setup Menu (S h ift-F 1 ) 
177
346 
363 
221 
221 
190 
180 
187 
221 
341
341
342
343
347 
68
44 
181
348
349 
101
55
45
344 
45
345 
400 
400
379
380 
220 
105 
252 
369 
202 
199 
11 
208 
209 
235 
303 
235
56

Shilt-F1 
Shift-F1,1 
S h ilt-F i 1,2 
S h ift-F1 ,2  
S h ift-F 1 ,2,1 
S h itt-F I .2,1 
S h itt-F 1 ,2,1 
S h ift-F 1 ,2,1 
S h ift -F I ,2,12,3]
S h ift-F 1 ,2,4
S h if t -F I ,2 ,4 ,[1 ,2 ,3 ,5 ,6 ],[1 ,2 ]
S h ift-F 1 ,2,5
S h ift-F 1 ,2,6
S h ift-F1 ,3
S h ift-F 1 ,3,1
S h ift-F 1 ,3,2
S h ift-F 1 ,3,3
S h ift-F 1 ,3,4
S h ift-F 1 ,3.6 
S h ift -F I .3.7 
S h ift -F I .3,8 
S hift-F1,4 
S h ift-F 1 ,4,1 
S h ift-F 1 .4,2 
S h ift-F 1 .4.3 
S h ift-F 1 ,4,3,2 
S h ift-F I ,4,3,2,2 
S h ift-F 1 ,4,3,3 
S h ift-F 1 ,4,3,4 
S h ift-F 1 ,4,7 
S h ift-F 1 ,4,8 
S h ift-F1,4,8,2 ,Enter
Sh ilt-F 1 ,4 ,8 ,2 ,E nter
S h ift-F 1 ,4,8,3
S h ift-F 1 ,4,8,4
S h ift-F I ,4,8,5 
S h ift-F1 ,5  
S h ift-F 1 ,5,7
S h ift-F 1 ,5,7,1 
S h ift-F 1 ,5,8 
S h ift-F 1 ,5,8,2 
S h ift-F1 ,6

m onochrom e graph ics card 
Hercules RAM Font graph ics card 
CGA graph ics card 
EGA,VGA graph ics card

runn ing  on a network

Thesaurus Menu (A lt-F1 )
3282 4 AI1-F1 w ord not found
110 AII-F1 w ord found

Shell Menu fC trl-F 1 )
103 Ctrl-F1 not under Shell
102 Ctrl-F1 under Shell
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For more information on using the I SYSTEM) Menu- command, see Appendix 
K: Macros and Merge, Programming Commands. 

By Menu 
This table lists the menus by general menu name and then by the keystrokes 
required to produce the menu. Use this table when you know the menu but not 
the value that will be returned at that menu. 

Value 

Cancel Menu I F1) 
49 

Setup Menu (Shill-F1 I 
177 
346 
363 
221 
221 
190 
180 
187 
221 
341 
341 
342 
343 
347 
68 
44 
181 
348 
349 
101 
55 
45 
344 
45 
345 
400 
400 
379 
380 
220 
105 
252 
369 
202 
199 
11 
208 
209 
235 
303 
235 
56 

Thesaurus Menu (Alt-F1) 
32824 
110 

Shell Menu 1Ctrl-F1) 
103 
102 

Keystrokes 

Fl 

Shilt-Fl 
Shitt-F1 .1 
Shilt-Fl 1.2 
Shilt-F1 .2 
Shilt-F1 .2.1 
Shilt-Fl .2.1 
Shilt-Fl ,2 I 
Shilt-F1 2.1 
Shill-Fl .2.[2,3] 
Shill-Fl.2.4 
Shill-Fl .2.4,[ 1,2,3.5 6],[1,2] 
Shill-Fl .2,5 
Shill-Fl ,2,6 
Shill-Fl .3 
Shilt-F1,31 
Shitl-F1,32 
Shill-Fl ,3,3 
Shill-Fl .3.4 
Shill-F1 3,6 
Shilt Fl .3.7 
Shilt-Fl ,3,8 
Shilt-F1 .4 
Shilt-F1 ,4,1 
Shilt-F1 .4.2 
Shill-Fl .4.3 
Shilt-F1 .4.3,2 
Shill-F1 .4.3,2,2 
Shill-Fl .4.3,3 
Shilt-Fl .4.3.4 
Shilt-F1 .4.7 
Shill-F1 4,8 
Shilt-Fl ,4,8,2.Enter 
Shilt-F1 ,4.8,2,Enter 
Shilt-F1 .4.8,3 
Shrlt-F1 .4.8.4 
Shill-Fl .4.8,5 
Shill-F1 ,5 
Shilt-Fl ,5.7 
Shilt-Fl,5.7,1 
Shilt-F1 .5.8 
Shilt-Fl .5.8,2 
Shilt-F1.6 

All-Fl 
AII-F1 

Ctrl-F1 
Ctrl-F1 

Conditions 

monochrome graphics card 
Hercules RAM Font graphics card 
CGA graphics card 
EGA.VGA graphics card 

running on a network 

word not found 
word found 

not under Shel I 
under Shell 

APPENDIX T: MACROS AND MERGE. VALUE TABLES 971 



Value Keystrokes Conditions

Search M enus (F2 and S h ift-F2)
32801 F21
32813 Shift-F21
32776 Home,F2

Replace Menu (A II-F2 )
32825 AI1-F2

Spell Menu (C trl-F 2 )
17 C trl-F2
64 C trl-F 2 ,[1 ,2 ,3 ]

Help Menu (F3)
32802 F3

Switch Menu (S h ift-F3)
31 S h ift-F3

Screen (C trl-F 3 )
38 C trl-F3
362 C trl-F3 ,2
365 C trl-F 3 ,2 ,4

Move (C trl-F 4 )
30 C trl-F4
23 C lrl-F 4
32 C trl-F 4 ,[1 ,2,3]
112 C trl-F4 ,4

List Files (F5)
389 F5
305 F 5 ,tf /7 a ® y ,E n te r
401 F5,rt'rec/o/y,Enter,5
114 F5,tf//BCto/y,Enter,6
3 3 4 r5 ,t» e c® ry ,E n te r,e
335 F5.rf/rectofy,Enter,6,3
232 F5,cfra ;fo /y ,E nter,9
241 F 5 , rf/recto/y, E n te r, 9,5

Date/Outline (S h itt-F5)
24 S h ift-F5
57 S h lft-F5 ,3
350 S hift-F5,4
79 S h ift-F5 ,6
256 S h itt-F5 ,6 ,9
263 S h ift-F5 ,6 ,9 ,2
339 Shitt-F5 ,6 ,9 ,2 ,3
201 Sh lft-F5 ,6 ,9 ,2 ,4
263 S h ift-F5 ,6 ,9 ,3
339 Sh ift-F5 ,6 ,9 ,3 ,3
201 Sh lft-F5 ,6 ,9 ,3 ,4
370 S h ift-F5 ,6 ,9 ,4
390 S h ift-F5 ,6 ,9 ,6

Mark Text (AI1-F5)
78 AH-F5
2 AU-F5
159 AII-F5.1
154 A lt-F 5 ,1 ,[1 ,3 ]
244 A lt-F 5 ,1 ,[1 ,3 ],5
32806 A lt-F5 ,4,Enter
121 A lt-F5 ,5
88 Alt-F5,5,1
89 A lt-F5 ,5 ,1 ,3

word not found

B lock on

B lock on 
B lock on or off

no docum ent sum m ary 
Document sum m ary

B lock on

B lock on
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Value Keystrokes Conditions 

Search Menus (F2 and Shilt-F2) 
32801 F2' 
32813 Shilt-F21 
32776 Home.F2 

Replace Menu (AII-F2) 
32825 Alt-F2 

Spell Menu (Ctrl F2) 
17 Ctrl-F2 
64 Clrl F2,l1,2,3] word not found 

Help Menu (F3) 
32802 F3 

Switch Menu (Shift-F3) 
31 Shift-F3 Block on 

Screen I Ctrl-F3) 
38 Ctrl-F3 
362 Ctrl-F3,2 
365 Ctrl-F3,2.4 

Move (Clrl-F4) 
30 Ctrl-F4 
23 Ctrl-F4 Block on 
32 Ctrl-F4,[1,23] Block on or ott 
112 Ctrl-F4.4 

List Files (F5) 
389 F5 
305 F5, airecrory,Enter 
401 F5, Clirec/01y,Enter,S 
114 F5,direc/01y.Enter.6 no documenl summary 
334 F~.a/1t1.,1U1y,Enter.ll aocumen1 summary 
335 F5.directory,Enter,6.3 
232 F5, d"ectory,En ter, 9 
241 F5.direc/ory,Enler,9,5 

Date/Dutline (Shilt-F5) 
24 Shifl-F5 
57 Shrlt-F5,3 
350 Shilt-FS.4 
79 Shilt-FS,6 
256 Shilt-F5,6 .9 
263 Shilt-FS,6.9 2 
339 Shilt-FS.6.9.2,3 
201 Shilt-F5.6,9,2.4 
263 Shifl-F5,6,9,3 
339 Shilt-F5,6,9,3,3 
201 Shrlt-F5,6,9.3.4 
370 Shilt-FS,6,94 
390 Shifl-F5,6,9.6 

Mark Text (AII-F5) 
78 Alt-F5 
2 Alt-FS Block on 
159 AII-FS.1 
154 Alt-F5,1,l1.3] 
244 Alt-FS, 1,11,3].5 
32806 AII-F5.4,Enler Block on 
121 AII-FS,5 
88 AII-FS,5.1 
89 AII-FS ,5, 1.3 
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Value Keystrokes Conditions

85 A lt-F 5 ,5 ,2 ,[1 ,3 ]
36 Alt-F5 ,5,4,1
176 A lt-F5 ,6

Text In/Out (C trl-F 5 )
60 C trl-F5
32840 C trl-F5 B lock on
70 Ctrl-F5,1
249 C trl-F5 ,2
388 C trl-F5 ,3
250 C trl-F5 ,4
259 C trl-F5 ,5
260 C trl-F 5 .5 ,[1 ,2,3)
390 C trl-F 5 ,5,[1,2,31,1
261 C trl-F 5 ,5,[1,2,31,3
314 C trl-F5 .5,4

Center (S h ift-F6)
32817 S h ift-F6 Block o r

Flush Right W t-F 7 )
32829 AH-F7 B lock on

Exit (F7)
32806 F7,y Long Docum ent Name=No
65027 F7,y Long Docum ent Name=Yes

Print (S h ift-F7)
74 S h ift-F7
126 S h ift-F 7 runn ing  on a network
32818 S hift-F7 B lock on
217 S h ift-F7 ,4
153 S h itt-F7 ,6
76 S h ift-F7 ,s
76 S h ift-F7 ,s ,2
133 S h ilt-F 7 ,s ,2 ,3
47 S h ift-F7 ,s ,2 ,4
134 Shift-F7,s,3

46 S hift-F7 ,s ,3 ,2
21 S h ift-F 7 ,s ,3 ,2 ,[4 ,5 ,6 ,7 ]
184 S h ift-F7 ,s , 3,2, [4 ,5,6,7],1
191 S h ift-F 7 ,s ,3 ,2 ,[4 ,5 ,6 ,7 ],2
75 S h ift-F7 ,s ,3 ,3
42 S h ift-F7 ,s ,3 ,4
182 Shift-F7,s,3,4 ,1 curso r on Soft Fonts; soft fonts available
132 S h ift-F7 ,s ,3 ,5
410 Sh ift-F7 ,s ,3 ,7 ,3
252 S h itt-F7 ,u
202 S h ift-F 7 ,g
199 S h ift-F 7 ,t

Columns/Table (AH-F7)
353 AH-F7 curso r not in a table
298 A II-F7 curso r in a table
301 A lt-F 7 ,lns curso r in a table
309 Alt-F7 ,D el curso r in a table
318 A lt-F 7 ,C trl-F 4 curso r in a table
324 A lt-F 7 ,C trl-F 4 ,[1 ,2,3] curso r in a table
16 AH-F7.1 curso r not in a table
325 A!t-F7,1 curso r in a table
33 A II-F 7 .1 ,3 curso r not in a table
255 A II-F 7 ,1,3,1 curso r no t in a table
296 A II-F7 .2 cursor not in a table
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85 Alt-F5,5.2,[1,3J 
36 Alt F5,5.4.1 
176 Alt-F5.6 

Text In/Dul (Clrl-FS) 
60 Ctrl-F5 
32840 Ctrl-F5 Block on 
70 Ctrl-F5,1 
249 Ctrl-F5.2 
388 Ctrl-F5,3 
250 Ctrl-F5.4 
259 Ctrl-F5,5 
260 Ctrl-FS,5[1.2.31 
390 Ctrl-F5,5 ,(1,2,31.1 
261 Ctrl-FS,5,(1.2,31.3 
314 Ctrl-F5,5 4 

Cenlor (Shitt-F6: 
32817 Sh1lt-F6 Block on 

Flush Right 1Alt-F7) 
32829 Alt-F7 Block on 

Erit (F7) 
32806 F7,y Long Document Name=No 
65027 F7,y Long Document Name= Yes 

Print (Shilt-Fl) 
74 Shilt-Fl 
126 Shilt-Fl running on a network 
32818 Shill-Fl Block on 
217 Shilt-F7,4 
153 Shitt-F7,6 
76 Shrlt-F7,s 
76 Shrft-F7,s,2 
133 Shrlt-F7,s,2,3 
47 Shilt-F7,s,2.4 
134 Shih-r?,s 3 

46 Shilt-F7,s,3,2 
21 Shilt-Fl ,s,3,2,[ 4,5,6, 7] 
184 Shilt-F7,s.3,2.(4,5,6,7J. 1 
191 Shrlt-F7 ,s .3,2, I 4 ,5,6, 7),2 
75 Shilt-F7,s,3,3 
42 Shilt-F7,s,3,4 
182 Shitt-F7,s,3,4,1 cursor on Soft Fonts; salt fonts available 
132 Shift-F7,s,3,5 
410 Shitt-F7,s,3.7,3 
252 Shitt-F7,u 
202 Shitt-F7,g 
199 Shilt-F7,t 

Columns/Table (Alt-Fl) 
353 Alt-F7 cursor not in a table 
298 Alt-F7 cursor in a table 
301 All-Fl.Ins cursor in a table 
309 Alt-F7,0el cursor in a table 
318 Alt-F7,Ctrt-F4 cursor in a table 
324 All-F7,Ctrl- F4.(1,2,3 ! cursor in a table 
16 Alt-F7 ,1 cursor not in a table 
325 Alt-F7 ,1 cursor in a table 
33 Alt-F7,1 ,3 cursor not in a table 
255 AII-F7,1,3,1 cursor not rn a table 
296 Alt-F7,2 cursor not in a table 
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311 A II-F7 .2 curso r in a lable
296 AH-F7.2.1 curso r not in a table
306 AII-F7.2.1 curso r in a table
323 AI1-F7,2,1.1 cursor in a table
351 A lt-F7 ,2 ,1 ,2 curso r in a table
148 A lt-F 7 ,2 ,1 ,2,1 curso r in a table
149 A ll-F 7 ,2 ,1 ,2 ,2 curso r in a table
352 A lt-F7 ,2 ,1 ,3 curso r in a table
308 A lt-F7 ,2 ,1 ,4 curso r in a table
367 A lt-F7 ,2 ,1 ,5 curso r in a table
298 A lt-F7 ,2 ,2 curso r not in a table; a table exists in docum ent
307 A lt-F7 ,2 ,2 cursor in a table
301 A lt-F 7 ,2 ,2 ,lns curso r not in a table; a table exists in docum ent
309 A lt-F7 ,2 ,2 ,D e l curso r not in a table; a table exists in docum ent
318 A lt-F 7 ,2 ,2 .C trl-F 4 curso r not in a table; a table exists in docum ent
324 A lt-F 7 ,2 .2 .C trl-F 4 ,[1 .2.3] curso r no t in a table; a lable exists in docum ent
325 Alt-F7 ,2,2,1 curso r no t in a table; a table ex ists in docum ent
307 Alt-F7,2,2,1 curso r in a table
311 A lt-F 7 ,2 ,2 ,2 curso r not in a table a table exists in docum ent
231 A lt-F 7 ,2 ,2 ,2 curso r in a table
306 Alt-F7 .2,2,2,1 curso r not in a lable; a table exists in docum ent
148 Alt-F7 .2,2,2,1 curso r in a table
323 A lt-F 7 ,2 ,2 ,2,1,1 cu rso r no t in a table: a table ex ists in docum ent
351 A lt-F 7 ,2 ,2 ,2 ,1 ,2 curso r not in a table; a table ex ists in docum ent
148 A lt-F7 ,2,2,2,1 ,2,1 curso r not in a table; a table ex ists in docum ent
149 A lt-F 7 .2 .2 ,2 ,1,2,2 curso r not in a table; a table exists in docum ent
352 A lt-F 7 ,2 ,2 ,2 ,1 ,3 curso r not in a table; a table exists in docum ent
308 A lt-F 7 ,2 .2 .2  1,4 curso r not in a table; a table exists in docum ent
367 A lt-F 7 ,2 ,2 ,2 ,1 ,5 curso r no t in a table; a table exists in docum ent
307 A lt-F 7 ,2 ,2 ,2 ,2 curso r not in a table, a table exists in docum ent
149 A lt-F 7 ,2 ,2 ,2 ,2 curso r in a table
307 A lt-F 7 ,2 ,2 ,2,2,1 curso r not in a table; a table exists in docum ent
231 A lt-F 7 ,2 ,2 ,2 ,2 ,2 curso r not in a table; a table exists in docum ent
148 A lt-F7 ,2,2,2,2 ,2,1 cursor not in a table; a table exists in docum ent
149 Alt-F7,2,2,2,2,2,2 cursor not in a table; a table exists in document
317 A lt-F7 ,2 ,2 ,2 ,2 ,3 curso r not in a table; a table exists in docum ent
312 A lt-F 7 ,2 ,2 ,2 ,3 curso r not in a table, a table exists in docum ent
299 A lt-F7 ,2 ,2 ,3 curso r not in a lable; a table exists in docum ent
317 A lt-F7 ,2 ,2 ,3 curso r in a table
145 A lt-F 7 ,2 ,2 ,3 ,[1 ,2 ,3 ,4 ,5 ,6 ,7 ] curso r not in a table; a table exists in docum ent
300 A lt-F 7 ,2 ,2 ,3 ,8 cursor no t in a table; a table exists in docum ent
298 A lt-F7 ,2 ,2 ,4 cursor no t in a table; a table exists in docum ent
297 A lt-F7 ,2 ,2 ,5 curso r not in a table; a table exists in docum ent
366 A lt-F 7 ,2 ,2 ,5 ,3 curso r not in a table, a table exists in docum ent; 

fo rm u la  exists in cell
313 A lt-F7 ,2 ,2 ,6 cursor not in a table; a table exists in docum ent
333 A lt-F 7 ,2 ,2 ,6 ,3 curso r no t in a table; a lable exists in docum ent
298 A lt-F7 ,2 ,2 ,7 cursor no t in a table; a table exists in docum ent
302 A lt-F7 ,2 ,2 ,8 curso r not in a table; a table exists in docum ent
312 A lt-F 7 ,2 ,3 curso r in a table
28 AK-F7.3 curso r not in a table
299 A lt-F7 ,3 curso r in a table
145 A lt-F 7 ,3 ,[1 ,2,3,4,5,6,71 curso r in a table
300 A lt-F 7 ,3 ,8 curso r in a table
298 AI1-F7.4 curso r in a table
297 AK-F7.5 curso r in a table
366 A lt-F 7 ,5 ,3 curso r in a table; fo rm u la  ex ists in cell
313 A II-F7 .6 curso r in a table
333 A II-F7 .6 .3 curso r in a table
298 AH-F7.7 cursor in a table
302 A II-F7 .8 curso r in a table
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311 AII-F7,2 cursor in a table 
296 AII-F7.2,1 cursor not in a table 
306 All-Fl 2,1 cursor ,n a table 
323 All-Fl 2.1,1 cursor ,n a table 
351 Alt-F7.2.1.2 cursor in a table 
148 Alt-F 7,2 1,2,1 cursor in a table 
149 Alt-F7,2,1,2,2 cursor in a table 
352 Alt-F7,2,1,3 cursor in a table 
308 Alt-F7,2, 1,4 cursor in a table 
367 Alt-F7.2,1.5 cursor in a table 
298 Alt F7,2,2 cursor not in a table: a table exists in document 
307 Alt-F?,2.2 cursor in a table 
301 Alt-F7,2,2,lns cursor not in a table; a table exists in document 
309 Alt-F7,2,2.Del cursor not in a tabl e; a table exists in document 
318 Alt-F7,2,2.Clrl-F4 cursor not in a tab le; a table exists in document 
324 Alt-F7,2.2,Ctrl-F4.11 .2.31 cursor nol in a table; a table exists in document 
325 All F?,2,2,1 cursor nol in a table: a table exists in document 
307 Alt-F?,2,2,1 cursor in a table 
311 Alt-F7,2,2,2 cursor not in a table a table exists in document 
231 AII-F7.2.2,2 cursor n a table 
306 Al!-F?.2.2.2.1 cursor not in a lable: a table exists in document 
148 Alt-F?,2.2.2.1 cursor in a table 
323 Alt-F?,2.2.2.1,1 cursor not ,n a table: a table exists ,n document 
351 Alt-F7,2,2,2, 1,2 cursor not in a table: a table exists in document 
148 Alt-F7,2,2.2, 1,2, 1 cursor not in a table; a table exists in document 
149 Alt-F7.2.2.2,1 2,2 cursor not in a table: a table exists in document 
352 Alt-F7.2,2.2 1,3 cursor not in a table: a table exists in document 
308 Alt-F7,2 2.2 1.4 cursor not ,n a table: a table exists ,n document 
367 Alt-F7,2,2,2, 1,5 cursor not in a table; a table exists ,n document 
307 Alt-F 7,2,2,2,2 cursor not in a tab le. a table exists in document 
149 Alt-F7,2,2,2,2 cursor in a table 
307 Alt-F7,2,2,2,2, 1 cursor not in a table; a table exists in document 
231 Alt-F7,2,2,2,2,2 cursor not in a table: a table exists in document 
148 Alt-F7,2,2,2,2,21 cursor not in a table: a tab le exists in document 
149 Alt-F7 ,2,2,2,2,2,2 cursor not in a lablc; a table cxisls ir document 
317 Alt-F?,2,2,2,2,3 cursor not in a table: a table ex,sts ,n document 
312 Alt-F?,2,2.2,3 cursor not in a table, a table exists in document 
299 Alt-F?,2,2.3 cursor not in a lable: a table exists in document 
317 Alt-F7,2,2.3 cursor in a table 
145 Alt-F7,2.2,3,[1,2,3,4,5,6,7] cursor not in a table: a table exists in document 
300 Alt-F7.2,2.3,8 cursor not in a table: a table exists in document 
298 Alt-F7.2,2,4 cursor not ,n a table; a table exists in document 
297 Alt-F7,2,2,5 cursor not in a table. a table exists in document 
366 AII-F7,2,2.5,3 cursor nol in a table. a table exists in document: 

formula ex,sts in cell 
313 Alt-F?,2,2,6 cursor not in a table: a table exists in document 
333 Alt-F7,2.2,6.3 cursor not in a table: a table exists in document 
298 Alt-F7.2.2,7 cursor not in a table: a table exists in document 
302 Alt-F7.2,2.8 cursor not in a tab le: a table exists in document 
312 Alt-F7.2.3 cursor in a table 
28 AII-F7,3 cursor not : n a lab e 
299 Alt-F7,3 cursor ,n a lable 
145 Alt-F7,3,[1,2 3.4 5,6,7) cursor in a lable 
300 Alt-F7,3,8 cursor in a table 
298 Alt-F7,4 cursor in a table 
297 Alt-F7.5 cursor in a table 
366 Alt-F7,5,3 cursor in a table; formula exists in cell 
313 AII-F7.6 cursor in a table 
333 AII-F7,6,3 cursor ,n a table 
298 AII-F7,7 curso1 in a !able 
302 AII-F7,8 curso1 ,n a table 
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Footnote (C trl-F7 )
3 C trl-F7
137 Ctrl-F7,1
67 C trl-F7 ,1 ,4
92 C trl-F 7 ,1,4,5
223 C trl-F 7 ,1,4,7
392 C trl-F7 ,2
135 C trl-F7 ,2 ,4
92 C trl-F 7 ,2 ,4 ,5

Format (S h itt-F8)
32819 S h ift-F8 Block on
155 S h ilt-F 8
5 S h llt -F 8 1
331 S hift-F8 ,1 ,3
20 S h itt-F 8 ,1 ,4
122 S h ift-F 8 ,1 ,5 ,y
12 S llift-F 8 ,1 ,8
358 S h ift-F 8 ,1 ,8 ,t
1 S h ift-F8 ,2
156 S h ift-F8 ,2 ,2
6 S h ift-F8 ,2 ,3
240 S h ift-F 8 ,2 ,3 ,[1 ,2 l
117 S h ift-F8 ,2 ,4
240 S h ift-F 8 ,2 ,4 ,[1 ,2 ]
368 S h ift-F8 ,2 ,6
9 S h ift-F8 ,2 ,6 ,4
328 S h ift-F8 ,2 ,7
229 S h ilt-F 8 ,2 ,7 ,2
230 Shift-F8,2,7,2,Enter,1
229 Shift-F8,2,7,2 ,Enter,2
330 Shift-F8,2,7,2 ,Enter,3
234 Shifl-F8,2,7,2 ,Enter,5
359 Shift-F8,2,7,2 ,Enter,7
356 S h ift-F8,2,7,2 ,Enler,8,y
329 Shift-F8,2,7,2 ,Enter,9
337 Shift-F8.2.7,S form ig n o t  [A L L  O THERS1

230 S h ift- F8,2,7,5,1 form  is not [A LL OTHERS]
229 Shift-F8 ,2 ,7 ,5 ,2 form  is not [A LL OTHERS]
330 Shift-F8 ,2 ,7 ,5 ,3 form  is not [A LL OTHERS]
234 Shift-F8 ,2 ,7 ,5 ,5 form  is not [ALL OTHERS]
359 S h ift-F 8 ,2 ,7 ,5 ,7 form  is not [A LL OTHERS]
356 S h ift-F 8 ,2 ,7 ,5 ,8 ,y form  is not [A LL OTHERS]
329 S h ift-F 8 ,2 ,7 ,5 ,9 fo rm  is not [A LL OTHERS]
326 S h itt-F8 ,2 ,7 ,5 form  is [ALL OTHERS]
234 S h ift-F 8 ,2 ,7 ,5 ,3 fo rm  is [ALL OTHERS]
329 36111-88,2,7,5,4 form  is [ALL OTHERS]
10 S h ift-F8 ,2 ,8
169 S h ift-F8 ,3
132 S h ift-F8 ,3 ,3
11 S h ift-F 8 ,3 ,4
125 S h ift-F8 ,3 ,5
25 S h ift-F8 ,4
150 Shift-F8,4,1
164 S h ift-F 8 ,4 ,5
7 S h ift-F 8 ,4 ,6
84 S h ift-F 8 ,4 ,6 ,2
93 S h ift-F8 ,4 ,6 ,3
151 S h ift-F8,4,6,3 ,Enter
403 S h ift-F 8 ,4 ,8
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Footnote (Ctrt-F7) 
3 Ctrt-F7 
137 Ctrl-F7,1 
67 Ctrl-F7.1.4 
92 Gir l F7.1.4,5 
223 Ctrl-F7.1.4.7 
392 Ctrl-F7.2 
135 Ctrl-F7,2.4 
92 Ctr! F?,2,4,5 

Format (Shift-F8) 
32819 Shili-F8 Block on 
155 Sh11i-F8 
5 Shili-FB' 
331 Shitt-FB,1,3 
20 Sh1tt-F8.1 ,4 
122 Shilt FS, 1,5,y 
12 Sllift-F8,1,8 
358 Sh1ft-F8.1,8.t 
1 Sh,ft-F8,2 
156 Shift F8,2,2 
6 Sh,ft-FB,2,3 
240 Shilt-F8,2,3.l1.2] 
117 Shifl-F8,2 ,4 
240 Shifl-FB,2,4.(1,2] 
368 Shilt-FB,2,6 
9 Shift-F8,2,6,4 
328 Shift-F8.2.7 
229 Sh11t-F8.2.72 
230 Shill-FB,2,7.2.Enter, 1 
229 Sh1It-F8,2, 7.2,Entei,2 
330 Shift-F8,2, 7,2.Enter,3 
234 Shilt-F8,2,7,2.Enter,5 
359 Shilt-F8.2, 7,2,Enter,7 
356 Shin-F8,2,7.2.Enter,8,y 
329 Shift-F8.2. 7.2.Enter.9 
327 ~h;ft rB.2.7.5 form is nnl !ALL OH-H] ~Sl 

230 Shill-F8,2 7 5,1 form is not [ALL OTHERS] 
229 Sh111-F8,2,7.5,2 form is not [ALL OTHERS] 
330 Shilt-FB.2,7,5,3 form is not [ALL OTHERS] 
234 Sh111-F8,2,7,5,5 form IS not (ALL OTHERS] 
359 Shilt-F8 2.7,5,7 form is not [ALL OTHERS] 
356 Shift-FS.2.7,5,8,y form is not IALL OTH ERS) 
329 Sh,tt-F8,2.7.5,9 form Is not [ALL OTHERS] 
326 Shill-F8,2,7,5 lorm is !ALL OTHERS) 
234 Sh1fi-F8,2,7,5,3 form is [ALL OTHERS] 
329 Shilt-F8.2.7.5.4 form IS IALL OTHERS] 
10 Shilt-F8.2,8 
169 Shilt-F8.3 
132 Shift-F8.3.3 
11 Shilt-F8.3,4 
125 Shitt-FB,3,5 
25 Sh111-F8.4 
150 Shift-F8,4,1 
164 Shifl-F8.4,5 
7 Shrtt-F8.4,6 
84 Shift-F8,4,6.2 
93 Sh111-F8,4 6.3 
151 Shift-F8,4.6,3,Enter 
403 Shift-F8,4,8 

APPENDIX T MACROS AND MERGE. VALUE TABLES 975 



Value Keystrokes Conditions

Style (A lt-F8 )
59 A lt-F8
387 AII-F8 .3
174 AI1-F8.3.2
201 A II-F8 .3 .5 paired styles on ly
387 AH-F8.4 not outline style
263 AH-F8.4 outlin e  style
174 A lt-F 8 ,4 ,2 no t ou tlin e  style
339 A lt-F 8 ,4 ,3 outlin e  style
201 A lt-F 8 ,4 ,4 outlin e  style
201 A lt-F 8 ,4 ,5 not o u tlin e  style; paired styles on ly
370 A II-F8 .5

Font (C trl-F 8 )
147 C trl-F8
63 C trl-F8 B lock on
148 Ctrl-F8,1 B lock on o r off
149 C lrl-F 8 ,2 Block on or off
132 C trl-F8 ,4
146 C trl-F8 ,5

Merge Codes (S h ift-F9)
340 S h ift-F9
340 S h ift-F9 ,6

Graphics (A II-F9)
136 AI1-F9
393 AH-F9.1
138 AIL-F9.1,1
257 AU -F9.1,1,2
139 AU-F9.1.1.4
140 A lt-F 9 ,1 .1,5 anchor type=Page
152 A II-F 9 ,1,1,5 anchor type=Character
142 A K -F9 .1 .1.6 anchor lyoe=Paraoraoh
141 AH-F9.1,1,6 anchor type=Page
142 A lt-F 9 ,1 ,1,6,1 anchor type=Page
142 AH-F9.1,1,6,2, 

n u m b e r  o l  c o lu m n s ,Enter
210 A H -F9.1,1,7
402 A U -F9.1,1,9 C ontents=G raphics; DrawPerlect on Shell
374 AU-F9.1,1,9 Contents=Equa1ion; DrawPerlect on Shell
373 AH-F9.1,1,9 DrawPerfect not on Shell
225 AI1-F9.1,1 ,9 ,A lt-F9 Contents=Text
399 AH -F9.1,1 ,9.F5 Contents=Equation
399 AH -F9.1,1 ,9 ,S h ift-F3 Contents=Equation equation palette active
374 A II-F 9 .1 ,1 ,9 ,S h ift-F3 Contents=Equation; ed itin g  w indo w  active
375 A II-F 9 .1 ,1 ,9 ,S h ift-F3 Contents=Equation; d isp lay w indo w  active
381 A lt-F9 ,1,1 9,Shitt-F1 C ontenls=Equation
400 A lt-F 9 ,1 ,1 ,9 ,S h itt-F 1 ,2 Contents=Equation
379 A lt-F 9 ,1 ,1 ,9 ,S h ift-F 1 ,3 Contents=Equation
380 AI1-F9.1,1 ,9 ,S h itt-F 1 ,4 Contents=Equation
144 A lt-F9 ,1 ,4
145 AH -F9 ,1,4,1
239 A H -F9 .1 ,4 ,[4 ,5 ]
183 AU -F9.1,4,7 Contents=Equation
143 A lt-F 9 ,1,4,7 Contents?sEquation
115 A lt-F 9 ,1 ,4 ,7 ,[1 ,2 ] C o n te n ts rfq u a tio n
394 AH-F9.2
138 Alt-F9 ,2,1
144 A lt-F 9 ,2 ,4
395 AH-F9.3
138 Att-F9,3,1
144 A lt-F 9 ,3 ,4
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Style (Alt-F8) 
59 Alt-FB 
387 AII-FB,3 
174 Alt-F8,3.2 
201 AII-FB.3.5 paired styles only 
387 AII-F8,4 not outline style 
263 AII-F8,4 oulhne slyle 
174 Alt-F8,4,2 no! oulline style 
339 Alt-F8.4,3 oulline style 
201 Alt-F8,4,4 oulline style 
201 AII-F8,4,5 not outline style: paired styles only 
370 Alt-FB,5 

Font rCtrl-F8) 
147 Ctrl-FB 
63 Ctrl-FB Block on 
148 Ctrl-F8,1 Block on or off 
149 Clrl -FB,2 Block on or off 
132 Clrl-FB,4 
146 Ctrl-F8,5 

Merge Codes (Shilt-F9) 
340 Shifl- F9 
340 Sh itt-F9,6 

Graphics (AII-F9) 
136 Alt·F9 
393 Alt-F9.1 
138 Alt-F9.1 ,1 
257 Alt -F9 .11 ,2 
139 Alt·F91.1.4 
140 AII-F91 .1 ,5 anchor lype=Page 
152 Alt-F9.1.1.5 anchor type=Character 
142 Alt-F9.1,1.6 anchor tvoe=Paraoraoh 
141 Alt-F9 1.1,6 anchor type=Page 
142 Alt-F9,1,1,6.1 anchor type=Page 
142 Alt-F9, 1. 1,6,2, 

number of columns.Enter 
210 Alt-F9,11.7 
402 Alt-F9 ,1,1,9 Contents=Graphics; OrawPerlect on Shell 
374 Alt-F9 ,1,1 ,9 ContentS=Equation . DrawPerlect on Shell 
373 All-f9.1 .1,9 DrawPerfect not on Shell 
225 Alt-F9,1. 1,9,Alt-F9 Contents= Text 
399 Alt-F9,1,1,9.F5 Contents=Equation 
399 Alt-F9,1,1,9,Shift-F3 Contents=Equat icr equation palette active 
374 Alt-F9,1,1,9,Sh,tt-F3 Contenls=Equation . editing window active 
375 Alt-F9,1.1,9 Shift-F3 Contents=Equation; display window active 
381 Alt-F9,1,1 9,Shitt-F1 Contenls=Equation 
400 AII-F9,1,1,9,Shitt-F1 ,2 Contents=Equation 
379 Alt-F9, 1, 1,9,Shifl-F1 ,3 Contents=Equation 
380 AII-F9, 1 1,9.Shift-F1 .4 Contents=Equation 
144 AII-F9,1.4 
145 Alt-F9,1,4,1 
239 Alt-F9. 1,4.[4,5) 
183 AII-F9 1,4.7 Contents=Equation 
143 Alt-F9,1,4,7 Contents;tEquation 
115 Alt-F9,1.4.7.[1,2) Contents;tEquation 
394 Alt-F9,2 
138 Alt·F9,2,1 
144 Alt-F9,2,4 
395 All-f9,3 
138 Alt-F 9,3,1 
144 Alt-F9,3,4 
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396 A lt-F 9 ,4
138 A lt-F9,4,1
144 A lt-F 9 ,4 ,4
227 A lt-F9 ,5
224 A lt-F9,5,1
243 A lt-F 9 ,5,1,1
361 A lt-F9 ,5 ,1 ,2
226 A lt-F 9 ,5 ,1 ,2,2
226 A lt-F 9 ,5 ,2
242 A II-F 9 ,5.2,1
140 A lt-F9 ,5 ,2 ,2
226 A lt-F9 ,5 ,2 ,2 ,5
224 A lt-F9 ,5 ,3
226 A lt-F9 ,5 ,4
397 A lt-F 9 ,6
138 Alt-F9 ,6,1
144 A lt-F 9 ,6 ,4

Merge/Sort (C trl-F9 )
62 C trl-F9
390 Ctrl-F9,1
52 C trl-F 9 ,2, file , Enter, file , Enter
61 C trl-F 9 ,2, fife,Enter, ft'fe,Enter,3
109 C trl-F 9 ,2, file , Enter, f ile , Enter, 5
108 C trl-F 9 ,2, l ile , Enter, f ile , Enter, 6
107 C trl-F 9 ,2, file , Enter, file , Enter, 7

Save (F10)
65027 F1
32809 F10

Retrieve (S h ift-F10)
32821 S h ift-F10

Macro (AI1-F10)
32833 A lt-F10

M a c r o  D e f i n e  < C t r l - F 1 0 )

32845 C trl-F10
222 C trl-F10
236 C trl-F10,2

Other Keys
32795 Esc
3284 8 Backspace
32776 Home
32856 C trl-H om e
3284 9 Del
32780 C trl-P gD n
253 C trl-P gU p
32790 C trl-v

Pull-Down Menus
264 M enu Bar (A lt- =)
265 File
273 F ile ,Text In
321 F ile ,Text In,Spreadsheet
272 File,Text O ut
293 File ,P assw ord
377 File.Setup
266 E dit
270 E dit.Append
274 E dit,Select

Conditions

Select active

Long Docum ent Name^Yes 
Long Docum ent Name=No

m acro already defined 
m acro already defined

repeat value
dele ting code and Reveal Codes oft

de le ting code and Reveal Codes off 

m acro d e fin ition  or execution active

Block on

APPENDIX T: MACROS AND MERGE. VALUE TABLES 9 7 7

Value Keystrokes Conditions 

396 AII-F9.4 
138 Alt-F9.4.1 
144 Alt-e9.4.4 
227 Alt-F9.5 
224 Alt-F9,5,1 
243 Alt-F9,5,1,1 
361 Alt-F9,5,1,2 
226 Alt-F9,5, 1.2,2 
226 Alt-F9,5.2 
242 AII-F9 .5,2.1 
140 Alt-F9.5 .2.2 
226 Alt-F9,5,2,2,5 
224 Alt-F9,5,3 
226 Alt-F9,5,4 
397 Alt-F9,6 
138 Alt-F9,6.1 
144 Alt-F9,6,4 

Merge/Sort (Ctrl-F9) 
62 Ctrl-F9 
390 Ctrl-F9.1 
52 Ctrl-F9,2, file, Enter, //le, Enter 
61 Ctrl-F9 .2. file, Enter, lile,Enter,3 
109 Ctrl-F9,2, file, Enter, //le,Ente r, 5 Select active 
108 Ctr I-F9,2. file, Enter. 1,/e,Enter,6 
107 Ctr I-F 9,2. hie, Enter. f,le, Enter. 7 

Save (F10) 
65027 Fl Long Document Name=Yes 
32809 F10 Long Document Name=No 

Retrieve (Shift-F10) 
32821 Sh11t-F10 

Macro (Alt-F10) 
32833 Alt-F10 

M a c,a rle4i" c (Ctrl f:10) 

32845 Ctrl-F10 
222 Ctrl-F10 macro already defined 
236 Ctrl-F10.2 macro al ready defined 

Other Keys 
32795 Esc repeat value 
32848 Bactspace deleting code and Reveal Codes off 
32776 Home 
32856 Ctrl-Home 
32849 Del deleting code and Reveal Codes off 
32780 Ctrl-PgDn 
253 Ctrl-PgUp macro def1n1t1on or execution active 
32790 Ctrl-v 

Pull-Down Menus 
264 Menu Bar (Alt-=) 
265 File 
273 Fi le.Text In 
321 Fi le.Text In.Spreadsheet 
272 Fi le.Tex! Out 
293 Fi le.Password 
377 File Setup 
266 Edil 
270 Edit.Append Block on 
274 Ed ii.Select 
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Keystrokes Conditions

322
275
287
277 
268
276 
378 
286
279
280
283
290 
376
288 
289 
285 
295 
294 
271 
281
284 
282 
269
278 
267
279
291
292

Value

E d it,C om m ent 
E d it,C onvert Case 
Search
Search,Extended 
Layout
Layout,C o lum ns 
Layout,Tables 
Layout,M ath 
Layout,Footnote 
Layout,Endnote 
Layoc .Justify 
Layout,A lign  
Mark
M ark,Cross-Reference 
M ark,Table o f A u th orities 
M ark,Define
M ark,M aster Docum ents 
M ark,Docum ent Compare 
Too ls
T o o ls .M acro  
T o o ls ,O u tlin e  
T o o ls ,M erge Codes 
Font
Font,Appearance 
G raphics
G raph ics,[F igu re ,T ab le ,Text B ox.U ser Box,E qua tion]
G raph ics.L ine
Help

'The value re lu m ed  corresponds to the original key pressed, not to the direction of 
the search. For example, i f  you press Shift-F2, then press to change the search to 
a fo rw a rd  search. {S Y S T E M /M en u ' still returns 32813.

By Number
This table lists the menus by menu number (value returned by 
(SYSTEM[Menu'). Use this table when you know the value but not the 
menu(s) at which that value is returned.

Value Keystrokes Conditions

1 S hilt-F 8 ,2
2 A!t-F5 Block on
3 C trl-F7
5 Shift-F8,1
6 S h ift-F 8 ,2 ,3
7 S h i!t-F8 ,4 ,6
9 S h ift-F8 .2 ,6 ,4
10 S h ifi-F 8 ,2 ,8
11 S h ift-F 1 ,4,8,5

S h ift-F8 ,3 ,4
12 S h ift-F8 .1 .8
16 AH-F7.1 curso r not in a lable
17 C trl-F2
20 S h ift-F 8 ,1 ,4
21 S h ift-F 7 ,s ,3 ,2 ,[4 ,5 ,6 ,7 ]
23 C trl-F4 Block on
24 S h ift-F5
25 S h ift-F8 ,4
28 AH-F7.3 curso r not in a table
30 C trl-F4
31 S h ift F3 Block on
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Value 

322 
275 
287 
277 
268 
276 
378 
286 
279 
280 
283 
290 
376 
288 
289 
285 
295 
294 
271 
281 
284 
282 
269 
278 
267 
279 
291 
292 

Keystrokes 

Ed1t.Gommen1 
Edit.Convert Case 
Search 
Search.Extended 
LJyout 
Llyout.Columns 
Llyou, Tables 
Layou:.Math 
LJyou'.,Foolnole 
Layou1.Endnote 
LJyoL ,Justi fy 
Layoul,Al,gn 
Mark 
Mark.Cross-Reference 
Mark.Table of Authorities 
Mark.Define 
Mark.Master Documents 
Mark.Document Compare 
Tools 
Tools.Macro 
Tools. Outline 
Tools.Mel!)e Codes 
Font 
Font .Appearance 
Graph,cs 

Conditions 

Graph,cs.[Figure.Table.Text Box.User Box.Equation] 
Graphics.Line 
Help 

'The value re/urned corresponds to 1he original kev pressed, 1101 1,, th<' dirf'.-ti,111 11( 

rhe search. For example. if you press Shifr-F2. then press .. To c/1,111.i:1' 1/1,· ,mrl'i, ,,, 
a forward search. {SYSTEM/Menu~ sri/1 returns 32813. 

lly Number 
This table lists the menus by menu number (value returned by 
(S YSTEMlMenu-). Use this table when you know the value but not the 
menu(s) at which that value is relurned. 

Value 

I 
2 
3 
5 
6 
7 
g 
10 
11 

12 
16 
17 
20 
21 
23 
24 
25 
28 
30 
31 

Keystrokes 

Shill-F8,2 
A!I-F5 
Ctrl-F7 
Shift-FB,1 
Shift-FB,2,3 
Shift-F8.4,6 
Shifl-F8.2,6,4 
Shift-F8,2,8 
Shifl-F1.48,5 
Shrlt-FB,3.4 
Shrft-FB.1.8 
AltF71 
Ctrl-F2 
Shrft F8,1.4 
Shift-F7,s,3,2.[ 4,5,6. 7] 
Ctrl-F4 
Shift-FS 
Shifl-F8,4 
AH7,3 
Ctrl-F4 
Shift F3 
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Conditions 

Block on 

cursor not in a fable 

Block on 

cursor not in a table 

Block on 



Value Keystrokes Conditions

32 C tr l-F 4 ,[1 ,2,3] B lock on or off
33 A H -F7 .1 ,3 curso r not in a table
36 A lt-F 5 ,5,4,1
38 C trl-F3
42 S h ift-F7 .s .3 ,4
44 S h ift-F 1 ,3,2
45 S h ift -F l ,4 

S h ift-F1 ,4 ,2
46 S h ift-F7,s,3,2
47 S h ift-F7 ,s ,2 ,4
49 F1
52 Ctrl-F9,2,//7e.Enter,ffle, Enter
55 S h ift-F 1 ,3,8
56 S h ift -F l .6
57 S h ift-F 5 ,3
59 AIFF8
60 C trl-F5
61 C trl -  F9,2 ,7/te, En te r, 7/'/e, E n te r,3
62 C trl-F9
63 Ctrl-FS B lock on
64 C trl-F 2 ,[1 ,2 ,3 ] w ord  not found
67 C trl-F7 ,1 ,4
68 S h ift-F 1 ,3,1
70 Ctrl-F5,1
74 S h ift-F7
75 S h ift-F7 ,s ,3 ,3
76 S h ift-F7 ,s

S h ift-F 7 ,s ,2
78 AH-F5
79 S hift-F 5 ,6
84 S h ift-F8 ,4 ,6 ,2
85 A lt-F 5 ,5 ,2 ,[1 ,3 ]
88 Alt-F5 ,5,1
89 A lt-F5 ,5 ,1 ,3
92 C trl-F 7 ,[1 ,2 ],4 ,5
93 S h ift-F8 ,4 ,6 ,3
101 S h ift-F 1 ,3,7
102 C tr l-F l under Shell
103 C tr l-F l not under Shell
105 S h ift -F l ,4,8
107 C trl-F9,2,ffle,Enter,///e,Enter,7
108 Ctrl-F9,2,ffle,Enter,///e,Enler,6
109 C trl-F9 ,2 , A7e,Enter,/ra(Biter,5 Select active
110 AI1-F1 w ord found
112 C trl-F4 ,4
114 F 5 ,d ire c to ry ,E n te r ,6 no docum ent sum m ary
115 A lt-F 9 ,1 .4,7,11,2] C onten ts^E quation
117 S h ift-F 8 ,2 ,4
121 A lt-F5 ,5
122 S h ift-F 8 ,1 ,5 ,y
125 S h ift-F8 ,3 ,5
126 S h ift-F7 runn ing on a network
132 C trl-F8 ,4

S h ift-F7 ,s ,3 ,5
S h ift-F8 ,3 ,3

133 S h ift-F7 ,s ,2 ,3
134 S h itt-F7,s,3
135 C trl-F 7 ,2 ,4
136 A lt-F 9
137 Ctrl-E7,1
138 A IF E 9 ,[1 ,2 ,3,4,6],1
139 A lt-F 9 .1 ,1,4
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Value Keystrokes Conditions 

32 Ctrl-F4.[1 2,3] Block on or ott 
33 Alt-F7,13 cursor not in a table 
36 Alt-F5,5.4,1 
35 Ctrl-F3 
42 Shilt-F7,s 3,4 
44 Shill-Fl ,3,2 
45 Shilt-Fl.4 

Shill-F1 .4,2 
46 Shilt-F7,s,3 2 
47 Shilt-F7s.2,4 
49 F1 
52 C trl-F9 .2, life.Ente r. life.Enter 
55 Shilt-Fl ,3 8 
56 Shilt-Fl .6 
57 Shilt-F5,3 
59 Alt F8 
60 Ctrl-F5 
61 Clrl-F9,2. /i/e,Erter 1,/eEnler,3 
62 Ctrl-F9 
63 Ctrl-F8 BIOCK on 
64 Ctrl-F2,[1,2,3] word not tound 
67 Ctrl-F7,l.4 
68 Shill-Fl,3,1 
70 Ctrl-F5.1 
74 Shift-Fl 
75 Shilt-F7.s.3,3 
76 Shilt F7,s 

Shilt F7,s,2 
78 AII-F5 
79 Shilt-F5,6 
84 Shilt-F8.4,6,2 
85 Att-F5,5,2,[1,3I 
88 Alt-F5,5, 1 
89 Alt-F5.5.1.3 
92 Ctrl-F?,[1,2].4,5 
93 Shifl-F8,4,6.3 
101 Shift-Fl ,3,7 
102 Ctrl-Fl under Shell 
103 Ctrl-Fl not under Shell 
105 Shill-Fl .4.8 
107 Ctrt F9.2 lile,Enter/i/e,Enter,7 
108 Ctrt-F9,2. file.Enter. Irle, Enter,6 
109 Ctrl-F9 ,2 , I ile,Enter, 11/e. Enter,5 Select active 
110 Alt-Fl word lound 
112 Ctrl-F4,4 
114 FS, directory,Enter,6 no document summary 
115 Alt-F9, 1.4.7,I 1,2] Conten ts,,Equati on 
117 Shilt-F8,2,4 
121 Alt-FS,5 
122 Shilt-F8, 1,5,y 
125 Shifl-F8,3,5 
126 Shilt-Fl running on a nelwork 
132 Ctrl-F8,4 

Sh11t-F7,s,3,5 
ShM8,3,3 

133 Shilt-F7,s,2,3 
134 Sh1lt-F7,s 3 
135 Ctrl-F7,2.4 
136 Att-F9 
137 Ctrl F7,1 
138 Att-F9,[1 2,3,4,6].1 
139 Alt-F9, 1, 14 
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Value Keystrokes Conditions

140 AI1-F9,1,1,5 
A lt-F9 ,5 ,2 ,2

anchor type^Page

141 A lt-F 9 ,1 ,1 ,6 anchor type=Psge
142 AI1-F9.1,1,6 anchor type^Paragraph

A lt-F 9 ,1 ,1,6,1 anchor type=Page
A lt-F 9 ,1 ,1 ,6 ,2 ,n « m to ' 

o f  c o lu m n s ,Enter
anchor type=Page

143 A II-F 9 ,1,4,7 C o n te n ts rfq u a tio n
144 A lt-F 9 ,[1 ,2,3,4,61,4
145 A lt-F 7 ,2,2,3 ,[1 ,2,3,4.5,6.71 curso r not in a table; a table exists in docum ent

A lt-F 7 ,3 ,[1 .2,3,4,5,6,71 
A II-F 9 ,1,4,1

curso r in a table

146 C trl-F8 ,5
147 C trl-F8
148 A lt-F 7 ,2 , [1,2],2 ,1 cu rso r in a table

A lt-F 7 ,2 ,2 ,2 .[1 ,2 ],2 ,1 curso r not in a table; a table exists in docum ent
C trl-F8,1 B lock on or off

149 A lt-F 7 ,2 ,[1 ,21,2,2 curso r in a table
A lt-F 7 ,2 ,2 ,2 ,[1 ,2 l,2 ,2 curso r not in a table; a table exists in docum ent
C trl-F8 ,2 B lock on o r off

150 Shift-F8,4,1
151 S h ift-F8.4.6,3 ,Enter
152 A lt-F9 ,1 ,1 ,5 anchor type=Character
153 S hift-F7,6
154 A lt-F5 ,1 ,[1 ,3 ]
155 Shift-F8
156 S h ift-F8 ,2 ,2
159 AII-F5.1
164 S h ift-F8 ,4 ,5
169 S h ift-F8,3
174 A lt-F8 ,3 ,2

A lt-F 8 .4 ,2 not ou tlin e  style
176 A lt-F 5 ,6
177 Shift-F1
181 Shift-F1,3,3

182 Shift-F7,s,3,4 .1 curso r on S o il Fonts; soft fonts available
183 A lt-F 9 ,1,4,7 Contents=Equation
184 S hift-F7 ,s ,3 ,2 ,[4 ,5 ,6 ,7 ],1
190 S h ift-F 1 .2,1
191 S h ift-F 7 ,s ,3 ,2 ,[4 ,5 ,6 ,7 l,2
199 Sni1t-F1,4,8,4 

S h ift-F7 ,t
201 A lt-F 8 ,3 ,5  t paired styles only

AI1-F8.4.4 outlin e  style
A lt-F8 ,4 ,5
S h ift-F 5 ,6 ,9 ,[2 ,3 ),4

not ou tline  style; paired styles on ly

202 S h ift-F 1 ,4,8,3 
S h ift-F7 ,g

208 S h ift-F1 ,5
209 S h ift-F 1 ,5,7
210 A lt-F 9 ,1 .1,7
217 S h ift-F7 ,4
220 S h ift-F 1 ,4.7
221 S h ift-F1 ,2

S h ift-F 1 ,2 ,[2 ,3 l
222 C trl-F10 macro a lready defined
223 C lr l-F 7 ,1,4,7
224 Alt-F9 ,5,1

A lt-F 9 ,5 ,3
225 A lt-F 9 ,1 ,1 ,9 ,A lt-F 9 Contents=Text
226 A lt-F 9 ,5 ,1 ,2,2 

A lt-F 9 ,5 ,[2 ,4 ] 
A lt-F 9 ,5 ,2 ,2 ,5
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Value Keystrokes Conditions 

140 AII-F9,11,5 anchor type-P2,E 
All F9,5,2,2 

141 All·F9, 1. 1.6 anchor type=Page 
142 Alt F9.1,1 6 anchor type-Paragraph 

AH9.116,1 anchor type-Pace 
Alt F9.1, 1.6,2,numDer anchor type Page 

of columns.Enter 
143 AII-F9, 1 .4.7 Contents,.Equat on 
144 AII-F9.l1,2,3 ,4,6),4 
145 Alt-F?,2.2.311.2.3.4.5 671 cursor not in a table: a table exists in document 

Alt-F73.[ 1.2 3,4,5 6.7[ cursor 1n a table 
All F9,1.4.1 

146 Clrl-FB,5 
147 Ctrl-FB 
148 Alt-F?.2,11 ,21,2,1 cursor ,n a table 

AII-F?.2.2.2.11,2],2, 1 cursor not 1n a table: a table exists n document 
Clrl-FB.1 Block on or off 

149 Alt-F7,2,[ 1,21.2,2 cursor in a table 
Alt F7,2,2,2,[1,21.2,2 cursor not in a table. a table exists in document 
Ctrl-F8,2 Block on or ott 

150 Shilt-FB.4.1 
151 Shifl-F84.6,3Enter 
152 Alt-F9.11,5 anchor type=Character 
153 Sh1f1-F7,6 
154 Alt-F5 1 ,l 1,3) 
155 Shill FB 
156 Shilt-FB.2.2 
159 AII-FS. 1 
164 Shilt-F8.4,5 
169 Sliilt-FB.3 
174 Alt-F8.3,2 

AII-FB.4,2 not outline style 
176 Alt-FS,6 
177 Shilt-F1 
181 Sh'ft r1 ,3,3 
182 Sh1lt-F7.s,3,4.1 cursor on Soll Fonts; soft !ants available 
183 Alt F9,t,4.7 Conlenls=Equation 
184 Shill F7 s,3,2 [4.5 6.7].1 
190 Shilt-Fl ,2 1 
191 Shilt-Fl s32.[4 5 6.712 
199 Snilt-F1 .4.8.4 

Shill-F7,t 
201 Alt-FB.3,5 I paired sty es only 

Alt-FB.4 .4 outline style 
Alt-F8.4.5 not outline style; paired styles only 
Shilt-F5 6.9,[2,31.4 

202 Shilt-Fl .4.8 3 
Sh1lt-F7 g 

208 Sh1f1-F1 .5 
209 Shifl-F1 .5. 7 
210 AII-F9 11.7 
217 Shilt-F7.4 
220 Sh1fl Fl .47 
221 Shifl-F1.2 

Sh1fl-F1 .2,[2,3I 
222 Ctrl F10 macro already detined 
223 Clrl-F7, 1.4 7 
224 Alt F9.5.1 

Ali-F9.5.3 
225 AII-F9.119,AII-F9 Conlenls= Texl 
226 Alt F9.5 1.2.2 

Alt-F9,5.12.4I 
Alt-F9,5.2,2,5 
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Value Keystrokes

227 A lt-F 9 ,5
229 S h ift-F8 ,2 ,7 ,2

Shift-F8,2.7,2 ,Enter,2
Sh ift-F8 ,2 ,7 ,5 ,2

230 SI1I1LF8,2 ,7 .2 ,Enter,1 
Shlft-F8,2,7,5 ,1

231 A lt-F7 ,2 ,2 ,2
A lt-F 7 ,2 ,2 ,2 ,2 ,2

232 F 5 , fc to /y ,E n te r ,9
234 Shift-F8,2,7,2 ,Enter,5

S h ift-F8 ,2 ,7 ,5 ,3
Shift-F8 ,2 ,7 ,5 ,5

235 S h ift-F 1 ,5,7.1 
S h ift-F 1 ,5.8.2

236 C trl-F10,2
239 A lt-F 9 ,1 ,4 ,[4 ,5 ]
240 S h ift-F 8 ,2 ,[3 ,4 ],[1 ,2 ]
241 F 5 ,rfe c to ry ,E n te r.9 ,5
242 AH-F9,5,2,1
243 A lt-F 9 ,5,1,1
244 A lt-F 5 ,1 ,[1 ,3 ],5
249 C trl-F5 ,2
250 CtrHF5,4
252 S h ift-F1,4,8,2 ,E nter

S h ift-F7 ,u
253 CtrHPgUp
255 A lt-F 7 ,1,3,1
256 S h ift-F5 ,6 ,9
257 A lt-F 9 ,1 ,1,2
259 C trl-F 5 ,5
260 C tri-F 5 ,5 ,[1 ,2,3]
261 C trl-F 5 ,5 ,[1 .2 ,3 ],3
263 A lt-F 8 ,4
263 S h ift-F 5 ,6 ,9 ,[2 ,3 ]
264 (p u ll-d o w n ) M enu Bar (A lt - - )
265 (p u ll-d o w n ) F ile
266 (p u ll-d o w n ) E dit
2G7 (p u ll-d o w n ) G raphics

268 (p u ll-d o w n ) Layout
269 (p u ll-d o w n ) Font
270 (p u ll-d o w n ) E dit,Append
271 (p u ll-d o w n ) T oo ls
272 (p u ll-d o w n ) Fiie.Text O ut
273 (p u ll-d o w n ) F iie.Text In
274 (p u ll-d o w n ) Ed it.S e lect
275 (p u ll-d o w n ) E d it.C onvert Case
276 (p u ll-d o w n ) Layout,C o lum ns
277 (p u ll-d o w n ) Search,Extended
278 (p u ll-d o w n ) Font,Appearance
279 (p u ll-d o w n ) G raph ic :' [E quation ,F igure , 

Table ,Text B ox,U ser Box]
279 (p u ll-d o w n ) Layout.Footnote
280 (p u ll-d o w n ) Layout,Endnote
281 (p u ll-d o w n ) T o o ls ,M a c ro
282 (p u ll-d o w n ) Too ls ,M erge  Codes
283 (p u ll-d o w n ) Layo ut,Justify
284 (p u ll-d o w n ) T o o ls ,O u tline
285 (p u ll-d o w n ) M ark,Define
286 (p u ll-d o w n ) Layout.M ath
287 (p u ll-d o w n ) Search
288 (p u ll-d o w n ) M ark,Cross-Reference
289 (p u ll-d o w n ) M ark,Table n f A u th o rities
290 (p u ll-d o w n ) Layout,A lign

fo rm  is not [ALL OTHERS]

form  is not [ALL OTHERS) 
cursor in a table
cu rso r not in a table; a table ex ists in docum ent

form  is [A LL OTHERS] 
form  is not [ALL OTHERS]

macro already defined

Conditions

macro de fin ition  or execution active 
curso r not in a table

outlin e  style

B lock on
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Value Keystrokes 

227 Alt-F9,5 
229 Sh1lt-F8 2.7,2 

Shilt F8.2,7.2,Enter.2 
Sh1lt-F8,2,7,5,2 

230 Sh1lt-Fe.2. 7,2,Enter.1 
Shilt-FB,2,7,5,1 

231 Alt-F7,2,2,2 
Alt-F7,2 ,2,2,2,2 

232 F5,directory,Enter,9 
234 Shift-FS.2, 7 ,2.Enter.5 

Shift-F8,2,7,5,3 
Shift-F8.2.7.5 5 

235 Shilt-Fl ,5,7.1 
Shift-Fl .5.8.2 

236 Ctrl-F10,2 
239 Alt F9, 1.4.[4.5I 
240 Shift-F8,2,[3.4l ,[1,2] 
241 FS. directory.Enter 9,5 
242 Alt-F9,5,2, 1 
243 Alt-F9,5,1, 1 
244 Alt F5, 1,[ 1,31.5 
249 Ctrl-FS.2 
250 Ctrl -FS.4 
252 Shift-Fl ,4,8,2.Enter 

Shilt-F7,u 
253 Ctrl -PgUp 
255 All F7,1,3,1 
256 Shill-F5,6.9 
257 All F9,1,1,2 
259 Ctrl-F5.5 
260 Ctr1-F5,5,[1,2,3) 
261 Ctrl-F5,5,[1 2,3].3 
263 Alt-F8,4 
263 Shilt-F5,6.9,[2 ,3] 
264 (pull-down) Menu Bar (Alt--) 
265 (pull-d own) File 
266 (pull-down ) Ed it 
267 (pull - down) Graphics 

268 (pull-down) Layout 
269 (pull down) Font 
270 (pull-down) Edit.Append 
271 (pull-down\ Tools 
272 (pull-down) Fi1e ,Text Out 
273 (pull-down) File.Text In 
274 (pull-down) Edit.Select 
275 (pull-down) Edi t.Convert Case 
276 (pull-down) Layout.Columns 
277 (pull-down) Search.Extended 
278 (pull-down) Font.Appearance 
279 (pull-down) Graphic, [Equat1on ,F1 gure. 

Table.Text Box. User Box[ 
279 (pull-down) Layout.Footnote 
280 (pull-down) Layout.Endnote 
28 1 (pull-down) Tools.Macro 
282 (pull-down) Tools.Merge Codes 
283 (pull-down) Glyout.Just1ly 
284 (pull-down) Tools.Outline 
285 (pull- down) Mark.Deline 
286 (pull-down) Glyoul Malh 
287 (pull- down) Search 
288 (pull-down) Mark.Cross-Relerence 
289 (pull- down) Mark.Table nf Aulhor1t1es 
290 (pull-down) Layout.Al ign 

Conditions 

form IS not [ALL OTHERS[ 

form 1s not [ALL OTHERS) 
cursor in a table 
cursor not in a table; a table exists in document 

lorm is [ALL OTHERS] 
form is not [ALL OTHERS] 

macro already defined 

macro def1n1tion or execution active 
cursor not in a table 

outline style 

Block on 
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Value Keystrokes Conditions

291 (p u ll-d o w n ) G raphics.L ine
292 (p u ll-d o w n ) Help
293 (p u ll-d o w n ) File.Password
294 (p u ll-d o w n ) M ark,Docum ent Compare
295 (p u ll-d o w n ) M ark,M aster Docum ents
296 A lt-F7 .2
296 A lt-F7.2.1
297 A lt-F7 ,2 ,2 ,5

A lt-F7 ,5
298 A lt-F7

A lt-F7 ,2 ,2
A lt-F 7 ,2 ,2 ,[4 ,7 ]
A lt-F 7 ,[4 ,7 ]

299 A lt-F 7 ,2,2.3 
A lt-F7 ,3

300 A lt-F 7 ,2 ,2 ,3 ,8
A lt-F 7 ,3 ,8

301 A lt-F 7 ,2 ,2 ,lns
A lt-F 7 ,lns

302 A lt-F7 .2 .2 ,8
AK-F7.8

303 S h ift-F I .5 ,8
305 F 5, o'/recToxy, Enter
306 AI1-F7.2.1

A lt-F7 ,2,2,2,1
307 A lt-F 7 ,2 ,2

Alt-F7,2,2,1
A lt-F7 ,2 ,2 ,2 ,2
A lt-F7 ,2,2,2,2 ,1

308 A lt-F7 ,2 ,1 ,4  
A lt-F 7 ,2 ,2 ,2 ,1,4

309 A lt-F7 ,2,2,D el
A lt-F7 .D el

311 A ILF 7.2
A lt F7,2,2,2

312 A lt-F7 ,2 ,2 ,2 ,3
A lt-F7 ,2 ,3

313 A lt-F7 ,2 ,2 ,6
AI1-F7.6

314 C trl-F5 ,5 ,4
317 A lt-F7 ,2 ,2 .2 ,2 ,3

A lt-F7 ,2 ,2 ,3
318 A lt-F 7 ,2 ,2 ,C trl-F 4

A lt-F 7 ,C trl-F 4
321 (p u ll-d o w n ) F ile ,Text In,Spreadsheet
322 (p u ll-d o w n ) Edit,C om m ent
323 A !t-F 7 .2 ,1 ,l

A lt-F7 ,2,2,2,1 ,1
324 A lt-F 7 ,2 ,2 ,C trl-F 4 ,[1 ,2 ,3 ] 

A lt-F 7 .C trl-F 4 ,[1 ,2 ,3 ]
325 AI1-F7.1

A lt-F7 ,2,2,1
326 S h ift-F8 .2 ,7 ,5
327 S h ift-F8 ,2 ,7 ,5
328 S h ift-F8 ,2 ,7
329 Shilt-F8,2,7,2 ,Enter,9

Shift-F8 ,2 ,7 ,5 ,4
S h ift-F 8 ,2 ,7 ,5 ,9

330 Shift-F8,2,7,2 ,Enter,3
Shift-F8 ,2 ,7 ,5 ,3

331 S h ift-F8 ,1 ,3
333 A lt-F7 ,2 ,2 ,6 ,3

A lt-F7 ,6 ,3
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curso r not in a table 
curso r not in a table
curso r not in a table; a table exists in docum ent 
curso r in a table 
cu rso r in a table
curso r not in a table; a table exists in docum ent 
curso r not in a table; a table exists in docum ent 
curso r in a table
cu rso r not in a table; a table exists in docum ent 
curso r in a table
curso r not in a table; a table exists in docum ent 
curso r in a table
curso r not in a table; a table exists in docum ent 
cursor in a table
cursor not in a table; a table exists in docum ent 
curso r in a table

cursor in a table
cursor not in a table; a table exists in docum ent 
curso r in a table 
curso r in a table
cursor not in a table; a table exists in docum ent
cursor not in a table; a table exists in docum ent
curso r in a table
curso r not in a table; a table exists in docum ent
curso r not in a table; a table exists in docum ent
curso r in a table 
curso r in a table
cursor not in a tatrle; a table exists iri Uocument

curso r no t in a table; a table exists in docum ent
curso r in a table
curso r not in a table; a table exists in docum ent 
curso r in a table

cursor not in a table; a table exists in docum ent 
cursor in a table
curso r not in a table; a table exists in docum ent 
curso r in a table

cursor in a table
curso r not in a table; a table exists in docum ent 
curso r not in a table; a table exists in docum ent 
cursor in a table 
cursor in a table
curso r not in a table; a table exists in docum ent 
form  is [ALL OTHERS] 
form  is not [A LL OTHERS]

form  is [A LL OTHERS] 
form  is not [A LL OTHERS]

form  is not [A LL OTHERS]

curso r not in a table; a table exists in docum ent 
cursor in a table

Value Keystrokes Conditions 

291 (pull-down) Grap hics, LH 
292 (pull-down) Help 
293 (pull-down) File,Passworc 
294 (pull-down} Mar k,Documenl Compare 
295 (pull-down} Mark,Master Documents 
296 Alt-Fl.2 cursor not in a lable 
296 All-Fl 2.1 cursor not · n a table 
297 AII-F7,2,2 5 cursor not in a lable: a table exists 1n document 

Alt-F7,5 cursor in a lable 
298 Alt-Fl cursor 1n a table 

Alt-F7.2,2 cursor not in a lable: a table exists in document 
Alt-F7,2.2 [471 cursor not in a table: a table ex sis n document 
All F7 I 4.71 cursor 1n a table 

299 Alt-F7.2.2.3 cursor not in a table: a table exists in document 
Alt-F7,3 cursor 1n a table 

300 AII-F?.2,23.8 cursor not 1n a table: a table exists in document 
Alt-F7,38 cursor n a table 

301 AII-F7.2,2,lns cursor not in a lable: a table exists in document 
Alt -F7,lns cursor 1n a lable 

302 Alt-F?.2.2.8 cursor not in a table: a table ex,sts in document 
Alt-F7.8 cursor in a table 

303 Shilt-Fl .5.8 
305 F 5. directory, Enter 
306 AII-F?.2,1 cursor in a table 

AII-F?,2,2,2.1 cursor not in a table: a table exists 1n document 
307 Alt-F7,2,2 cursor ,n a table 

Alt-F?,2 2, I cursor in a table 
Alt F?,2,2,2,2 cursor not rn a tab e. a table ex'sts n document 
AII-F7,2 2 2.2.1 cursor not in a table: a table exi sts in document 

308 Alt F?,2,1,4 cursor in a table 
AII-Fl.2,2.2.14 cursor not 1n a table: a table exists in document 

309 Alt-F?.2,2,Del cursor not 1n a table. a table exists in document 
AII-F7.Del cursor in a table 

311 Alt-F7,2 cursor in a table 
Alt F7,2,2,2 cur:mr no1 in a 1ao1e, a table e,;ists in uucument 

312 AII-F?,2,2,2.3 cursor nol 1n a table: a table exists in document 
Alt-F7,2,3 cursor in a table 

313 Alt-F7.2.2.6 cursor not n a table. a table exists In document 
Alt-F7,6 cursor in a table 

314 Girl F5,5,4 
317 AII-F7,2,2 2.2,3 cursor not 1n a table. a table exists in document 

Alt-F7,2,2 3 cursor in a table 
318 AII-F7 2,2.Ctrl-F4 cursor not in a table: a table exists rn document 

AII-F7,Ctrl-F4 cursor rn a table 
321 (pull-down} Fi le.Text In.Spreadsheet 
322 (pull-down} Edi t.Comment 
323 AII-Fl.2.1,l cursor in a table 

Alt-F7,2,2.2, 1.1 cursor not in a table: a table exists rn document 
324 AII-F7,2,2,Ctrl-F4,[ 1.2.31 cursor not 1n a table: a table exists 1n document 

Alt-F7.Ctrl-F4.[1,2,3l cursor in a table 
325 Alt-F7,1 cursor 1n a table 

Alt-F7,2,2 1 cursor not in a table: a table exists rn document 
326 Shill-FS,2.7.5 form is [ALL OTHERS! 
327 Shill-FB,2.7.5 form IS not [ALL OTHERS] 
328 Shilt-FB.2.7 
329 Shilt-FB,2. 7 .2.Enter,9 

Shrli-F8.2.7.54 form is [ALL OTHERS! 
Shill-F82,7,5 9 form ,s not [ALL OTHERS} 

330 Sh,fl-FB.2. 7 ,2,Enter,3 
Shift-FB.2,7,5,3 form is not [ALL OTHERS] 

331 Shilt-F8,1,3 
333 Alt-F7,2 2.6 3 cursor not in a table: a table exists 1n document 

Alt-F?.6,3 cursor in a table 
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Value Keystrokes Conditions

334 F5,d/recto/y,Enter,6 docum ent sum m ary
335 F5.d /recffl/y.Enter,6,3
339 A lt F8,4,3 

S h ift-F 5 .6 .9 .[2 .3 ],3
outlin e  style

340 S h ift-F9
Shi1t-F9,6

341 S h ift-F 1 ,2.4
Shi1 t-F1,2,4 l [1 l2 l3 ,5 l6 ] l [1 ,2 ]

342 S h ift-F 1 ,2,5
343 S h ift -F I.2 ,6
344 ShifLF1,4,1
345 S h ift-F 1 .4,3
346 Shift-F1,1
347 S h ift-F 1 ,3
348 S h ift-F 1 ,3,4
349 S h ift -F I ,3 ,6
350 S h ift-F5 ,4
351 A lt-F7 ,2 ,1 ,2 cu rso r in a table

A ILF 7,2 ,2 ,2 ,1 ,2 cursor not in a table; a table exists in docum ent
352 A lt-F7 ,2 ,1 ,3 curso r in a table

A lt-F 7 ,2 ,2 ,2 ,1 ,3 curso r not in a table; a table exists in docum ent
353 AI1-F7 curso r not in a table
356 S hift-F8,2,7,2 ,Enter,8,y

S h ift-F 8 ,2 ,7 ,5 ,8 ,y fo rm  is not [ALL OTHERS]
358 S h ift-F 8 ,1 ,8 ,t
359 Shift-F8,2,7,2 ,Enter,7

S h ift-F 8 ,2 ,7 ,5 ,7 form  is not [ALL OTHERS]
361 A lt-F 9 ,5 ,1 ,2
362 C trl-F3 ,2
3 6 3 S hift-F1 ,1 ,2
365 C trl-F 3 ,2 ,4
366 A lt -F 7 2 ,2 ,5 -3 cursor not in a table; a table exists in docum ent; fo rm u la  

exists in cell
366 A l ( B | l3 curso r in a table; fo rm u la  exists in cell
367 A lt-F 7 ,2 ,1 ,5 curso r in a table

A lt-F7 ,2 ,2 ,2 ,1 ,5 curso r not in a table; a table exists in docum ent
368 S h ift-F8 ,2 ,6
3 6 9 S hift-F1 ,4 ,8 ,2 ,E n te r n e tw o rk

370 AH-F8.5
S h ift-F 5 ,6 ,9 ,4

373 A lt-F 9 ,1 ,1,9 DrawPerfect not on Shell
374 A lt-F 9 ,1 ,1,9 Contents=Equation; DrawPerfect on Shell

A lt-F 9 ,1 ,1 ,9,Sh ift-F3 Contents=Equation; ed itin g  w indo w  active
375 A lt-F 9 ,1 .1 ,9 ,S h ift-F 3 Contents=Equation, d isp lay w indo w  active
376 (p u ll-d o w n ) Mark
377 (p u ll-d o w n ) File,Setup
378 (p u ll-d o w n ) Layout.Tables
379 A lt-F 9 ,1 ,1 ,9 ,S h ift-F 1 .3  

S h ilt-F 1 ,4,3,3
Contents=Equation

380 A lt-F 9 ,1 ,1 ,9 ,S h ift-F 1 ,4 
S h ift-F 1 ,4,3,4

Contents=Equation

381 A lt-F9 ,1 ,1 ,9 ,S h ift-F1 Contents=Equation
387 AU-F8.3

A lt-F8 ,4 no l ou tlin e  style
388 C trl-F5 ,3
389 F5
390 C trl-F 5 ,5,[1,2,31,1

C trl-F9,1
S h ift-F5 ,6 ,9 ,6

392 C trl-F7 ,2
393 Alt-F9 ,1
3 9 4 A H -F 9 .2

395 A lt-F 9 ,3
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Value Keystrokes Conditions 

334 F 5, d1rectory, Enter,6 document summary 
335 F5 .d11ec1awEnter.6.3 
339 Alt FB,4,3 outline style 

Sh1IH5 6 91231.3 
340 Sh,lt-F9 

Shilt-F9.6 
341 Shilt-Fl ,2.4 

ShIlt-Fl 2.4,[ 1,2,3,5.6],[ 1,2] 
342 Sh fl F1,2,5 
343 Sh1lt-F1,2,6 
344 St1ili-F1 ,4,1 
345 Sh11t-F1 .4,3 
346 Shill F1, 1 
347 Shilt F1 .3 
348 Shilt-F1 .3.4 
349 Shilt-F1 ,3,6 
350 Sh11t-F5,4 
351 Alt-F7.2, 1,2 cursor In a lable 

AII-F7,2,2,2 , 1.2 cursor not in a table; a table exists In document 
352 Alt-F7.2.1.3 cursor in a IaoIe 

Alt -F7,2,2,2, 1,3 cursor not in a table; a table exists in document 
353 Al!-F7 cursor not in a table 
356 Shilt-F8.2 7,2,Enter,8 y 

Sh III-F8,2.7,5,8,y form is not [ALL OTHERS] 
358 Sh1lt-F8, 1,8,1 
359 Shill-F8,2 7,2,Enter.7 

Shift-FB,2.7,57 form is not [ALL OTHERS] 
361 Alt F9,5, 1,2 
362 Ctrl-F3.2 
363 Shilt-Fl ,1.2 
365 Ctrl-F3.2.4 
366 Alt-'7 2,2,5 3 cursor not in a table; a table exists in document: formula 

exists in cell 
366 Alt-F7,5 3 cursor ,n a table: formula exists in cell 
367 Alt-F7.2, 1,5 cursor in a table 

Alt-F7,2,2,2, 1,5 cursor not In a table; a table exists In document 
368 Shilt-F8.2,6 
369 Shift-F1 4,6,2,En1cr network 

370 Alt-F8,5 
Sh1lt-F5,6,9.4 

373 All-F9.1 ,19 DrawPerfect not on Shell 
374 Alt F9.1 ,1,9 Contenls=Equat,or DrawPerfecl on Shell 

Alt-F9.119,Sh ,II F3 Contenls=Equat1or editing window active 
375 AII-F9.1.1.9,Sh1ft F3 Contenls=Equation, display window active 
376 (pull-down) Mark 
377 (pull-down) File.Setup 
378 (pull-down) Layout.Tables 
379 Alt-F9,11,9,Sh1II FU Conterts=Equation 

Sh11t-F1 .4.3,3 
380 Alt-F9, 1, 1,9,Sr,lt-F 1 .4 Conterts= Equation 

Shilt-F1 .4 ,3,4 
381 Alt-F9, 1,1,9,Shill-F1 Conterts= Equation 
387 AII-FB.3 

Alt-FB .4 not outline style 
388 Ctrl-F5,3 
389 F5 
390 Ctrl-FS,5,[1 ,2 3],1 

Ctrl-F9,1 
Sh1lt-F5,6,9,6 

392 Ctrl-F7,2 
393 Alt-F9, 1 
394 AII-F9,2 
395 Al t-F9.3 
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Value Keystrokes Conditions

396 AII-F9 .4
397 A ILF 9 .6
399 A lt-F9 ,1 .1 ,9 .F 5 Contents=Equation

A lt-F9 ,1 ,1 ,9 ,S h ift-F 3 Contents=Equatlon; equation palette active
400 A lt-F9 ,1,1,9,S hi1t-F1,2 

S h ift-F 1 ,4,3,2 
Shift-F1 ,4 ,3 ,2 ,2

Contents=Equation

401 F5, tf/recto/y, Enter,5
402 AI1-F9,1,1.9 Contents=G raphics; DrawPerfect on Shell
403 S h ift-F8 ,4 ,8
410 S h ift-F7 ,s ,3 ,7 ,3
32776 Home

Home,F2
32780 C trl-PgD n
32790 C trl-v
32795 Esc repeat value
32801 F21
32802 F3
32806 Alt-F5 ,4,Enter Block on

F7,y Long D ocum ent Nam e^No
32809 F10 Long D ocum ent Name=No
32813 S h ift-F 2 '
32817 Shift-F6 Block on
32818 Shift-F7 Block on
32819 S hift-F8 B lock on
32821 S hift-F10
3 2 8 2 4 Alt-F1 word not found
32825 A lt-F2
32829 A II-F7 B lock on
32833 AII-F10
32840 C trl-F 5 Block on
32845 C trl-F10
32848 Backspace deleting code and Reveal Codes off
32849 Del deleting code and Reveal Codes off
3 2 0 5 6 C trl-H o m e
65027 F10 Long D ocum ent Name=Yes
65027 F7,y Long D ocum ent Name^Yes

'T h e v a lu e  r e tu r n e d  c o r r e s p o n d s  to  th e o r ig in a l  k e y  p r e s s e d , n o t  to  th e  d ir e c t io n
th e  se a rc h . F o r  e x a m p le , i f  y o u  p r e s s  S h if t-F 2 , th e n  p r e s s  l  to  c h a n g e  th e  se a r c h  to 
a  fo r w a r d  se a rc h , {S Y S T E M } M e n u ~  s t i l l  r e tu r n s  3 2 8 1 3 .

9 8 4  APPENDIX T: MACROS AND MERGE, VALUE TABLES

Value Keystrokes 

396 AII-F94 
397 Alt-F9,6 
399 AII-F9,1.1.9J5 

All ·F9. 1,1.9,Sh111-F3 
400 Alt·F9.1.1,9.Sh1n-Fl .2 

Shilt-Fl ,4 3,2 
Snill F 1.4,3,2,2 

401 F5,directo1y,En1er,5 
402 AII-F9,1, 1 9 
403 Shift-F8 4,8 
410 Shill-Fl s,3,7,3 
32776 Home 

Home,F2 
32780 Ctrl-PgDn 
32790 Ctrl·v 
32795 Esc 
32801 F2' 
32802 F3 
32806 Afl·F5.4.Enter 

F?y 
32809 F10 
32813 Shilt-F2' 
32817 Shilt-F6 
32818 Shill-Fl 
32819 Shilt-F8 
32821 Shilt-F10 
32824 AII-F1 
32825 Alt-F2 
32829 Alt-F? 
32833 AII-F10 
32840 Ctrl-F5 
32845 Ctrl-F10 
32848 Backspace 
32849 Del 
32056 Ctrl-ltome 
65027 F10 
65027 F?,y 

Conditions 

Contents=EQuat,on 
Conlents-Equat,on; equation palette active 
Contents=EQua11on 

Contents=Graph1cs, DrawPerfecf on Shell 

repeal value 

Bock on 
Long Document Name=No 
Long Document Name=No 

Block on 
Block on 
Block on 

word not found 

Block on 

Block on 

deleting code and Reveal Codes oil 
deleting code and Reveal Codes off 

Long Document Name=Yes 
Long Document Name=Yes 

1The value returned corresponds to the original key pressed, not to the direction OJ 
the search. For example, if you press Shift-F2. then press j, to change the search 111 
a fo rward search. {SYSTEM /Menu~ still returns 32Hl 3. 
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Glossary

ASCII
American Standard Code for Information Interchange is one of the standard 
formats for representing characters. It is useful when files are shared between 
programs. A text file is in ASCII format.

BIOS
The Basic Input/Output System or the part of the computer operating system that 
communicates with the screen, the keyboard, printers, and other peripheral 
devices.

Bit
A binary digit is the smallest storage unit for data in a computer.

Bitwise
A bitwise operation is an operation that is performed on bits, not decimal 
numbers.

Buffer
A temporary data storage area used by computers and some printers.

Byte
The amount of space needed to store a single character (number, letter, or code). 
A byte generally represents eight binary digits (bits). For example, if a character 
requires one byte of storage space, that one byte is translated to eight bits when 
processed in the computer. 1024 bytes equals one kilobyte (K).

Card
A removable printed-circuit board that is plugged into an expansion slot (for 
example; graphics card, clock card).

Default Directory
In WordPerfect, the directory where files are saved to or retrieved from when 
you enter a filename (no pathname). It can be seen by pressing List (F5), then 
Enter.

Defaults
The startup settings for WordPerfect. The defaults may be changed temporarily 
but will be reset each time the program is started. To change defaults 
permanently, use the Setup feature.

Delimiter
Most commonly used to refer to a character or code that marks the beginning or 
end of an item such as a sentence, paragraph, page, record, or field. Also used
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Glossary 

ASCII 
American Standard Code ror Information Interchange is one of the standard 
formats for representing characters. It is useful when files are shared between 
programs. A text file is in ASCII format. 

BIDS 
The Basic Input/Output System or the part of the computer operating system that 
commumcates with the screen. the keyboard, printers, and other peripheral 

devices. 

Bit 
A binary digit is the smallest storage unit for data in a computer. 

Bitwise 
A bitwise operation is an operation that is performed on bits. not decimal 
numbers. 

Buffer 
A temporary data storage area used by computers and some printers. 

Byte 
The amount of space needed to store a single character (number. letter. or code). 
A byte generally represents eight binary digits (bits). For ex ample, if a character 
requires one byte of storage space, that one byte is translated to eight bits when 
processed in the computer. I 024 bytes equals one kilobyte ( K). 

Card 
A removable printed-circuit board that is plugged into an expansion slot (for 
example ; graphics card, clock card) . 

Default Directory 
In WordPerfect. the directory where files are saved to or retrieved from when 
you enter a filename (no pathname). It can be seen by pressing List (F5), then 
Enter. 

Defaults 
The startup settings for WordPerfect. The defaults may be changed temporarily 
but will be reset each time the program is started. To change defaults 
permanently, use the Setup feature. 

Delimiter 
Most commonly used to refer to a character or code that marks the beginning or 
end of an item such as a sentence, paragraph, page, record. or field. Also used 
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in "dynamic delimiter” to refer to a character that expands to enclose part of an 
equation.

Diacritical
A mark added to a letter to indicate a specific phonetic value.

Digraph
Two letters written, and usually sounded, as a single character. A ligature.

DOS
The Disk Operating System is software that directs the flow of data between disk 
drives and your computer. Without an operating system, your computer can do 
nothing.

Driver
A set of commands used to run peripheral devices. For example, .PRS files are 
drivers used to run the printer.

Expanded Memory
Lotus Intel Microsoft specification for addressing more than 640K of memory.
To access expanded memory, you need a special memory board and/or driver.

Fixed-Pitch Fonts
Fonts can normally be separated into two general categories: fixed-pitch fonts 
(mono-spaced) and proportionally spaced fonts. Fixed-pitch fonts allocate the 
same amount of space to each character in the font (for example, the i takes up 
as much horizontal space as the w).

Font
A specific typeface, point size, and weight (for example, lOpt Fielvetica Bold).

Kilobyte (K)
1024 bytes of information or storage space.

Megabyte (M)
1024 kilobytes (1,048,576 bytes) of information or storage space.

Memory
A computer’s temporary data storage area (see RAM and/or ROM below).

Mono-Spaced Fonts
See Fixed-Pitch Fonts above.

Output
The information produced by the computer.
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in "dynamic delimiter" to refer to a character that expands to enclose part of an 
equation. 

Diacritical 
A mark added to a le1ter to indicate a specific phonetic value. 

Digraph 
Two letters written, and usually sounded, as a single character. A ligature. 

DOS 
The Disk Operating System is software that directs the flow of data between disk 
drives and your computer. Without an operating system. your computer can do 
nothing. 

Driver 
A set of commands used to run peripheral devices. For example, .PRS files are 
drivers used to run the printer. 

Expanded Memory 
Lotus Intel Microsoft specification for addressing more than 640K of memory. 
To access expanded memory, you need a special memory board and/or driver. 

!F ixed-Pitch Fonts 
Fonts can normally be separated into two general categories: fixed-pitch fonts 
I mono-spaced) and proportionally spaced fonts. Fixed-pitch fonts allocate the 
same amount of space to each character in the font (for example. the i takes up 
as much horizontal space as the w). 

Font 
A specific typeface. point size, and weight (for example. I Opt Helvetica Bold). 

Kilobyte (Kl 
I 024 bytes of information or storage space. 

Megabyte (M) 
I 024 kilobytes (1,048,576 bytes) of information or storage space. 

Memory 
A computer's temporary data storage area (see RAM and/or ROM below). 

Mono-Spaced Fonts 
See Fixed-Pitch Fonts above. 

Output 
The information produced by the computer. 



Parallel Interface
An interface in which several bits of information (usually 1 byte) are transmitted 
simultaneously.

Parallel Printer
A printer that accepts information by way of a parallel interface.

Pathname
A full pathname includes the drive, root, and any subdirectory names. Each 
name is separated by a backslash (\). For example, C:\WP51 refers to the WP51 
directory on the C drive. C:\WP51\TEST refers to the TEST subdirectory (or 
file) on the WP51 directory on the C drive.

Point Size
Points are the unit of measure normally used to measure font sizes. In 
WordPerfect, point equals 1/72 of an inch.

Port
A connection device between a computer and another component such as a 
printer or modern. For example, a printer cable is plugged into the printer port 
on the computer so information can be sent to the printer.

Proportionally-Spaced Fonts
Proportionally-spaced fonts vary the amount of space given to characters in the 
font (for example, the letter i usually gets less space than w).

RAM
Random Access Memory is the working space or temporary storage area for the 
p r o g r a m  y o u  a r c  u s i n g  a n d  t h e  d o c u m e n t  o n  y o u r  s c r e e n .  R A M  is  e r a s e d  w h e n  

the power is turned off.

ROM
Read Only Memory contains information the computer uses to run the system. 
ROM is permanent and is not erased when the power is turned off.

Serial Interface
An interface in which information is transmitted one bit at a time.

Serial Printer
A printer that accepts information from the computer by way of a serial 
interface.

Soft Font
A font file that is located in a file on a diskette. When the printer is switched 
on, soft font files must be copied (downloaded) from the diskette to the printer’s 
memory.
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Parallel Interface 
An interface in which several bits of information (usually I byte) are transmitted 

simultaneously. 

Parallel Printer 
A printer that accepts information by way of a parallel interface. 

Pathname 
A full pathname includes the drive, root, and any subdirectory names. Each 
name is separated by a backslash (\) . For example, C :\WPS I refers to the WPS I 
directory on the C drive. C:\WPSl\TEST refers to the TEST subdirectory (or 
file) on the WPS I directory on the C drive. 

Point Size 
Points are the unit of measure normally used to measure font sizes. In 
WordPerfect. point equals l /72 of an inch. 

Port 
A connection device between a computer and another component such as a 
printer or modem. For example. a pnnter cable is plugged into the printer port 
on the computer so information can be sent to the printer. 

Proportionally-Spaced Fonts 
Proportionally-spaced fonts vary the amount of space given to characters in the 
font (for example. the letter i usually gets less space than w). 

RAM 
Random Access Memory is the working space or temporary storage area for the 
program you an.: u~ing a11J the Jocumcnt on your s1,;rc1::n. RAM is erased w h e n 

the power is turned off. 

ROM 
Read O nly Memory contains information the computer uses to run the system . 
ROM is permanent and is not erased when the power is turned off. 

Serial Interface 
An interface in which information is transmitted one bit at a time. 

Serial Printer 
A printer that accepts information from the computer by way of a serial 
interface. 

Soft Font 
A font file that is located in a file on a diskette. When the printer is switched 
on, soft font files must be copied (downloaded) from the diskette to the printer's 
memory. 
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Syntax
The way certain elements are organized in an operation. In WordPerfect 5.1 for 
example, equation and macro commands both require a specific syntax or 
organization in order for them to function properly.

Toggle
A feature or key that is turned on or off with the same keystroke. If the feature 
or key is on, pressing the keystroke turns off the feature or key. If the feature or 
key is off. pressing the keystroke turns on the feature or key. Bold, which is 
turned on or off by pressing F6 is an example of a toggle key in WordPerfect 
5.1.

TSR
Terminate and Stay Resident program.

Typeface
A style of type (for example. Courier).

Unary
An operator that applies to a single element, as opposed to a binary operator. 

Weight
The appearance of a character in a typeface (for example, bold).
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Toggle 
A feature or key that is turned on or off with the same keystroke. If the feature 
or key is on, pressing the keystroke turns off the feature or key. If the feature or 
key is off. pressing the keystroke turns on the feature or key. Bold, which is 
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Unary 
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Weight 
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A

A b s o lu t e  ta b s  6 3 8  

A c c e le r a t i o n  f a c to r ,  m o u s e  4 3 2 ,  

4 3 7

A c c e n t  m u r k  see  D i a c r i t i c a l  m a r k  

A c c e n t e d  c h a ra c t e r s  see  C o m p o s e  

A c c e s s  d e n ie d :  f i l e n a m e 1 9 5 2  

A c c o u n t ,  d o c u m e n t  1 4 8  

A c t i o n

k e y b o a r d  la y o u t  3 0 9  

S o r t  5 7 8 ,  5 8 1  

A d d

c o lu m n  to  e n d  o f  t a b le  6 6 2  

f o o t e r  2 7 0  

h e a d e r  2 7 0

p a p e r  s iz e / t y p e  4 8 0 ,  4 8 6  

p r i n t e r  d e f i n i t i o n  5 0 7 ,  5 0 8  

r o w  to  e n d  o f  t a b le  6 6 3  

t a b le  c o lu m n  6 5 2 ,  6 6 2  

t a b le  r o w  6 4 3 .  6 5 2 ,  6 6 3  

t e x t  to  e n d  o f  f i l e  3 4  

w o r d  to  s u p p le m e n t a r y  

d ic t io n a r y  5 8 8 ,  5 9 3  

w o r d s  to  h y p h e n a t io n  d ic t io n a r y  

6 0 2

A d d  to  d ic t io n a r y  see  S p e l l e r  

u t i l i t y  

A d d e d  t e x t  

m a r k  1 2 8 .  5 4 9  

r e d l i n e  1 2 8

A d d in g / c h a n g in g  m a s t e r  s e t t in g s  

9 4 5

A d d i t i o n  6 7 2  

m a c ro s  7 8 3

m a t h  4 0 4 , 4 1 0 , 4 1 2 , 6 7 2  

m e r g e  7 8 3  

A d d i t i o n a l

j o b s  n o t  s h o w n  4 9 9  

p r in t e r s  5 0 7

A d d i t i o n a l  l ic e n s e  p a c k a g e s  9 3 2  

A d d r e s s  f i l e  4 2 1  

A d v a n c e  3 1 . 4 4 9  

c u r s o r  31

a n d  g ra p h ic s  im a g e s  3 2  

a n d  k e r n in g  31 

a n d  l i n e  h e ig h t  31 

p a p e r  in  p r i n t e r  4 9 7 ,  5 4 2  

A F C  5 3 1

A f r i k a a n s  W o r d P e r f e c t  3 2 9

A f t e r - h o u r s  s u p p o r t  17 

A lg o r i t h m ic ,  d ic t io n a r y  6 0 2  

A l i a s ,  d i r e c t o r y  I 1 8 , 3 4 9  

A l i g n

e q u a t io n  1 6 8  

e q u a t io n  v a r ia b le  1 8 6  

e x i s t i n g  t e x t  3 0 1  

m u l t i p l e  l i n e s  o f  t e x t  2 9 9  

t a b le  6 6 1  

t e x t  2 0 3

t e x t  in  t a b le  c e l l  6 6 7  

t e x t  v e r t i c a l l y  6 3 1 ,  6 3 4  

t e x t  w i t h  le f t  a n d  r i g h t  m a r g in s  

3 0 0

t e x t  w i t h  le f t  m a r g in  3 0 0  

t e x t  w i t h  r i g h t  m a r g in  3 0 0  

A l i g n m e n t  

c h a r a c t e r  4 4 9 ,  6 3 3  

e q u a t io n  2 9 6

. A L L  f i l e  3 0 3 ,  3 6 1 ,  5 0 7 ,  5 1 0 ,  5 1 8 ,  

5 3 4 ,  5 7 6 ,  9 2 7  

c o n v e r t  5 1 9  

p r i n t  5 2 3  

r e t r i e v e  5 1 9  

[ A L L  O T H E R S ]  4 8 0  

A lp h a b e t i z e  see  S o r t  

b lo c k  5 7 8  

d o c u m e n t  5 7 7  

l in e s  5 7 7 - 5 7 9 .  5 8 1  

p a r a g ra p h s  5 7 7 ,  5 7 9 .  5 8 1  

t a b le  o f  a u t h o r i t i e s  2 2 3 ,  6 7 6  

t e x t  5 7 7  

A l t  k e y

a n d  k e y b o a r d  la y o u t  3 0 6  

s e le c ts  p u l l- d o w n  m e n u s  4 1 9 ,  

5 4 6

( A L T  le t t e r )  7 9 3  

A l t - m a c r o s  3 7 4 ,  3 7 5 ,  3 7 7 - 3 7 9  

k e y b o a r d s  7 6 9

A m o u n t  o f  n o te  to  k e e p  to g e t h e r  

2 1 5

A n c h o r  t y p e ,  g r a p h ic s  b o x  2 3 5  

A N D

m a c ro s  7 8 4 ,  7 8 6  

m e r g e  7 8 4 ,  7 8 6  

A n t o n y m s  6 9 2  

A p p e n d  3 4  

b lo c k  3 5 ,  4 4 4  

to  c l i p b o a r d  2 2 7 ,  3 6 4

to  f i l e  3 4  

g r a p h ic s  b o x  3 6  

to  lo c k e d  f i l e  3 5  

a n d  M o v e  3 5  

p a g e  3 4 ,  4 4 1  

p a r a g r a p h  3 4 .  4 4 1  

r e c t a n g le  3 5 ,  4 4 6  

s e n te n c e  3 4 ,  4 4 1  

t a b u la r  c o lu m n s  3 5 ,  4 4 8  

t e x t  3 4 .  4 4 1

A r a b i c ,  p a g e  n u m b e r s  4 7 6  

A r r o w  

d o w n  1 0 4  

e q u a t io n  1 7 6  

le f t  1 0 3  

l i n e  d r a w  3 3 8  

r i g h t  1 0 3  

u p  1 0 4  

A S C I I

c o n v e r t  f r o m  W o r d P e r f e c t  5 .1  

8 9 ,  9 6 ,  6 8 5 - 6 8 7  

s a v e  6 8 5 - 6 8 7

A S C I I  c h a ra c te r s ,  a n d  s c re e n  

p o s i t i o n in g  7 1 5  

( A S S I G N )  3 8 8 , 7 8 3 , 7 8 5 , 7 9 3 ,  

7 9 6 ,  8 8 8  

A s s ig n

a t t r ib u t e s  5 3 1 , 5 3 2  

a t t r ib u t e s  to  m e n u s  4 1 9  

c h a ra c t e r s  to  k e y s  3 0 4  

f e a t u r e  to  k e y  3 0 4 ,  3 0 8 ,  3 1 3  

f o n t  to  a t t r i b u t e  6 9 .  2 0 7 ,  2 9 7 ,  

5 3 1 ,  5 3 2

f o n t  to  la n d s c a p e  o r i e n t a t io n  

5 3 1 ,  5 3 2

f o n t  to  p o r t r a i t  o r i e n t a t io n  5 3 1 ,  

5 3 2

f o n t  to  W o r d P e r f e c t  c h a ra c t e r s  

5 2 8 ,  5 3 2

f u n c t io n  k e y  3 1 0 , 3 1 7  

k e y  8 7 , 3 0 4 , 3 0 8 , 3 1 3  

m a c ro  to  k e y  3 0 9 ,  3 1 2  

v a r ia b le s  3 7 6 ,  3 7 7  

W o r d P e r f e c t  c h a ra c t e r s  to  k e y  

3 1 0 ,  3 1 5

A s s is t e d  m o u s e  p o in t e r  m o v e m e n t  

4 3 2

A s t e r i s k ,  w i ld c a r d  c h a r a c t e r  1 9 9  

A T & T  S t a r G R O U P  9 3 6 ,  9 3 8 ,  9 5 8
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Ahsolute tabs 638 
Acceleration factor. mouse 432. 

437 
Accent mark see Diacritical mark 
Accented characters see Compose 
Access denied: filenam,· .U I 952 
Account. document 148 
Action 

keyboard layout 309 
Sort 578, 581 

Add 
column to end of table 662 
footer 270 
header 270 
paper size/type 480. 486 
printer definition 507, 508 
row to end of table 663 
table column 652. 662 
table row 643. 652. 663 
text to end of file 34 
word to supplementary 

dictionary 588. 593 
words to hyphenation dictionary 

602 
Add to dictionary see Speller 

utility 
Added text 

mark 128. 549 
redline 128 

Adding/changing master settings 
945 

Addition 672 
macros 783 
math 404. 410,412,672 
merge 783 

Additional 
jobs not shown 499 
printers 507 

Additional license packages 932 
Address file 421 
Advance 31. 449 

cursor 31 
and graphics images 32 
and kerning 31 
and line height 31 
paper in printer 497, 542 

AFC 531 
Afrikaans WordPerfect 329 

After-hours support 17 
Algorithmic. dictionary 602 
Alias, directory I 18, 349 
Align 

equation 168 
equation variahle 186 
ex1sti ng text 30 I 
multiple lines of text 299 
table 661 
text 203 
text in table cell 667 
text vertically 631. 634 
text with left and right margins 

300 
text with left margin 300 
text with right margin 300 

Alignment 
character 449. 633 
equation 296 

.ALL file 303. 361,507,510,518. 
534. 576. 927 

convert 519 
print 523 
retrieve 5 19 

[ALL OTHERS! 480 
Alphabetize see Sort 

block 578 
document 577 
lines 577-579. 581 
paragraphs 577. 579. 581 
table of authorities 223, 676 
text 577 

Alt key 
and keyhoard layout 306 
selects pull-down menus 419, 

546 
[ALT letter l 793 
Alt-macros 374. 375, 377-379 

keyboards 769 
Amount of note to keep together 

215 
Anchor type. graphi<:s box 235 
AND 

macros 784. 786 
merge 784. 786 

Antonyms 692 
Append 34 

block 35. 444 
to clipboard 227, 364 

to file 34 
graphics box 36 
to locked file 35 
and Move 35 
page 34. 441 
paragraph 34. 441 
rectangle 35, 446 
sentence 34, 441 
tabular columns 35, 448 
text 34. 441 

Arabic, page numbers 476 
Arrow 

down 104 
equation 176 
left 103 
line draw 338 
right 103 
up 104 

ASCII 
convert from WordPerfect 5.1 

89. 96. 685-687 
save 685-687 

ASCII characters. and screen 
positioning 715 

[ ASSIGN l 388. 783. 785. 793, 
796. 888 

Assign 
attributes 531. 532 
attrihutes to menus 419 
characters to keys 304 
feature to key 304. 308. 313 
font to attribute 69. 207. 297, 

531, 532 
font to landscape orientation 

53 I. 532 
font to portrait orientation 531, 

532 
font to WordPerfect characters 

528. 532 
function key 3 I 0. 317 
key 87, 304. 308. 3 13 
macro to key 309, 312 
variahles 376, 377 
WordPerfect characters to key 

310. 315 
Assisted mouse pointer movement 

432 
Asterisk, wildcard character 199 
AT&T StarGROUP 936. 938, 958 

INDEX 991 



A T T R I B ,  c o m m a n d  9 3 9  

A t t r i b u t e ( s )  3 6  

a d d  to  e x i s t i n g  t e x t  3 8  

a p p e a r a n c e  3 6 ,  3 7  

a s s ig n  f o n t  6 9 ,  2 0 7 ,  2 9 7 ,  5 3 1 ,  

5 3 2

a n d  b a s e  f o n t  3 7  

a n d  b lo c k  4 9  

c o lo r  s e t t in g s  7 0  

c o n v e r t  to  4 . 2  f o n t / p i t c h  c o d e  

1 4 0

d is p la y  6 8  

h a r d w a r e  7 0  

in  m a c ro  p r o m p t s  3 8 7  

m o d i f y  5 3 1 ,  5 3 2  

n o t  p r i n t i n g  3 8  

o t h e r  c o m b in a t io n s  7 0  

p r i n t e r  p r o g r a m  5 3 1 ,  5 3 2  

a n d  p r i n t i n g  3 7 ,  3 8  

in  t a b le  6 4 3 ,  6 6 6 ,  6 6 7  

t a b le  c o lu m n  6 6 7  

te s t  ( P R I N T E R . T S T )  2 0 7  

A t t r i b u t e  o f f  3 7  

A t t r i b u t e  o n  3 7

A u s t r a l i a — E n g l i s h  W o r d P e r f e c t  

3 2 9

A u t h o r ,  d o c u m e n t  1 4 5 ,  1 4 8  

A u t o

f o r m a t  5 6 3

h e ig h i /w id th  2 4 3  
i n s t a l l  p r o g r a m  9 2 1  

r e w r i t e  5 6 3  

A u to - s e le c t  

g r a p h ic s  d r i v e r  2 6 7  

m o u s e  4 3 9  

t e x t  d r i v e r s  6 9 0

A U T O E X E C . B A T  1 0 6 ,  1 5 1 .  1 5 5 , 

1 5 6 ,  9 3 5  

n e t w o r k s  9 4 4

A u t o f o n t ,  P r i n t e r  P r o g r a m  5 2 5  

A u t o m a t ic  

d is p la y  p i t c h  121  

i n d e x i n g  2 8 7  

k e y s t r o k e s  see  M a c r o ( s )  

l i n e  h e ig h t  3 4 3  

o u t l i n e  4 5 1

p a r a g r a p h  n u m b e r in g  4 5 3  

r e f e r e n c e  see  C r o s s - re fe re n c e  

A u t o m a t ic  F o n t  C h a n g e  3 8 ,  5 2 3 ,  

5 2 5 ,  5 2 8 ,  5 3 1

A u t o m a t i c a l l y

a d ju s t  to  c u r r e n t  le v e l ,  p a r a g ra p h  

n u m b e r  4 6 0  

f o r m a t  a n d  r e w r i t e  5 6 3  

A u x i l i a r y  f i l e s  3 5 8  

A v a i l a b l e  s lo ts ,  c a r t r id g e s  5 9  

A v e r a g e ,  m a th  4 1 1

B

B >  1 5 3

B a c k g r o u n d ,  p r i n t i n g  5 3 4  

B a c k s la s h  1 1 9 . 1 5 4  

B a c k s p a c e  8 , 18 , 1 1 2  

B A C K U P ,  c o m m a n d  151 

B a c k u p  

d e le t e  4 4  

d i r e c t o r y  3 5 9

d o c u m e n t  4 1 ,  4 3 .  1 6 0 , 3 5 9 ,  5 6 5

f i l e  4 1 .  4 3 .  1 6 0 , 3 5 9 ,  5 6 5

lo c a t io n  o f  f i l e  4 3

o r i g i n a l  4 1 ,  1 6 0

r e n a m e  4 4

r e t r i e v e  4 3 .  4 5

t im e d  4 3 ,  1 6 0

B a c k u p  f i l e  p a t h n a m e  o n  n e t w o r k s  

9 4 2

B a n y a n  S t r e e t a lk  9 3 6  

B a n y a n  V in e s  9 3 6 ,  9 3 8 ,  9 5 7  

B a s e  f o n t  5 9 .  1 4 4 ,  2 0 5  

a n d  a t t r ib u t e s  3 7  

c o n v e r t  to  4 . 2  F o n t / P i t c h  c o d e  

141

d o c u m e n t  2 0 6  

i n i t i a l  1 4 4  

la b e ls  3 2 8  

la n d s c a p e  2 0 8  

n a m e  s e a rc h  2 0 8  

p o r t r a i t  2 0 8  

p r i n t e r  2 0 6  

s p re a d s h e e t  6 1 0  

te s t  ( w i t h  P R I N T E R . T S T )  2 0 7  

B a s e l i n e  3 4 2  

a n d  l i n e  h e ig h t  5 1 5  

p la c e m e n t  f o r  t y p e s e t t e r s  3 4 2 ,  

5 1 4

B a t c h  f d e  1 5 1 . 1 5 6  

B a u d  r a t e  5 0 6  

B B S  1 6 , 9 1 0

B e e p

o n  e r r o r  4 6 ,  161 

o n  h y p h e n a t io n  4 6 ,  161  

o n  s e a rc h  f a i lu r e  4 6 ,  161 

B e e p  o p t io n s  4 5 ,  161 

B e g in  

f i e ld  4 2 5  

r e c o rd  4 2 5  

s t r in g  7 8 8

( B E L L )  7 9 1 ,  7 9 4 ,  7 9 7  

B ib l i o g r a p h y  s t y le  9 2 6  

B i n  n u m b e r  4 7 8 ,  4 8 4 ,  5 7 6  

c o m m a n d  1 3 3  

B i n  n u m b e r  c o d e  

c o n v e r t  to  5 .1  1 3 3  

c o n v e r t  to  p a p e r  s iz e / t y p e  c o d e  

1 3 3

B i n  p a p e r  4 8 0 ,  4 8 4 ,  5 7 6  

c o m m a n d  141 

B i n d i n g  4 6 ,  5 0 1  

d u p le x  4 8 3  

la b e ls  4 7  

le f t  4 8 3  

r e s e t  4 8  

to p  4 8 ,  4 8 3  

B i n o m ia l ,  e q u a t io n  1 8 6  

B I O S ,  a n d  e n h a n c e d  k e y b o a r d  

3 1 0 ,  3 1 7 ,  7 7 2  

B i t m a p  im a g e s  2 4 7  

a n d  s c re e n  c a p t u re  p r o g r a m  5 7 1  

B i t s t r e a m  F o n t w a r e  7 6 3  

c o n v e r t in g  f r o m  W o r d P e r f e c t  5 .0  

to  5 .1  5 2 0

B i t w i s e  o p e r a t io n  7 8 7  

B K !  f i l e  41

B l a c k  a n d  w h i t e ,  g r a p h ic s  2 3 0 ,

2 4 7

B l a n k  l i n e  

c o u n t  3 4 5  

a t  to p  o f  p a g e  5 5 8  

B lo c k

a lp h a b e t i z e  5 7 8  

a p p e n d  3 5 ,  4 4 4  

a n d  a t t r ib u t e s  4 9  

a n d  b o ld  4 9  

c a n c e l 5 0 ,  5 5  

c o p y  4 4 4

c u r s o r  m o v e m e n t  in  5 0  

c u t  4 4 4

d e le t e  4 9 ,  1 1 6 ,  4 4 4  

g o  to  b e g in n in g  o f  2 2 4  

a n d  j u s t i f i c a t io n  3 0 1
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A TTRIB. command 939 
Attribute(s) 36 

add to existing text 38 
appearance 36, 3 7 
assign font 69, 207, 297, 531, 

532 
and base font 37 
and block 49 
color settings 70 
convert to 4.2 font /pitch code 

140 
display 68 
hardware 70 
in macro prompts 387 
modify 531. 532 
not printing 38 
other combinations 70 
printer program 531, 532 
and printing 37. 38 
in table 643. 666, 667 
table column 667 
test (PRINTER.TST) 207 

Attribute off 37 
Attribute on 37 
Australia-English WordPerfect 

329 
Author, document 145. 148 
Auto 

format 563 
heighl/willlll 2 43 
install program 921 
rewrite 563 

Auto-select 
graphics driver 267 
mouse 439 
text drivers 690 

AUTOEXEC.BAT 106. 151. 155. 
156. 935 

networks 944 
Autofont. Printer Program 525 
Automatic 

display pitch 121 
indexing 287 
keystrokes see Macro(s) 
line height 343 
outline 451 
paragraph numbering 453 
reference see Cross-reference 

Automatic Font Change 38, 523, 
525. 528. 53 I 
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Automatically 
adjust to current level. paragraph 

number 460 
format and rewrire 563 

Auxiliary files 358 
Avai lable slots, cartridges 59 
Average. math 4 I I 

B 
B> 153 
Background. printing 534 
Backslash I I 9. 154 
Backspace 8. 18. I I 2 
BACKUP. command 151 
Backup 

delete 44 
directory 359 
document 41. 43. 160. 359. 565 
file 41. 43 . 160. 359, 565 
location of file 43 
original 41, 160 
rename 44 
retrieve 43 . 45 
timed 43. I 60 

Backup file pathname on networks 
942 

Banyan Streetalk 936 
Banyan Vines 936. 938. 957 
Base font 59. 144, 205 

and attributes 37 
conve1t to 4.2 Font/Pitch code 

141 
document 206 
initial 144 
labels 328 
landscape 208 
name search 208 
portrait 208 
printer 206 
spreadsheet 610 
test (with PRINTER.TST) 207 

Baseline 342 
and line height 515 
placement for typeseners 342, 

514 
Batch file 151. 156 
Baud rate 506 
BBS 16,910 

Beep 
on error 46, 161 
on hyphenation 46. I 6 I 
on search failure 46, 161 

Beep options 45 . 16 I 
Begin 

field 425 
record 425 
string 788 

!BELL I 791. 794. 797 
Bibliography style 926 
Bin number 478. 484. 576 

command 133 
Bin number code 

convert to 5.1 133 
convert to paper size/type code 

133 
Bin paper 480, 484. 576 

command 141 
Binding 4o, 50 I 

duplex 483 
labels 47 
left 483 
reset 48 
top 48. 483 

Binomial. equation 186 
BIOS. and enhanced keyboard 

310. 317. 772 
Bitmap images 247 

and screen capture program 57 I 
Bitstream Fontware 763 

converting from WordPerfect 5.0 
to 5.1 520 

Bitwise operation 787 
BK! file 41 
Black and white. graphics 230, 

247 
Blank line 

count 345 
at top of page 558 

Block 
alphabetize 578 
append 35. 444 
and attri hutes 49 
and bold 49 
cancel 50. 55 
copy 444 
cursor movement in 50 
cut 444 
delete 49. I 16. 444 
go to beginning of 224 
and j usti tication 30 I 



w i t h  m o u s e  5 0 ,  4 3 4  

m o v e  4 4 3 ,  6 5 9  

m o v e  in  ta b le s  6 5 9  

p a s te  44 .3  

p r i n t  4 9 4  

p ro te c t  5 1 

r e d e f in e  51 

r e t r i e v e  5 1 ,  5 5 7  

s a v e  a s  f i l e  51 

s a v e  to  c l i p b o a r d  2 2 7  

s e a rc h  5 7 3

s h o r t  c u t  k e y s t r o k e s  5 1, 4 4 6  

s o r t  5 7 7 ,  5 7 8  

s p e l l- c h e c k  5 8 7 ,  5 8 9  

s p re a d s h e e t  6 0 8 ,  6 1 3  

t e x t  1 9 , 4 8

( B lo c k  A p p e n d )  7 9 4 , 7 9 8  

( B lo c k  C o p y )  7 9 4 , 7 9 8  

( B l o c k  M o v e )  7 9 4 , 7 9 9  

B l o c k  p ro te c t  

c o d e s  5 2

a n d  c o n d i t i o n a l  e n d  o f  p a g e  5 2 ,  

8 9

p a r a l l e l  c o lu m n s  w i t h  8 2 ,  8 4  

p a r a l l e l  c o lu m n s  w i t h o u t  5 3  

B o ld  3 7 ,  1 8 7  

t a b le  6 6 6  

B o r d e r  

d r a w  3 3 7

g ra p h ic s  b o x  2 3 3 ,  2 6 2  

o p t io n s ,  g r a p h ic s  b o x  2 6 3 ,  4 4 9 .

7 2 5

s p a c e , g r a p h ic s  b o x  2 6 4  

s t y le ,  g r a p h ic s  b o x  2 6 2  

B o t t o m ,  m a r g in  3 9 6  

B o x

a n c h o r  t y p e  2 3 5  

b o r d e r  s t y l e  2 6 2  

b u m p  2 3 5 ,  2 3 7 ,  2 4 4  

c a p t io n  2 3 7

c a p t io n  n u m b e r  s t y le  2 6 3  

c a p t io n  p o s i t io n  2 6 5  

c h a n g e  d e f a u l t  s e t t in g s  2 3 5  

c h a n g e  d e f i n i t i o n  2 3 8  

c h a n g e  t y p e  2 3 3  

c h a r a c t e r  t y p e  2 3 5  

a n d  c o lu m n s  2 4 1  

c o m m e n t s  1 2 5  

c o n te n t s  2 3 8  

d e f a u l t  s e t t in g s  2 3 5  

d e f in e  2 3 4 ,  2 3 5  

d e le te  c o n t e n t s  2 4 1

distance from top of paragraph
2 6 5

d r a w  3 3 7 ,  5 6 7  

e d i t  2 3 3 ,  2 3 8 .  2 4 6  

e q u a t io n  2 3 3 ,  2 3 5  

f ig u r e  2 3 3 ,  2 3 5  

f i x e d  p o s i t io n  2 3 5 ,  2 3 6  

g r a p h ic s  2 3 2 ,  2 3 5  

g r a y  s h a d in g  2 6 4  

h e ig h t  2 4 3

h o r i z o n t a l  p o s i t io n  2 4 1  

in - l in e  see  Box. c h a r a c t e r  type 
i n i t i a l  s e t t in g s  2 6 4  

in s id e  b o r d e r  s p a c e  2 6 4  

l e v e l  n u m b e r in g  m e t h o d s  2 6 4  

a n d  l i s t s  2 3 3  

a n d  m a r g in s  2 4 1  

m in im u m  o f f s e t  f r o m  p a r a g r a p h  

2 4 4 ,  2 6 5  

m o v e  2 3 5 ,  2 3 7  

n u m b e r  2 3 3 ,  2 3 4 ,  2 3 7  

o p t io n s  2 3 3 .  2 6 1  

o v e r la p  2 3 5 ,  2 4 5  

p a g e  t y p e  2 3 5 ,  2 3 6  

p a r a g r a p h  t y p e  2 3 5 ,  2 3 7  

r e t r i e v e  e q u a t io n  2 4 0  

s e t h e ig h t  2 4 3  

s e t w id t h  2 4 3  

s h a d in g  2 6 4 ,  4 9 6  

s iz e  2 4 2  

s k ip  p a g e s  2 3 6

s u p e r im p o s e  te x t 2 4 5

t a b le  2 3 3 ,  2 3 5  

t e x t  2 3 3 ,  2 3 5  

t h r e e - d im e n s io n a l  2 6 3  

t y p e  2 3 3 ,  2 3 5  

u s e r  2 3 3 ,  2 3 5  

v e r t ic a l  p o s i t i o n  2 4 3  

w id t h  2 4 3  

B o x  c o n te n t s  2 3 8  

e q u a t io n  2 3 9  

g r a p h ic  2 3 9  

g r a p h ic  o n  d is k  2 3 9  

t e x t  2 4 0

B r a c k e t s ,  p u l l- d o w n  m e n u s  5 4 6  

B r a n d ,  m o u s e  4 3 3 ,  4 3 8  

B r a z i l- P o r t u g u e s e  W o r d P e r f e c t  

3 2 9

( B R E A K )  7 9 1 , 7 9 2 , 8 0 0  

B r e a k  

l i n e  5 5 7  

p a g e s  4 7 1

Buffer
p r i n t e r  4 9 8 . 5 1 3 , 5 4 2  

r e t r i e v i n g  t e x t  f r o m  4 4 2  

s t o r in g  t e x t  in  4 4 2  

ta b le ,  m o v e  6 6 0  

t e m p o r a r y  4 4 2  

B u i l t - in  

f o n t s  5 9

s a f e t y  f e a tu r e s  1 9 4  

B u l l e t  9 1 7  

B u l l e t  f o r m a t  

o u t l i n e  4 6 1

p a r a g r a p h  n u m b e r s  4 6 1  

B u l l e t i n  B o a r d  S e r v ic e  16 , 9 1 0  

B u m p ,  g r a p h ic s  b o x  2 3 5 .  2 3 7 ,  2 4 4  

B u s ,  m o u s e  4 3 9

C

C >  1 5 3  

C a c h e  4 1 5  

C A L C . W P M  9 2 4  

C a lc u la t e  

m a th  4 0 4 ,  6 7 1 

m a th  f o r m u la s  4 0 4 ,  6 7 1 

C a lc u la t io n  c o lu m n s ,  m a th  4 0 3 ,  

4 0 6 ,  4 0 7 ,  4 0 9

C a lc u la t io n  o rd e r ,  m a th  4 1 0  

C a lc u la t o r  see  C A L C . W P M  

( C A L L )  7 9 1 , 8 0 1 , 8 8 4  

C a n  b e  lo a d e d / u n lo a d e d  d u r i n g

p r in t  jo b
f o n t  5 8 ,  6 2  

p r i n t  w h e e l  5 8 ,  6 2  

C a n ' t  f in d  W P . F I L  nn 9 5 3 ,  9 5 5  

C a n c e l 8 , 5 5  

b lo c k  5 0 ,  5 5

c h a n g e s  to  k e y b o a r d  la y o u t  3 1 0 ,  

3 1 5

e r r o r  m e s s a g e  5 5  

a n d  h e lp  5 5  

h y p h e n a t io n  2 7 8  

m a c ro  5 5 ,  3 7 9  

m a c ro  e d i t i n g  3 8 1  

m e r g e  4 2 5  

w i t h  m o u s e  5 5 ,  4 3 6  

p r i n t  j o b  4 9 6 , 5 1 2 , 5 4 2  

a n d  p u l l- d o w n  m e n u s  5 6  

a n d  R e v e a l  C o d e s  5 6  

s e a rc h  5 5 ,  2 0 1  

s p e l l- c h e c k in g  5 8 9  

( C A N C E L  O F F )  7 9 3 ,  8 0 3

INDEX 9 9 3

with mouse 50. 434 
move 443. 659 
move in tables 659 
paste 443 
print 494 
protect 51 
redefine 51 
retrieve 51 . 55 7 
save as file 51 
save to dipboard 227 
search 573 
short cut keystrokes 51 . 446 
sort 577. 578 
spell-check 587. 589 
spreadsheet 608. 613 
text 19. 48 

{ Block Append} 794, 798 
{ Block Copy} 794, 798 
{ Block Move} 794, 799 
Block protect 

codes 52 
and conditional end of page 52, 

89 
parallel columns with 82. 84 
parallel columns without 53 

Buh..l 37. 187 
table 666 

Border 
draw 337 
graphics box 233 , 262 
options. graphics box 263. 449. 

7'.2 5 

space. graphics box 264 
style. graphics box 262 

Bottom. margin 396 
Box 

anchor type 235 
border style 262 
bump 235 , 237. 244 
caption 237 
caption number style 263 
caption position 265 
change default settings 235 
change definition 238 
change type 233 
character type 235 
and columns 241 
comments 125 
contents 238 
default settings 235 
define 234. 235 
delete contents 241 

distance from top of paragraph 
265 

draw 337. 567 
edit 233. 238. 246 
equation 233. 235 
figure 233. 235 
fixed position 235. 236 
graphics 232. 235 
gray ~hading 264 
height 243 
horizontal posi tion 241 
in-line see Box. character type 
in itial settings 264 
inside border space 264 
level numbering methods 264 
and lists 233 
and margins 241 
minimum offset from paragraph 

244. 265 
move 235. 237 
number 233. 234. 237 
options 233 . 261 
overlap 235. 245 
page type 235. 236 
paragraph type 235. 237 
retrieve equation 240 
set height 243 
set width 243 
shading 264. 496 
size 242 
skip pages 236 
superimpose text 24<; 

table 233, 235 
text 233 , 235 
three-dimensional 263 
type 233. 235 
user 233. 235 
vertical position 243 
width 243 

Box contents 238 
equation 239 
graphic 239 
graphic on disk 239 
text 240 

Brackets. pull-down menus 546 
Brand. mouse 433. 438 
Brazil-Portuguese WordPerfect 

329 
{BREAK} 791. 792. 800 
Break 

line 557 
pages 471 

Buffer 
printer 498. 513. 542 
retrieving text from 442 
storing text in 442 
table. move 660 
temporary 442 

Built-in 
font~ 59 
safety featu res 194 

Bullet 91 7 
Bullet format 

outline 461 
paragraph numbers 461 

Bulletin Board Service 16. 910 
Bump. graphics box 235 . 237. 244 
Bus. mouse 439 

C 

C> 153 
Cache 415 
CALC.WPM 924 
Calculate 

math 404. 67 1 
math formulas 404. 67 1 

Calculation columns. math 403, 
406. 407,409 

Calculation order. math 410 
Calculator see CALC.WPM 
{CALL} 791 . 801. 884 
Can be loaded/unloaded during 

print joh 
font 58. 62 
print wheel 58. 62 

Can·t find WP.FIL 1111 953. 955 
Cancel 8. 55 

block 50. 55 
changes to keyboard layout 3 IO. 

315 
error message 55 
and help 55 
hyphenation 278 
macro 55. 379 
macro editing 381 
merge 425 
with mouse 55. 436 
print job 496. 5 12. 542 
and pull-down menus 56 
and Reveal Codes 56 
search 55. 20 I 
spell-checking 589 

{CANCEL OFF) 793. 803 

INDEX 993 



( C A N C E L  O N )  7 9 3 , 8 0 3  

C a n n o t  r o t a t e  f o n ts ,  p r i n t e r  5 4 1  

C a p i t a l i z a t io n  5 6 .  6 2 9  

e r r o r s  5 8 7 ,  5 9 0  

a n d  r e p la c e  5 5 2  

a n d  s e a rc h  5 7 2  

s p e l l- c h e c k  5 8 7 ,  5 9 0  

C a p s  lo c k  5 7  

C a p t io n

g r a p h ic s  b o x  2 3 7 .  2 6 3  

l i m i t  ( i n  b y t e s )  7 5 9  

n o t  d i s p la y in g / p r in t in g  in  

g r a p h ic s  b o x  2 3 8  

a n d  r e p la c e  5 5 4

C a p t io n  n u m b e r  s t y le ,  g r a p h ic s  b o x  

2 3 7 ,  2 6 3 ,  2 6 5  

C a p t u r e

e q u a t io n  e d i t o r  5 6 7  

g r a p h ic s  b o x  s c re e n  5 6 7  

g r a p h ic s  im a g e  5 6 7  

s c re e n  5 6 7

v i e w  d o c u m e n t  s c re e n  5 6 7  

C a rd

d is p la y  2 6 6 ,  6 8 9  

g r a p h ic s  2 6 6 ,  6 8 9  

C a r t r id g e ( s )  

a v a i l a b le  s lo ts  5 9  

m a r k  5 8 ,  61

p re s e n t  w h e n  p r i n t  j o b  b e g in s

5 8 , 63
q u a n t i t y  6 3  

u n m a r k  6 3

C a r t r id g e s / f o n t s / p r in t  w h e e ls  5 7 ,  

5 0 4 .  5 0 5

( C A S E )  7 8 3 , 7 9 1 , 8 0 4 , 8 8 4  

( C A S E  C A L L )  7 8 3 , 7 9 1 . 8 0 5 ,

8 8 4

C a s e  c h e c k in g ,  d is a b le  5 9 1  

C a s e  c o n v e r s io n  5 7 ,  6 2 9  

C a s s e t t e  p a p e r  see  P a p e r  t r a y  

C a t a la n  W o r d P e r f e c t  3 2 9  

C B 1 S  9 3 6  

C e l l

a l i g n m e n t  6 6 7  

a t t r ib u t e s  6 6 6  

f o r m a t  6 6 5 ,  6 6 7 ,  6 6 9  

j o i n  6 5 7  

j u s t i f i c a t io n  6 6 6  

lo c k  6 6 6  

n u m e r ic  6 6 7  

s h a d in g  6 5 8 ,  6 6 1  

s p l i t  6 6 3

ta b le  6 4 1 , 6 4 4  

t e x t  6 6 7  

u n lo c k  6 6 7  

w id t h  6 6 8  

C e n t e r

a n d  d o t  le a d e rs  6 7  

e x i s t i n g  t e x t  6 7  

h e a d in g s  see  C e n t e r  t e x t ,  a t  a 

s p e c if ic  p o s i t io n  

j u s t i f i c a t io n  6 4 ,  3 0 0  

l i n e  6 5  

r e m o v e  6 8  

C e n t e r  p a g e  6 3 ,  4 7 3  

a n d  e n d n o te s  6 5  

a n d  f o o tn o te s  6 5  

a n d  h a r d  r e t u r n s  6 4  

C e n t e r  t e x t  6 5  

b e tw e e n  m a r g in s  3 0 0  

a n d  c e n t e r  p a g e  6 4  

in  c o lu m n s  6 8  

h o r i z o n t a l l y  6 5  

o n  la b e ls  3 2 2  

m u l t i p l e  l i n e s  2 9 9  

o n  p a g e  4 7 3  

a t  a  s p e c if ic  p o s i t io n  6 7  

o v e r  ta b  s to p  6 7  

v e r t i c a l l y  o n  p a g e  6 3  

C e r t i f i c a t e  o f  L ic e n s e  9 3 2  

C G A  71

( C H A I N )  7 9 1 , 7 9 3 , 8 0 0 , 8 7 6  
m a c ro s  8 0 6

( C H A I N  M A C R O )  7 9 1 ,  7 9 3 ,

8 0 7 ,  8 7 6 .  8 8 1  

C h a in ,  m a c ro s  3 7 4 ,  8 7 6  

( C H A I N  P R I M A R Y )  7 9 1 , 8 0 8 ,

8 7 6

( C H A I N  S E C O N D A R Y )  7 9 1 ,

8 0 8 ,  8 7 6  

C h a n g e

c o m m e n t  to  t e x t  1 2 7  

d e f a u l t  d i r e c t o r y  1 1 7 ,  3 4 7 ,  3 5 2  

d i r e c t o r y  1 1 7  

l i n e  d r a w  c h a r a c t e r  3 3 8  

l i n e  s p a c in g  3 4 6

( C H A R )  3 8 6 , 3 8 8 , 3 9 0 , 3 9 1 , 7 9 1 ,

7 9 3 ,  8 1 0 ,  8 8 0 ,  8 8 2  

C h a r a c t e r ( s )  see  C o m p o s e  

a l i g n m e n t  4 4 9 ,  6 3 3  

A S C I I  7 1 5  

a s s ig n  to  k e y s  3 0 4  

b u l le t  9 1 7  

c o m b in e  4 6 9

c r e a te  8 4

C y r i l l i c  9 2 0

d e c im a l  4 4 9

d e le te  8 , 9 , 1 1 6 ,  5 5 2

d is p la y  8 5

. D R S  5 0 3 .  5 3 4 .  5 3 7

e x t e n d e d  8 4

graphic 503, 537
g r a p h ic s  b o x  2 3 5

G r e e k  1 7 8 , 9 1 9

h a rd  r e t u r n  1 5 7

H e b r e w  9 1 9

H e r c u le s  7 2

h y p h e n a t io n  2 7 8

in t e r n a t io n a l  4 7 0

J a p a n e s e  9 2 0

le n g t h  5 0 6

l i n e  d r a w  3 3 7

m a p p in g  8 7 ,  5 2 2

m a th  9 1 7 , 9 1 8

n o n - E n g l is h  see  C o m p o s e

o v e r s t r i k e  4 6 9

p e r  l i n e  121

p r i n t  8 7

p r i n t a b le  5 3 7

r e p e a t  2 9 8 ,  5 5 0

s c ie n t i f i c  9 1 7 ,  9 1 8

s c re e n  8 5

s e ts  8 4 .  9 1 3

special 913
s y m b o ls  1 7 5

t h o u s a n d s ’ s e p a ra t o r  4 4 9

v i e w  8 5

w id t h  1 2 0

w i ld c a r d  9 2 ,  1 9 9 ,  5 9 8  

W o r d P e r f e c t  8 4 ,  1 6 5 ,  1 7 8 ,  5 0 3 ,  

5 2 8 ,  5 3 2 ,  5 3 7 ,  9 1 3  

C h a r a c t e r  b o x  

h o r i z o n t a l  p o s i t io n  2 4 1  

o u t s id e  b o r d e r  s p a c e  2 3 6 ,  2 6 5  

v e r t ic a l  p o s i t io n  2 4 4  

C H A R A C T R . D O C  9 2 2  

C H A R M A P . T S T  5 3 0 ,  9 1 5 ,  9 2 7  

C H K D S K ,  c o m m a n d  1 5 0  

C H K D S K / F  2 2 5  

C le a n  

s c re e n  8

s c re e n  p r o g r a m  5 6 0  

C le a r  ta b s  6 3 7  

C l i c k ,  m o u s e  4 3 2 ,  4 3 4 - 4 3 8  

C l i p  a r t  7 2 1

9 9 4  INDEX

f CANCEL ON) 793. X03 
Cannot rotate fonts. printer 541 
Capitalization 56. 629 

errors 587. 590 
and replace 552 
and search 572 
spell-check SR7. 590 

Caps lock 57 
Caption 

graphics box 237. 263 
limit (in bytes) 759 
not displaying/printing in 

graphics box 2.18 
and replace 554 

Caption number style. graphics box 
237. 263. 265 

Capture 
equation editor 567 
graphics bo/\ screen 56 7 
graphics image 567 
screen 567 
view document screen 56 7 

Card 
display 266. 689 
graphics 266. 689 

Cartridge( s) 
available slots 59 
mark 58. 61 
present when print Joh begins 

58. 6) 

quantity 63 
unmark 63 

Canridges/fonts/print wheels 57. 
504. 505 

! CASE I 783. 79 I. 804. 884 
{CASE CALL) 783. 791. 805. 

884 
Case checking. disable 59 I 
Case conversion 57. 629 
Cassette paper see Paper tray 
Catalan WordPerfect 329 
CBIS 936 
Cell 

alignment 667 
attributes 666 
format 665. 667. 669 
JOin 657 
justification 666 
lock 666 
numeric 667 
shading 658. 661 
split 663 
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table 641. 644 
text 667 
unlock 667 
width 668 

Center 
and Jot leaders 6 7 
existing text 6 7 
headings see Center text. at a 

specific position 
justification 64, 300 
line 65 
remove 68 

Center page 63. 473 
and endnotes 65 
and footnotes 65 
and hard returns 64 

Center text 65 
between margins 300 
and center page 64 
in columns 68 
horizontally 65 
on labels 322 
multiple lines 299 
on page 473 
at a specific position 67 
over tab stop 67 
vertically on page 63 

Certificate of License 932 
CGA 71 
(CliAIN I 7'J I. 7'J3, 1\0fl. 1'.17fl 

macros 806 
{ CHAIN MACRO I 79 I. 793. 

807,876.881 
Chain. macros 374. 876 
!CHAIN PRIMARY) 791. 808, 

876 
[ CHAIN SECONDARY l 79 I. 

808. 876 
Change 

comment to texr 127 
default directory I I 7. 34 7. 352 
directory I I 7 
line drnw character 338 
line spacing 346 

{ CHAR l 386, 388, 390, 391. 79 I, 
793. 810. 880. 882 

Character(s) see Compose 
alignment 449, 633 
ASCII 715 
assign to keys 304 
bullet 917 
combine 469 

create 84 
Cyrillic 920 
decimal 449 
delete 8. 9 . 116, 552 
display 8'5 
.DRS 503. 534. 537 
extended 84 
graphic 503, 537 
graphics box 2.15 
Greek 178. 919 
hard return I 57 
Hebrew 919 
Hercules 72 
hyphenation 278 
international 4 70 
Japanese 920 
lengrh 506 
line draw 337 
mapping 87. 522 
math 9 I 7. 9 I 8 
non -Engli sh see Compose 
overstrike 469 
per line 121 
prinl 87 
printable 537 
repeat 298. 550 
scien1ific 917. 918 
screen 85 
sets 84. 913 
special Y 13 
symbols 175 
thousands• separator 449 
view 85 
width 120 
wildcard 92, I 99, 598 
WordPerfect 84, 165 . 178. 503, 

528, 532, 537, 9 I 3 
Character box 

horizontal position 241 
outside border space 2.16, 265 
vertical position 244 

CHARACTR.DOC 922 
CHARMAP.TST 530. 915 . 927 
CHKDSK, command 150 
CHKDSK/F 225 
Clean 

screen 8 
screen program 560 

Clear tabs 637 
Click. mouse 432. 434-438 
Clip art 72 I 



Clipboard
a p p e n d  to  2 2 7 .  3 6 4  

a n d  M e r g e  4 2 0 ,  4 3 0  

r e t r i e v e  f r o m  2 2 7  

r e t r i e v e  g r a p h ic s  f r o m  2 4 9  

s a v e  g ra p h ic s  to  2 4 9  

s a v e  to  2 2 7 .  3 6 4  

a n d  s c re e n  c a p t u re  p r o g r a m  5 6 8  

C lo s e

d o c u m e n t  1 9 4  

f i l e  1 9 4  

m e n u  195  

W o r d P e r f e c t  1 9 4  

C o d e  1 1

a n d  c u r s o r  m o v e m e n t  1 0 3  

d e f a u l t  2 9 2 ,  2 9 7 ,  5 5 5 .  5 6 6  

d e le te  1 1 2 , 1 1 5 , 5 5 2  

d is p la y  1 1 2

d o c u m e n t  v s .  i n i t i a l  2 9 3  

i n i t i a l  2 9 2 ,  2 9 7 .  5 6 6  

i n v i s ib l e  2 1 9  

la n g u a g e  2 8 0 ,  3 2 9  

l i n k  6 1 2

p r i n t e r  c o m m a n d  5 1 1  

r e p la c e  1 1 3 , 5 5 2  

r e v e a l  1 12  

s e a rc h  f o r  1 1 3 , 5 7 2  

s h o w  I 12 

C o d e  p a g e  8 9 8  

p r i n t e r  p r o g r a m  5 2 4  

C o d e s  7 2 5  

C O D E S .W P M  92 5  
C o lo r

a s s ig n  to  a t t r i b u t e  6 9 - 7 0  

c r e a te  4 9 5  

d is p la y  6 8  

e d i t  4 9 5

g ra p h ic s  2 3 0 - 2 3 1 .  5 3 5  

i n t e n s i t y  4 9 5  

o n - s c re e n  4 9 6  

p a le t t e  6 9 1  

p r i n t e r  d e p e n d e n t  4 9 5  

p r i n t i n g  4 9 5  

r e s e t  4 9 6  

s c re e n  6 8  

t e x t  4 9 5

C o lo r s / F o n t s / A t t r ib u t e s  6 8 ,  1 2 3  

C o lu m n

a p p e n d  t a b u la r  c o lu m n s  3 5 ,  4 4 8  

c a lc u la t io n  4 0 3 .  4 0 8 ,  4 0 9  

c e n t e r  t e x t  i n  6 8  

a n d  c o m m e n t s  1 2 6

c o n t in u o u s  7 5 ,  8 3  

c o p y  t a b u la r  c o lu m n s  4 4 6  

c u r s o r  m o v e m e n t  in  7 5  

c u t  t a b u la r  c o lu m n  4 4 6  

d e f in e  7 6  

d e le t e  7 8 ,  8 4  

d is p la y  7 4 ,  1 2 2  

d is p la y  s id e - b y - s id e  1 5 9  

f o r m a t  a n d  r e w r i t e  7 4  

la b e ls  3 2 0  

m a r g in s  7 7 .  8 2  

m a th  4 0 3 ,  4 0 8  

m o v e m e n t  7 8 .  8 3  

n e w s p a p e r  7 5

n e w s p a p e r  v s .  p a r a l l e l  7 8 ,  8 3  

n u m b e r  o f  7 8  

n u m e r ic  4 0 3 ,  4 0 8 ,  4 1 2  

o f f  c o d e  7 9 ,  81  

o n  c o d e  7 9 ,  81 

o n - s c re e n  d is p la y  7 4  

a n d  p a g e  t y p e  b o x  2 4 1  

p a r a l l e l  7 9

p a r a l l e l  w i t h  b lo c k  p r o te c t  8 2 .

8 4

p r i n t i n g  7 5

r e m o v e  7 8 ,  8 4

script 79
s id e - b y - s id e  7 4

size 82
s n a k in g  7 5

s p re a d s h e e t  6 0 9

te x t  4 0 3 , 4 0 8 , 4 1 2
t e x t  f l o w  i n  n e w s p a p e r  7 9

T h e s a u r u s  6 9 2

t i t l e s  4 0 2 . 4 0 4 . 4 1 2

t o t a l  4 0 3 , 4 0 8 . 4 1 2

t y p e  7 6

w id t h  6 6 8

C o lu m n  ty p e s ,  m a t h  4 0 3 ,  4 0 5 .  4 0 8

C o m b in e  

a t t r ib u t e s  7 0  

c h a ra c t e r s  4 6 9  

d ic t io n a r i e s  6 0 3  

d o c u m e n ts  3 9 7 ,  4 2 0  

f i l e s  3 9 7 ,  4 2 0  

le t t e r s  see  C o m p o s e  

m a c ro s  see  C h a in ,  m a c ro s  

t e x t  3 4

C o m m a  o p e r a t o r  2 0 0

Command(s) 
equations 1 6 6 , 1 7 4 , 1 8 4  

macro 383. 791

m e r g e  4 3 0 ,  7 9 1  

p r i n t e r  5 1 0 , 5 1 7  

C O M M A N D . C O M  2 2 6  

C o m m a n d  in s e r t  m o d e  3 8 4  

C o m m a n d  l i n e  

c o n v e r t  9 0

s w i t c h e s  see  S t a r t u p  o p t io n s  

( : )  ( C o m m e n t )  7 9 4  

{ C O M M E N T }  7 9 4 , 8 1 1  

C o m m e n t  

b o x  1 2 5

c h a n g e  to  t e x t  1 2 7  

a n d  c o lu m n s  1 2 6  

a n d  c u r s o r  m o v e m e n t  1 2 6  

d is p la y  1 2 4 ,  1 2 7 ,  1 5 7  

d o c u m e n t  1 2 4  

e d i t  1 2 6  

e x i s t i n g  t e x t  1 2 5  

h id e  1 2 7

in  m a c ro s  3 7 7 , 8 1 1  

a n d  n e w s p a p e r  c o lu m n s  1 2 6  

a n d  p a r a l l e l  c o lu m n s  1 2 6  

p r i n t  12 7  

a n d  ta b le s  1 2 6  

a n d  t e x t  1 2 6 . 1 2 7  

C o m m o n  w o r d  l i s t  6 0 5  

C o m p a r e

d o c u m e n ts  1 2 7 , 5 4 9  

p h ra s e s  1 2 9

s c re e n  a n d  d is k  d o c u m e n ts  1 2 7  

u n d o  13 0

C o m p le m e n ta r y  c o lo r ,  g ra p h ic s
2 4 7

C o m p o s e  8 4 ,  1 7 7 ,  3 1 5 ,  9 1 3  

a n d  k e y b o a r d  la y o u t  3 10  

a n d  o v e r s t r i k e  4 7 0  

C o m p r e s s

m a s t e r  d o c u m e n t  3 9 9  

s u p p le m e n t a r y  d ic t io n a r y  6 0 3  

C o n c o r d a n c e  2 8 8 ,  2 8 9  

c r e a te  2 8 9  

m a r k  t e x t  2 9 0  

s o r t  2 8 9

C o n d e n s e ,  m a s t e r  d o c u m e n t  3 9 9  

C o n d i t i o n a l  e n d  o f  p a g e  8 8 ,  4 4 9  

a n d  b lo c k  p r o te c t  5 2 ,  8 9  

a n d  l i n e  s p a c in g  8 9  

C o n d i t i o n s  

f i n d  1 4 5 ,  1 9 8 , 2 0 1  

r e s e t  2 0 2  

s e a rc h  201

INDEX 99 5

Clipboard 
append to 2'27. 364 
and Merge 420. 430 
retrieve from 227 
retrieve graphics from 249 
save graphics to 249 
save to 227. 364 
am! screen capture program 568 

Close 
document 194 
file 194 
menu 195 
WordPerfect 194 

Code 11 
and cursor movement I 03 
default 292. 297. 555. 566 
delete 112. 115, 552 
display 112 
document vs. initial 293 
initial 292. 297. 566 
invisible 219 
language 280. 329 
link 612 
printer command 511 
replace I 13. 552 
reveal 112 
search for I 13. 572 
show 112 

Code page 898 
printer program 524 

Codes 725 
CODES.WPM 925 
Color 

assign to attribute 69-70 
create 495 
display 68 
edit 495 
graphics 230-231. 535 
intensity 495 
on-screen 496 
palette 691 
printer dependent 495 
printing 495 
reset 496 
screen 68 
text 495 

Colors/Fonts/Attributes 68, 123 
Column 

append tabular columns 35. 448 
calculation 403. 408. 409 
center text in 68 
and comments 126 

continuous 75. 83 
copy tabular columns 446 
cursor movement in 75 
cut tabular column 446 
define 76 
delete 78, 84 
<lisplay 74. 122 
<lisp lay side-by-side I 59 
format and rewrite 74 
labels 320 
margins 77. 82 
math 403. 408 
movement 78. 83 
newspaper 75 
newspaper vs. parallel 78, 83 
number of 78 
numeric 403. 408.412 
off code 79. 81 
on code 79. 81 
on-screen display 74 
and page type box 241 
parallel 79 
parallel with block protect 82. 

8-+ 
printing 75 
remove 78. 84 
script 79 
side-by-side 74 
size 82 
snaking 75 
spreadsheet 609 
tC1<t 403,408,412 

text flow in newspaper 79 
Thesaurus 692 
titles 402. 404. 412 
total 403, 408. 412 
type 76 
width 668 

Column types. math 403. 405. 408 
Combine 

attributes 70 
characters 469 
dictionaries 603 
documents 397, 420 
files 397. 420 
letters see Compo,e 
macros see Chain. macros 
text 34 

Comma operator 200 
Command(s) 

equations 166. 174. 184 
macro 383. 791 

merge -BO, 791 
printer 510, 517 

COMMAND.COM 226 
Command insert mode 384 
Command line 

convert 90 
switches see Startup options 

I:) (Comment) 794 
{COMMENT} 794,811 
Comment 

hox 125 
change to text 127 
and columns 126 
and cursor movement 126 
display 124. 127. 157 
document 124 
edit 126 
existing text 125 
hide 127 
in macros 377. 811 
and newspaper columns 126 
and parallel columns 126 
print 127 
and tables 126 
and text 126. 127 

Common word list 605 
Compare 

documents 127. 549 
phrases 129 
screen and disk documents 127 
undo 130 

Con1plen1entary color. gr;-1phlcs 

247 
Compose 84. 177. 315. 913 

and keyboard layout 310 
and overstrike 4 70 

Compress 
master document 399 
supplementary dictionary 603 

Concordance 288. 289 
create 289 
mark text 290 
sort 289 

Condense. master document 399 
Conditional end of page 88, 449 

and block protect 52. 89 
and line spacing 89 

Conditions 
find 145. 198. 20 I 
reset 202 
search 201 

INDEX 995 



C O N F I G . S Y S  7 5 2 ,  9 3 5  

e d i t i n g  6 8 7 ,  7 5 2  

C o n t e n t s

d e le t e  f r o m  g r a p h ic s  b o x  2 4 1  

e q u a t io n  b o x  2 3 4  

g r a p h ic s  b o x  2 3 8  

C o n t e x t - s e n s i t i v e  h e lp  2 7 5  

C o n t in u e  p r i n t  jo b  5 4 2  

C o n t in u e d  m e s s a g e  2 1 6  

la n g u a g e  3 3 0 ,  3 3 5  

C o n t in u o u s ,  p a p e r  s iz e / t y p e  4 8 4  

C o n t r o l  p r i n t e r  4 9 6 ,  4 9 8 ,  4 9 9 ,

5 1 2 .  5 3 8 .  5 4 2  

C o n v e n t i o n a l  m e m o r y  4 1 5  

C o n v e r s io n  r e s o u r c e  f i l e  1 3 1 . 1 3 8 ,  

9 2 3  

C o n v e r t

4 . 2  d ic t io n a r y  to  5 .1  6 0 3  

. A L L  f i l e s  5 1 9  

A S C I I  to  W o r d P e r f e c t  5 .1  

6 8 5 - 6 8 7

a t t r i b u t e  c o d e  to  4 . 2  f o n t / p i t c h  

c o d e  1 4 0

b a s e  f o n t  c o d e  to  f o n t / p i t c h  c o d e

141

b in  n u m b e r  c o d e  to  5 .1  133  

b in  n u m b e r  c o d e  to  p a p e r  

s iz e / t y p e  c o d e  1 3 3  

f r o m  c o m m a n d  l i n e  9 0  

document 89. 130, 138 
e x t e n d e d  c h a r a c t e r  to  

W o r d P e r f e c t  c h a r a c t e r  1 3 3  

g r a p h ic s  2 2 8 ,  2 5 1  

h o r i z o n t a l  m e a s u r e m e n ts  to  4 .2

1 4 2

h o r i z o n t a l  m e a s u re m e n ts  to  5 .1  

1 3 6

m a c ro s  3 7 0 ,  3 7 5  

m e r g e  c o m m a n d s  4 3 0  

p a p e r  s iz e / t y p e  c o d e  to  4 . 2  b in  

n u m b e r  c o d e  141  

p r i n t e r  f i l e s  5 1 9  

. P R S  f i l e s  5 1 9  

W o r d P e r f e c t  c h a r a c t e r  to  4 . 2  

e x t e n d e d  c h a r a c t e r  1 4 2  

C O N V E R T . E X E  8 9 ,  9 2 2  

C o p y

b lo c k  4 4 4 ,  4 4 6  

c o m m a n d  1 5 0  

d i s k  1 5 0

d o c u m e n t  3 4 7 ,  3 5 0  

f i l e  4 2 .  4 4 ,  1 5 0 ,  3 4 7 ,  3 5 0

k e y b o a r d  la y o u t  3 0 5  

m a r k e d  f i l e s  3 5 0 - 3 5 1 . 3 5 3  

m u l t i p l e  d o c u m e n ts  3 5 0 - 3 5 1 ,  

3 5 3

o u t l i n e  f a m i l y  4 5 6  

p a p e r  s iz e / t y p e  4 8 3  

p a r a g r a p h  4 4 1  

p r i n t e r  d e f i n i t i o n  5 0 7 ,  5 0 8  

p r i n t e r  f i l e  5 0 7 - 5 0 9  

r e c ta n g le  4 4 4  

s e n te n c e  4 4 1  

t a b u la r  c o lu m n  4 4 6 ,  4 4 8  

t e x t  4 4 1  

C o u n t  

l in e s  3 4 5

w o r d s  5 8 7 .  5 9 3 ,  5 9 9  

C r e a t io n  d a te  

f in d  2 0 2  

s e a rc h  f o r  2 0 2  

C r o a t ia n  W o r d P e r f e c t  3 2 9  

C ro s s - re fe re n c e  9 6  

e n d n o t e  n u m b e r  1 0 2  

f o o tn o te  n u m b e r  1 0 2  

g e n e r a te  9 8 ,  2 2 1  

g ra p h ic s  b o x  n u m b e r  1 0 2  

i n t r o d u c t o r y  t e x t  9 9  

m a r k  b o t h  r e f e r e n c e  a n d  t a r g e t  

9 8

m a r k  r e f e r e n c e  o n l y  9 9  

m a r k  ta r g e t  o n l y  1 0 0  

m a r k  t e x t  9 8  

a n d  m a s t e r  d o c u m e n t  3 9 9  

m u l t i p l e  r e f e r e n c e s  1 0 0  

n u m b e r s  4 7 6  

o u t l i n e  n u m b e r  1 0 2  

p a g e  n u m b e r  1 0 2  

p a r a g r a p h  n u m b e r  1 0 2  

r e f e r e n c e  ty p e s  1 0 2  

a n d  t a b le s  6 4 3  

C R S  f i l e  1 3 1 , 1 3 8 , 9 2 3  

{ C T O N } 8 1 2  

C t r l  k e y ,  a s s ig n m e n t s  3 1 4  

C t r l- 2  see  C o m p o s e  

C t r l- 6  3 0 7

C t r l- E n d  ( c le a r  ta b s )  6 3 7  

C t r l- P  a n d  c u r s o r  p o s i t i o n  3 9 0  

C t r l - V  see  C o m p o s e  

C u r r e n t

d i r e c t o r y  3 4 7 ,  3 4 9 ,  3 5 4  

j o b  5 0 0  

p a g e  4 9 3 ,  4 9 4  

p r i n t  j o b  5 12

C u r s o r  8  

a d v a n c e  31 

a d v a n c e  d o w n  3 2  

a d v a n c e  le f t  3 2  

a d v a n c e  r i g h t  3 2  

a d v a n c e  u p  3 2  

a p p e a r a n c e  1 0 3 ,  1 0 5  

le f t  1 0 3

le t t e r  c o m b in a t io n  1 0 6  

lo c a t io n  8

m o v e  1 8 , 3 1 , 2 2 4 , 5 5 0  

m o v e  to  e n d  o f  l i n e  1 0 4  

m o v e m e n t  a n d  c o d e s  1 0 3  

m o v e m e n t  a n d  c o m m e n t s  1 2 6  

m o v e m e n t  a n d  m o u s e  1 03  

m o v e m e n t  a n d  r e p e a t  v a lu e  1 0 5  

m o v e m e n t  in  n e w s p a p e r  c o lu m n s  

7 8

m o v e m e n t  in  o u t l i n e  4 5 3  

m o v e m e n t  i n  p a r a l l e l  c o lu m n s  

8 3

m o v e m e n t  i n  T a b  S e t  m e n u  6 3 5  

m o v e m e n t  i n  t a b le  6 4 4 ,  6 5 4  

m o v e m e n t  i n  T h e s a u r u s  6 9 3  

p o s i t io n  8 , 18. 3 2 ,  3 4 ,  1 0 3 , 5 5 0  

p o s i t io n  w i t h  m o u s e  4 3 5  

p r o g r a m  1 0 5

r e t u r n  to  p r e v io u s  p o s i t i o n  2 2 5

R e v e a l  C o d e s  5 6 2

r ig h t  1 0 3

s p e e d  1 0 7 ,  8 9 9

to p  o f  d o c u m e n t  1 0 4

w o r d  le f t  1 0 4

w o r d  r i g h t  1 0 4

C U R S O R . C O M  1 0 3 ,  1 0 5 ,  9 2 2  

C u r s o r  s p e e d  1 0 7  

C u s t o m e r  s u p p o r t  14 , 2 7 6 ,  9 0 5  

h e a r in g  im p a i r e d  17 

C u t

b lo c k  4 4 4 ,  4 4 6  

p a g e  4 4 1  

p a r a g r a p h  4 4 1  

r e c ta n g le  4 4 4  

s e n te n c e  4 4 1  

t a b u la r  c o lu m n  4 4 6  

t e x t  4 4 1

C z e c h o s lo v a k ia n  W o r d P e r f e c t  3 2 9

D

D a n is h  W o r d P e r f e c t  3 2 9  

( D A T E )  1 1 1 , 7 9 3 . 8 1 3 , 8 8 1

9 9 6  INDEX

CONFIG.SYS 752. 935 
editing 687. 752 

Contents 
delete from graphics box 241 
equation box 234 
graphics hox 238 

Context-sensitive help 275 
Continue print job 542 
Continued message 216 

language :no. 335 
Continuous. paper size/type 484 
Control printer 496. 498. 499. 

512. 538. 542 
Conventional memory 415 
Conversion resource file 131. 138. 

923 
Convert 

4.2 dictionary to 5.1 603 
.ALL files 5 I 9 
ASCII to WordPerfect 5.1 

685-687 
attribute code to 4.2 font/pi tc h 

code 140 
base font code to font/pitch code 

141 
bin number code to 5.1 133 
bin number code to paper 

size/type code 133 
from command line 90 
docu1m:n1 89. 130. 138 
extended character to 

WordPerfect character 133 
graphics 228. 251 
horizontal measurements to 4.2 

142 
horizontal measurements to 5.1 

136 
macros :l70. 375 
merge commands 430 
paper size/type code to 4.2 bin 

numbercode 141 
printer files 519 
.PRS files 519 
WordPerfect character to 4.2 

extended character 142 
CONVERT.EXE 89. 922 
Copy 

block 444. 446 
command 150 
disk I 50 
document 347, 350 
file 42. 44. I 50. 347, 350 

996 INDEX 

keyboard layout 305 
marked files 350-351. 353 
multiple documents 350-351. 

353 
outline family 456 
paper size/type 483 
paragraph 441 
printer definition 507 . 508 
printer file 507-509 
rectangle 444 
sentence 441 
tabular column 446. 448 
text 441 

Count 
lines 345 
words 587. 593. 599 

Creation date 
find 202 
search for 202 

Croatian WordPerfect 329 
Cross-reference 96 

endnote number I 02 
footnote number I 02 
generate 98. 221 
graphics box number 102 
introductory text 99 
mark both reference and target 

98 
mark reference only 99 
mark target only IUU 
mark text 98 
and master document 399 
multiple references I 00 
numbers 476 
outline number I 02 
page number 102 
paragraph number I 02 
reference types I 02 
and tables 643 

CRS file 131. 138. 923 
{CTON} 812 
Ctr! key. assignments 314 
Ctrl-2 see Compose 
Ctrl-6 307 
Ctrl-End (clear tabs) 637 
Ctrl-P and cursor position 390 
Ctr!-V see Compose 
Current 

directory 347, 349, 354 
job 500 
page 493, 494 
print job 512 

Cursor 8 
advance 31 
advance down 32 
ad vance left 32 
advance right 32 
advance up 32 
appearance 103, 105 
left I 03 
le11er combination I 06 
location 8 
move 18. 31. 224. 550 
move to end of line I 04 
movement and codes I 03 
movement and comments 126 
movement and mouse I 03 
movement and repeat value 105 
movement in newspaper columns 

78 
movement in outline 453 
movement in parallel columns 

83 
movement in Tab Set menu 635 
movement in table 644. 654 
movement in Thes,rnrus 693 
position 8. 18. 32. 34. I 03. 550 
position with mouse 435 
program 105 
return to previous position 225 
Reveal Codes 562 
right 103 
speed I 07. 899 
top of document 104 
word left 104 
word right I 04 

CURSOR.COM 103. 105. 922 
Cursor speed I 07 
Customer support 14, 276, 905 

hearing impaired 17 
Cut 

block 444. 446 
page 441 
paragraph 441 
rectangle 444 
sentence 441 
tabular column 446 
text 441 
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D a t e  1 0 9 , 15 3  

a p p e a r a n c e  1 1 0  

o f  d o c u m e n t  c r e a t io n  1 4 8  

o f  d o c u m e n t  r e v i s io n  1 4 7  

f lu s h  r ig h t  2 0 3  

i n s e r t  1 0 9  

la n g u a g e  1 1 1 

a n d  . L R S  f i l e  3 4 8  

t e x t  1 1 1

D a t e  f o r m a t  1 1 0 , 2 9 5  

e d i t  3 3 4

i n i t i a l  s e t t in g s  2 9 5  

la n g u a g e  3 3 0  

D E C  P a t h w o r k s  9 3 6 .  9 3 8  

D e c im a l

c h a r a c t e r  4 0 3 ,  4 0 4 ,  4 0 6 ,  4 0 7 ,  

4 1 5 ,  4 4 9 ,  6 6 6 ,  6 6 7  

n u m b e r s  4 0 3 ,  4 0 4 ,  4 0 6 .  4 0 7 ,  

4 1 5 ,  6 6 6 ,  6 6 7  

p la c e s  4 0 4 ,  4 0 7 ,  6 6 6 ,  6 6 7  

ta b  6 3 9  

D e c im a l/ a l ig n  

c h a r a c t e r  4 4 9  

ta b  6 3 9  

ta b  h a rd  6 3 9  

t a b le  c e l l  6 6 6 .  6 6 7  

D e f a u l t

c o d e s  2 9 2 ,  2 9 7 ,  5 5 5 .  5 6 6 ,  7 6 5  

f o n t  2 0 6  

f o r m a t s  2 9 2  

s e t t in g s  5 7 4  

tu b  s e l l i n g s  6 3 2  

D e f a u l t  d i r e c t o r y  1 1 7 ,  3 5 9 ,  5 4 3  

c h a n g e  1 1 7 , 3 4 7 , 3 5 2  

D e f a u l t  s e t t in g s  2 9 2 ,  2 9 5 ,  7 6 5  

o n  a  n e t w o r k  9 4 0  

D e f in e

c o lu m n s  7 6 ,  81 

g ra p h ic s  b o x  2 3 4 ,  2 3 5  

in d e x  2 8 7 ,  2 9 1  

l i s t s  3 5 5 .  3 5 6  

m a c ro s  3 6 9 ,  3 7 0 ,  3 7 3 ,  3 8 1  

m a th  c o lu m n s  4 0 3 ,  4 0 5  

n e w s p a p e r  c o lu m n s  7 6  

o u t l i n e  4 5 8

p a p e r  s iz e / t y p e  4 7 8 ,  4 8 0  

p a r a g r a p h  n u m b e r  4 5 8  

p a r a l l e l  c o lu m n s  81 

t a b le  o f  a u t h o r i t i e s  6 7 6 ,  6 7 7  

t a b le  o f  c o n te n t s  6 8 3  

D e f i n i t i o n ,  k e y b o a r d  3 0 4 ,  7 6 9

D e f i n i t i o n  m e n u ,  m a th  4 0 3 ,  4 0 6 ,  

4 0 7 .  4 0 9

D e f i n i t i o n  o n l y ,  d e le te  s t y le  6 1 7

D e la y  t im e ,  s u b m e n u s  4 3 3

Deletable soft return 279, 558
D e le t e

a l l  f i l e s  in  a  d i r e c t o r y  1 1 4  

a t t r ib u t e s  3 9  

b a c k u p  4 4  

b lo c k  4 9 .  1 1 6  

c h a r a c t e r  1 1 6 . 5 5 0  

c o d e s  1 1 2 , 1 1 5 . 5 5 2  

a n d  c o n f i r m  1 12  

f r o m  d ic t io n a r y  see  S p e l l e r  

u t i l i t y

d i r e c t o r y  1 1 4 .  11 7  

d o c u m e n t  1 1 4 ,  3 4 7 ,  35 1  

to  e n d  o f  l i n e  1 1 6  

to  e n d  o f  p a g e  1 16 

e n d n o te s  2 1 0  

e q u a t io n  1 6 9  

f i l e  1 1 4 , 3 4 7 , 3 5 1  

f o o t e r  2 7 0  

f o o tn o te s  2 1 0  

g r a p h ic s  b o x  2 3 8  

g r a p h ic s  b o x  c o n te n t s  2 4 1 

h a r d  r e t u r n  5 5 8  

h a r d  s p a c e  2 6 9  

h e a d e r  2 7 0  

k e y b o a r d  l a y o u t  3 0 5  

le f t  a n d  r i g h t  m a r g in s  3 9 5  

lin e  116, 5 5 0
l i n e  d r a w  3 3 8  

l i n k  6 1 2

m a r k e d  f i l e s  3 5 1 , 3 5 3

m u l t i p l e  d o c u m e n ts  3 5 1 , 3 5 3

m u l t i p l e  f i l e s  1 1 4

n e w s p a p e r  c o lu m n s  7 8

o u t l i n e  f a m i l y  4 5 6

p a g e  1 1 6 , 4 4 1

p a g e  b r e a k  4 7 2

p a p e r  s iz e / t y p e  4 7 9 ,  4 8 3 ,  4 8 6

p a r a g r a p h  4 4 1

p a r a g r a p h  n u m b e r s  4 8 9

p a r a l l e l  c o lu m n s  8 4

p r i n t e r  d e f i n i t i o n  5 0 7 ,  5 0 8

r e c ta n g le  4 4 6

r e d l i n e  5 4 9

a n d  R e v e a l  C o d e s  1 1 6

s e n te n c e  4 4 1

s t r i k e o u t  5 4 9

s t y le  6 1 7

ta b le  6 4 5 ,  6 5 0

ta b le  c o lu m n  6 5 6 .  6 6 2

ta b le  r o w  6 4 5 .  6 5 6 ,  6 6 2

t a b u la r  c o lu m n s  u s in g  b lo c k  4 4 6

t e x t  1 1 5 , 5 5 2

t e x t  u s in g  b lo c k  4 4 6

w o r d  1 1 6

w o r d  f r o m  S p e l l e r  d ic t io n a r y  

6 0 4

W o r d P e r f e c t  p r o g r a m  f i l e s  2 2 5  

D e le t e d  p h ra s e s ,  m a r k  1 2 8  

D e l im i t e d  D O S  t e x t  f i l e ,  m e r g e  

4 2 0 ,  4 2 5  

D e l i m i t e r  

c e l l  5 8 0  

e q u a t io n  1 7 7  

f i e ld  9 2 ,  2 9 7 ,  4 2 5 ,  5 8 0  

l i n e  5 8 0  

m e r g e  2 9 7  

p a g e  3 5 .  4 4 3  

p a r a g r a p h  3 5 ,  4 4 3  

p h r a s e  1 2 9  

r e c o rd  9 2 .  2 9 7 ,  4 2 5  

s e c o n d a r y  f i l e  2 9 7  

s e n te n c e  3 5 ,  4 4 3  

s t r in g  7 8 4 ,  7 8 8  

t e x t  4 4 3  

w o r d  5 8 0  

D e s c r ip t io n  

d o c u m e n t  1 4 7  

k e y b o a r d  la y o u t  3 1 1 ,  3 1 5

fo r  m a c ro s  3 7 4 , 3 7 6 , 3 7 7 , 3 8 2
o u t l i n e  s t y l e  4 6 6  

s t y l e  6 2 2

D e s c r i p t i v e  f i l e n a m e  3 4 9 ,  3 5 2 ,

3 5 4

D ia c r i t i c a l  m a r k  8 5 ,  8 6  

e q u a t io n s  1 7 9 ,  181 

D i c t i o n a r y  

a d d  w o r d s  6 0 1  

a lg o r i t h m ic  6 0 2  

c o m b in e  6 0 3  

c o m p re s s  6 0 3  

c o n v e r t  4 . 2  to  5 .1  6 0 3  

d e le te  w o r d s  6 0 4  

d i r e c t o r y  3 6 2  

e d i t  5 9 5 ,  6 0 0  

e d i t  w o r d s  5 9 5  

e x t e r n a l  2 7 9  

f u l l  5 8 9

h y p h e n a t io n  1 6 2 ,  2 7 9 ,  5 9 6  

in t e r n a l  2 7 9

INDEX 9 9 7

Date 109. 153 
appearance 110 
of document creation 148 
of document revision 147 
flush righl 203 
insert I 09 
language I I I 
anJ .LRS file 348 
text 111 

Date format I I 0. 295 
edit 334 
initial settings 295 
language 330 

DEC Pillhworks 936. 938 
Decimal 

character 403. 404. 406. 407. 
415. 449. 666. 667 

numbers 403. 404, 406. 407, 
415. 666. 667 

places 404. 407. 666. 667 
tab 639 

Decimal/align 
character 449 
tab 639 
tab hard 639 
tahle cell 666. 667 

Default 
codes 292. 297. 555. 566,765 
font 206 
formats 292 
settings 574 
lilb ><:llini;, 632 

Default directory 117. 359,543 
change 117,347, 352 

Default settings 292, 295. 765 
on a network 940 

Define 
columns 76. 81 
graphics box 234. 235 
index 287,291 
lists 355. 356 
macros 369. 370. 373, 381 
math columns 403, 405 
newspaper columns 76 
outline 458 
paper size/type 478, 480 
paragraph number 458 
parallel columns 81 
table of authorities 676, 677 
table of contents 683 

Definition. keyboard 304. 769 

Definition menu. math 403. 406, 
407. 409 

Definition only. delete style 617 
Delay time, submenus 433 
Deleiable soft return 279, 558 
Delete 

all files in a directory I 14 
attributes 39 
backup 44 
hlock 49. 116 
character 116. 550 
rndes 112. 115. 552 
and confirm I 12 
from dictionary see Speller 

utility 
directory 114. 11 7 
document 114. 347, 351 
to end of line 116 
to end of page 116 
endnotes 210 
equation 169 
file 114. 347, 351 
footer ::no 
footnotes 210 
graphics box 238 
graphics box contents 24 I 
hard return 558 
hard space 269 
header 270 
keyboard layout 305 
left and right margins 395 
line I 16, 550 

line draw 338 
link 612 
marked files 351. 353 
mul11ple documents 351. 353 
multiple files 114 
newspaper columns 78 
outline family 456 
page I I 6. 44 I 
page break 4 72 
paper size/type 479. 483. 486 
paragraph 441 
paragraph numbers 489 
parallel columns 84 
printer definition 507. 508 
rectangle 446 
redline 549 
and Reveal Codes I 16 
sentence 441 
strikeout 549 
style 617 

table 645. 650 
table column 656. 662 
table row 645. 656. 662 
tabular columns using block 446 
text 115. 552 
text using block 446 
word 116 
word from Speller dictionary 

604 
WordPerfect program files 225 

Deleted phrases. mark 128 
Delimited DOS text file. merge 

420,425 
Delimiter 

cell 580 
equation 177 
field 92. 297, 425. 580 
line 580 
merge 297 
page 35. 443 
paragraph 35, 443 
phrase 129 
record 92. 297. 425 
secondary file 297 
sentence 35. 443 
string 784. 788 
text 443 
word 580 

Description 
document 147 
keyboard layout 3 I I. 3 15 
for macros 374, 376, 377, 38'.! 
outline style 466 
style 622 

Descriptive filename 349. 352, 
354 

Diacritical mark 85. 86 
equations 179. 181 

Dictionary 
add words 60 I 
algorithmic 602 
combine 603 
compress 603 
convert 4.2 to 5.1 603 
delete words 604 
directory 362 
edit 595. 600 
edit words 595 
external 279 
full 589 
hyphenation 162. 279, 596 
internal 279 

INDEX 997 



i n t e r n a t io n a l  5 9 6  

la n g u a g e  5 9 6  

m a in  3 6 2  

n o n - U S  5 9 6  

n o t  f o u n d  5 8 9  

o p t im iz e  6 0 6  

p e r s o n a l 5 9 7  

S p e l l e r  5 8 7 - 6 0 0  

S p e l l e r  u t i l i t y  6 0 0 - 6 0 6  

s u p p le m e n t a r y  3 6 2 ,  5 8 9 ,  5 9 7 ,  

6 0 2 ,  6 0 3  '

D ig r a p h s  8 5 ,  8 6  

D I R ,  c o m m a n d  1 5 0  

D i r e c t o r y  1 1 7 ,  1 5 0 ,  1 5 4 ,  1 5 5 ,  3 4 7 ,  

5 5 5

a l ia s  1 1 8 , 3 4 9  

b a c k u p  f i l e s  3 5 9  

c h a n g e  1 1 7 , 3 4 7 , 3 5 2  

c r e a te  1 1 7

c u r r e n t  3 4 7 ,  3 4 9 ,  3 5 4  

d e f a u l t  1 1 7 . 3 5 9 , 5 4 3  

d e le t e  1 1 4 ,  1 1 7 , 3 5 1  

d e s c r ip t i v e  n a m e  1 18 , 3 4 9  

d ic t io n a r y  3 6 2  

d is p la y  f i l e s  3 6 4 ,  3 6 5  

d o c u m e n t  3 5 9  

g r a p h ic s  2 3 9 , 2 4 1 , 3 6 0  

h y p h e n a t io n  3 6 2  

k e y b o a r d / m a c r o  3 0 5 .  3 6 0

look 364
m a c ro  3 6 0 ,  3 7 4 ,  3 7 8 ,  3 7 9  

m u l t i p l e  n e t w o r k  d i r e c t o r ie s  9 3 3  

n a m e  1 1 8

o n e  n e t w o r k  d i r e c t o r y  9 3 3  

o r g a n iz e  1 1 7  

o t h e r  3 5 2  

p a r e n t  1 5 4 ,  3 4 7  

p r i n t e r  f i l e s  3 6 1  

r o o t  1 1 9 ,  1 5 4  

s e a rc h  1 9 7 ,  2 0 1  

S p e l l e r  3 6 2  

S t y l e  3 6 1  

s t y le  l i b r a r y  3 6 2  

T h e s a u r u s / S p e l l / H y p h e n a t io n  

3 6 2

D i s a b l i n g  k e y s t r o k e s  9 5 6  

D is c o n t in u e  

f o o t e r  2 7 4  

h e a d e r  2 7 4  

D i s k

c o p y  1 5 0  

f o r m a t  15 0

m e m o r y  4 1 5 - 4 1 8  

o r g a n iz e  1 5 4  

p r i n t  to  5 4 3

s p a c e  3 5 0

D i s k  a n d  s c re e n  d o c u m e n ts ,  

c o m p a r e  1 2 7

D i s k  d r i v e s ,  tw o  13 . 9 5 ,  5 2 5  

D i s k  s p a c e  f o r  n e t w o r k i n g  9 3 2  

D I S K C O P Y ,  c o m m a n d  151 

D i s p l a y  

a t t r ib u t e s  6 8

c h a ra c t e r s  7 2 .  7 3 ,  8 5 ,  9 1 3  

c o d e s  3 7 ,  1 1 2 , 5 6 1  

c o lo r s  6 8

c o lu m n s  7 4 .  1 2 1 ,  1 2 2  

c o lu m n s  s id e - b y - s id e  1 5 9  

c o m m e n t s  1 2 4 ,  1 2 7  

d o c u m e n t  3 4 7 ,  3 5 1  

d o c u m e n t  c o m m e n t s  1 5 7  

e q u a t io n  1 6 7

f i l e n a m e  o n  s ta tu s  l in e  1 5 7  

f i l e s  1 1 9 , 3 4 7 , 3 5 1 , 3 6 4 , 3 6 5  

f o n t  6 8  

g r a p h ic s  2 6 6  

i n d e n t  121

lo n g  d o c u m e n t  n a m e s  1 6 2 , 3 4 8

m a c ro  3 7 6

m a c ro  m e s s a g e s  3 8 6

m a c ro  p r o m p t s  3 8 6

m e n u  5 7 4

m e r g e  c o d e s  1 5 8 ,  4 2 8  

n e g a t i v e  n u m b e r s  6 6 1 ,  6 7 5  

p r i n t  j o b  4 9 8 , 5 1 3  

p r i n t e r s  5 0 7

p u l l- d o w n  m e n u s  5 4 5 ,  5 4 6  

s e tu p  1 2 2  

s u b m e n u  4 3 3 ,  5 4 7  

ta b  s e t t in g s  6 3 5 .  6 3 8  

t e x t  6 8 9

w in d o w  in  e q u a t io n  e d i t o r  1 6 4 , 

1 6 7

W o r d P e r f e c t  c h a ra c t e r s  8 4  

D i s p l a y  c a rd  6 8 .  2 6 6 ,  6 8 9  

( D I S P L A Y  O F F }  3 8 2 , 7 9 4 , 8 1 4  

a n d  m a c ro  m e s s a g e s  3 9 2  

( D I S P L A Y  O N )  7 9 4 , 8 1 5  

D i s p l a y  p i t c h  1 2 0 ,  1 4 4  

a u t o m a t ic  121 

m a n u a l  121

D i s p la y a b le  c h a ra c t e r s  7 2 ,  7 3  

E G A  71  

H e r c u le s  7 2  

V G A  7 2

D i s p l a y W r i t e ,  c o n v e r t  to  

W o r d P e r f e c t  9 2  

D i v i s i o n  4 1 0 ,  6 7 2  

m a c ro s  7 8 3  

m a th  4 1 0  

m e r g e  7 8 3  

D N A  " 9 3 6  

D o c  i n i t  s t y le  9 2 6  

( D O C U M E N T )  4 2 5 .  8 1 5  

D o c u m e n t  

a c c o u n t  1 4 8  

a lp h a b e t i z e  5 7 7  

a p p e a r a n c e  2 1 8  

a s s e m b ly  4 2 0  

a t t r ib u t e s  7 0  

a u t h o r  1 4 5 ,  1 4 8  

b a c k u p  4 1 .  4 3 ,  1 6 0 ,  3 5 9 ,  5 6 5  

b a s e  f o n t  2 0 6  

c o m b in e  3 9 7 .  4 2 0 ,  4 2 3  

c o m m e n t s  1 2 4  

c o m p a r e  1 2 7 ,  5 4 9  

c o n v e r s io n  8 9 ,  1 3 0 , 1 3 8  

c o p y  3 4 7 ,  3 5 0  

c r e a te  18

d e le te  1 1 4 , 3 4 7 , 3 5 1  

d e s c r ip t io n  1 4 7  

d i f f e r e n c e s  1 2 7  

d i r e c t o r y  3 5 9  

d is p la y  3 4 7 .  3 5 1  

e d i t  18  

e r a s e  1 1 4 .  1 9 5  

e x i t  1 9 4  

f a s t  s a v e  1 9 7  

f i l e n a m e  1 5 7  

f i n d  1 4 5 .  1 9 7  

f o r m a t  1 4 3 , 2 1 8 , 5 3 7  

i n f o r m a t i o n  1 45  

i n i t i a l  c o d e s  1 4 4 , 2 9 2  

k e e p  5 6 5  

k e y w o r d s  1 4 8

la n d s c a p e  4 8 0 ,  4 8 2 ,  4 8 5 ,  5 3 9  

lo a d  5 5 4  

lo c a te  1 9 7  

lo c k e d  3 6 2

long name 148, 161, 348 
l o o k  3 4 7 , 3 5 1 , 3 6 4  

m a r k  3 5 1 - 3 5 3  

m a s t e r  3 9 7

9 9 8  INDEX

international 596 
language 596 
main 362 
non- US 596 
not found 589 
optimize 606 
personal 597 
Speller 587-600 
Speller utility 600-606 
supplementary 362. 589. 597. 

602. 603 
Digraphs 85 . 86 
DIR. command 150 
Directory I 17. 150. 154, 155 , 347, 

555 
alias I 18. 349 
backup files 359 
change 117. 347. 352 
create 11 7 
current 347, 349. 354 
default 11 7. 359. 543 
delete 114. 11 7. 351 
descriptive name 118, 349 
dictionary 362 
display files 364, 365 
document 359 
graphics 239, 241 . 360 
hyphenation 362 
keyboard/ macro 305. 360 
look 304 

macro 360. 374. 378, 379 
multiple network directories 933 
name 118 
one network directory 933 
organize I I 7 
other 352 
parent I 54. 34 7 
printer files 361 
root 119. 154 
search 197. 20 I 
Speller 362 
Style 361 
style library 362 
Thesaurus/Spell/Hyphenation 

362 
Disabling keystrokes 956 
Discontinue 

footer 274 
header 274 

Disk 
copy 150 
format 150 

998 INDEX 

memory 41 5-418 
organize 154 
print to 543 
space 350 

Disk and screen documents. 
compare 127 

Disk drives. two 13. 95. 525 
Disk space for networking 932 
DISKCOPY. command 151 
Display 

attributes 68 
characters 72. 73. 85. 9 I 3 
codes 37. 11 2. 561 
colors 68 
columns 74. 121. 122 
columns side -by-side I 59 
comments 124, 127 
document 34 7. 351 
document comments 157 
equation 167 
filename on status line 157 
files I 19. 347. 351. 364. 365 
font 68 
graphics 266 
indent 121 
long document names 162, 348 
macro 376 
macro messages 386 
macro prompts 386 
menu 574 
merge codes 158. 428 
negative numbers 661. 675 
print job 498. 513 
printers 507 
pull-down menus 545, 546 
setup 122 
submenu 433. 547 
tab settings 635. 638 
tex.t 689 
window in equation editor I 64. 

167 
WordPerfect characters 84 

Display card 68. 266, 689 
I DISPLAY OFF I 382. 794. 814 

and macro messages 392 
(DISPLAY ON} 794. 815 
Display pitch 120. 144 

automatic 121 
manual 12 1 

Displayable characters 72. 73 
EGA 7 1 
Hercules 72 
VGA 72 

DisplayWrite, convert to 
WordPerfect 92 

Division 410. 672 
macros 783 
math 410 
merge 783 

DNA 936 
Doc init style 926 
I DOC UMENT I 425. 815 
Document 

account 148 
alphabetize 577 
appearance 2 18 
assembly 420 
attributes 70 
author 145. 148 
backup 41. 43. 160,359.565 
base font 206 
comhine 397. 420. 423 
comments 124 
compare 127. 549 
conversion 89, 130, 138 
copy 34 7, 350 
create 18 
delete 114, 347, 351 
description 147 
differences 127 
directory 359 
display 347. 351 
edit 18 
erase 114. 195 
ex.it 194 
fast save 197 
filename 157 
find 145. 197 
format 143. 218. 537 
information 145 
initial codes 144, 292 
keep 565 
keywords 148 
landscape 480. 482. 485. 539 
load 554 
locate 197 
locked 362 
long name 148. 161 . 348 
look 347. 351. 364 
mark 351 -353 
master 397 



m e rg e  4 2 0 ,  4 2 3  

m o v e  3 5 1  

m u l t i p le  5 6 7  

n a m e  1 5 3 ,  5 6 5  

n a m e  s e a rc h  3 5 1  

n o t  f o r m a t t e d  f o r  c u r r e n t  p r i n t e r  

4 9 1

o p t io n s  1 4 3  

o r g a n iz e  3 4 7  

p o r t a b i l i t y  4 8 0  

p r e v ie w  5 3 7

p r i n t  2 0 ,  3 4 7 ,  3 5 2 ,  4 9 0 ,  4 9 3 ,  

5 0 0 ,  5 3 3

r e n a m e  3 4 7 ,  3 5 1

r e p la c e  4 1 ,  1 9 4 , 5 6 6

r e t r i e v e  3 4 7 ,  3 5 2 ,  5 5 4

r e v i s i o n  d a te  1 4 7 , 3 4 9

s a v e  2 0 ,  2 1 ,  1 6 2 , 1 9 5 ,  1 9 7 ,  5 6 5

s e a rc h  1 4 7 , 1 4 8 , 2 0 2 , 3 5 1 , 3 5 4

s iz e  3 4 9

s o r t  5 7 7

s p e l l- c h e c k  5 8 7

s to re  3 4 7 ,  5 6 5

s t y le  9 2 6

s u b je c t  1 4 8

s w i t c h  6 2 8

tw o - s id e d  4 6

t y p e  1 4 8 , 1 6 1 , 3 4 9 , 3 5 4

t y p i s t  1 4 8

u n m a r k  3 5 3

D o c u m e n t  1 6 2 9

a t t r ib u te s  7 1
e x i t  1 9 5 ,  6 2 9

D o c u m e n t  2  6 2 9  

a t t r ib u t e s  71 

e x i t  1 9 5 .  6 2 9

D o c u m e n t  o n  s c re e n ,  p r i n t  5 3 3

D o c u m e n t  s c re e n  

a p p e a r a n c e  15 7  

o p t io n s  1 5 7

D o c u m e n t  s u m m a r y  1 4 5 - 1 5 0 ,  161 

a u t o m a t ic  s u b je c t  161 

c r e a te  1 4 5

c re a te  o n  s a v e / e x i t  161 

d e le te  1 4 6  

d o c u m e n t  t y p e  161 

e d i t  1 4 5 - 1 4 6  

f in d  1 9 8 ,  2 0 2  

lo n g  d o c u m e n t  n a m e  161  

lo o k  a t  t e x t  3 6 6  

n e x t  d o c u m e n t  3 6 6  

p r e v io u s  d o c u m e n t  3 6 6

p r i n t  1 4 9 , 3 5 2 . 3 6 6 . 4 9 1 , 5 3 4

s a v e  1 4 9

s e a rc h  2 0 2

s o r t  L i s t  F i l e s  1 6 2

s u b je c t  s e a rc h  t e x t  161

v i e w  3 6 6

D o c u m e n t  s u m m m a r y ,  s a v e  to  f i l e  

3 6 6  

D o r m a n t  

h a r d  r e t u r n  5 5 8  

ta b  c o d e s  6 3 2  

D O S

A U T O E X E C . B A T  f i l e  151 

B A C K U P ,  c o m m a n d  151 

C D ,  c o m m a n d  1 5 0  

C H K D S K ,  c o m m a n d  1 5 0  

c o n v e r t  f r o m  c o m m a n d  l i n e  9 0  

C O P Y ,  c o m m a n d  1 5 0  

D I R ,  c o m m a n d  1 5 0  

D I S K C O P Y .  c o m m a n d  151 

f i l e  5 4 3

F O R M A T ,  c o m m a n d  1 5 0  

g o  to  153  

M D ,  c o m m a n d  1 5 0  

P A T H ,  c o m m a n d  1 2 , 1 5 5  

p r i n t  5 4 3  

p r o m p t  1 5 2 ,  1 5 3  

S E T ,  c o m m a n d  13 

t e m p o r a r i l y  e x i t  to  2 2 5  

a n d  W o r d P e r f e c t  1 5 0 ,  2 2 5  

D O S  t e x t  4 2 0 .  4 2 5

D O S  te x t  f ile  3 5 2 , 3 5 4 , 6 8 5  
e x p o r t  6 8 5 ,  6 8 6  

f i e ld  d e l im i t e r s  2 9 7 ,  4 2 5  

im p o r t  6 8 5 - 6 8 7  

m e r g e  4 2 0 ,  4 2 5  

m e r g e  d e l im i t e r s  2 9 7  

r e c o rd  d e l im i t e r s  2 9 7 ,  4 2 5  

r e t r i e v e  6 8 5 - 6 8 7  

s a v e  6 8 5 - 6 8 7  

D o t  le a d e r  

a n d  c e n t e r  6 7  

a n d  f lu s h  r i g h t  2 0 4  

t a b le  o f  a u t h o r i t i e s  6 7 8  

a n d  ta b s  6 3 7  

D o u b le

s id e d  p r i n t i n g  4 8 3 ,  5 3 8  

s p a c in g  3 4 1 , 3 4 6 , 5 6 0  

u n d e r l in e  3 7

D o u b le  c l i c k  4 3 2 ,  4 3 6 ,  4 3 7  

i n t e r v a l  4 3 2  

D o u b le  w o r d  5 8 7 ,  5 9 0

D o u b le - h ig h ,  f o n t  5 0 4  

D o w n  a r r o w  1 0 4  

D o w n lo a d a b le  f o n ts  5 7 ,  5 9 ,  5 0 0 .  

5 1 3

lo c a t io n  5 0 5  

p a th  5 0 5  

D r a f t ,  q u a l i t y  5 0 3  

D r a g ,  m o u s e  4 3 4 ,  4 3 5 ,  4 3 7  

D r a w

b o r d e r s  3 3 7 ,  5 6 7  

b o x  3 3 7 ,  5 6 7  

g r a p h  3 3 7  

l in e s  3 3 7 ,  5 6 7

D r a w P e r f e c t  2 4 7 , 2 4 9 , 2 5 3 , 7 2 1

D r i v e ,  R A M  4 1 8

D r i v e r

g r a p h ic s  2 6 6  

m o u s e  4 3 4 ,  4 3 8  

r e s o u r c e  f i l e  5 0 3 ,  5 3 7  

t e x t  2 6 8 ,  6 8 9  

, D R S  5 0 3 ,  5 3 4 ,  5 3 7  

p r i n t  c h a ra c t e r s  5 3 7  

a n d  p r i n t  q u a l i t y  5 0 3  

[ D S R t ]  2 7 9 ,  5 5 8  

D u p le x  

b in d in g  4 8 3  

p r i n t i n g  4 8 3 ,  5 3 8  

D u t c h  W o r d P e r f e c t  3 2 9

E

Easyflow 253 
E d i t

[ A L L  O T H E R S ]  4 8 1  

c o m m e n t s  1 2 6

d a t e / t im e  f o r m a t  1 10, 3 3 4 ,  3 3 6

d o c u m e n t  18

d o c u m e n t  s u m m a r y  1 4 5

e n d n o t e  2 1 0

e q u a t io n  1 6 4 ,  2 4 6

f ig u r e  2 4 7

f o o t e r  2 7 3

f o o tn o te  2 1 0

g r a p h ic s  2 4 0 ,  2 4 6

g r a p h ic s  b o x  2 3 3 ,  2 4 6

g r a p h ic s  b o x  d e f i n i t i o n  2 3 5 ,  2 3 8

g r a p h ic s  l i n e s  2 5 8

h e a d e r  2 7 3

h y p h e n a t io n  d ic t io n a r y  6 0 2  

i n d e x  2 2 2 ,  2 8 7  

i n i t i a l  b a s e  f o n t  5 0 5  

k e y b o a r d  la y o u t  3 0 6 .  3 0 8 ,  3 1 6

INDEX 9 9 9

merge 420. 423 
move 351 
multiple 567 
name 153. 565 
name search 351 
not form ailed for current printer 

491 
options 143 
organize 347 
portability 480 
preview 537 
print 20. 347, 352. 490. 493 . 

500. 533 
rename 347. 351 
replace 41, 194. 566 
rctrieve 347,352,554 
revision date 147. 349 
save 20, 21, 162. I 95, I 97, 565 
search 147. 148. 202, 351,354 
size 349 
sort 577 
spell-check 587 
store 347. 565 
style 926 
subject 148 
switch 628 
two-sided 46 
type 148. 161. 349, 354 
typist 148 
unmark 353 

Document I 629 
attributes 71 
exit 195. 629 

Document 2 629 
attributes 7 1 
exit 195. 629 

Document on screen. print 533 
Document screen 

appearance 157 
options 157 

Document summary 145-150. 161 
automatic subject 161 
create 145 
create on save/exit 161 
delete 146 
document type 161 
edit 145-146 
find 198. 202 
long document name 161 
look at text 366 
next document 366 
previous document 366 

print 149. 352. 366. 49 I. 534 
save 149 
search 202 
sort List Files 162 
subject ,earch tex t 161 
view 366 

Document summmary . save 10 file 
366 

Dormant 
hard return 558 
tab codes 632 

DOS 
AUTOEX EC. BAT file 151 
BACK UP. command 151 
CD, command 150 
CHKDSK. command 150 
convert from command line 90 
COPY. command 150 
DIR. command 150 
DISKCOPY. command 151 
file 543 
FORMAT. command 150 
go to 153 
MD. command 150 
PATH. command 12, 155 
print 543 
prompt 152. 153 
SET. command 13 
temporarily exit to 225 
and WordPerfect 150. 225 

DOS text 420. 425 
DOS text file 352, 354. 685 

export 685. 686 
field delimiters 297, 425 
impon 685-687 
merge 420. 425 
merge delimiters 297 
record delimiters 297, 425 
retrieve 685-687 
save 685-687 

Dot leader 
and center 67 
and flush right 204 
table of authorities 678 
and tabs 637 

Double 
sided printing 483. 538 
spacing 341. 346. 560 
underline 37 

Double click 432. 436. 437 
interval 432 

Double word 587, 590 

Double-high. font 504 
Down arrow I 04 
Downloadable fonts 57. 59. 500. 

513 
location 'iO'i 
path 505 

Draft. quality 503 
Drag, mouse 434, 435. 437 
Draw 

borders 337. 567 
box 337. 567 
graph 337 
lines 337. 567 

DrawPerfect 247 , 249. 253. 721 
Drive, RAM 418 
Driver 

graphics 266 
mouse 434, 438 
resource file 503. 537 
text 268. 689 

.DRS 503. 534. 537 
print characters 537 
and print quality 503 

[DSRtJ 279. 558 
Duplex 

binding 483 
printing 483, 538 

Dutch WordPerfect 329 

E 

Easy flow 253 
Edit 

IALL OTHERS! 481 
comments 126 
date/time format 1 I 0. 334. 336 
document 18 
document summary 145 
endnote 210 
equation 164, 246 
figure 247 
footer 273 
footnote 210 
graphics 240, 246 
graphics box 233. 246 
graphics box definition 235. 238 
graphics lines 258 
header 273 
hyphenation dictionary 602 
index 222. 287 
initial base font 505 
keyboard layout 306. 308. 316 

INDEX 999 



la n g u a g e  r e s o u r c e  f i l e  3 3 1  

l i n k  6 1 2

l i s t s  2 2 2 ,  3 3 6 .  3 5 8  

m a c ro  3 6 9 ,  3 7 5 ,  3 8 0 ,  3 8 2  

menu 893
multiple documents 6 2 9  

n e w s p a p e r  c o lu m n s  7 7  

o v e r s t r i k e  4 6 9

p a p e r  s iz e / t y p e  4 7 9 ,  4 8 3 ,  4 8 6  

p a r a g r a p h  n u m b e r s  4 8 9  

p a r a l l e l  c o lu m n s  81 

p r i n t  c o lo r  4 9 5  

p r i n t e r  d e f i n i t i o n  5 0 7 ,  5 0 9  

in  R e v e a l  C o d e s  5 6 2  

s e a rc h  s t r in g  5 5 3  

S p e l l e r  d ic t io n a r y  6 0 0  

s t y l e  6 1 8 ,  6 2 4  

t a b le  o f  a u t h o r i t i e s  2 2 2 .  6 7 6 ,  

6 8 1

table of authorities full form 
6 8 1

table of contents 222, 683, 685 
t a b le  s t r u c tu r e  6 5 1  

w o r d s  in  d ic t io n a r y  5 9 5  

W P . L R S  f i l e  3 3 1  

E D I T . W P M  9 2 5  

E d i t- s c re e n  

a p p e a r a n c e  1 5 7  

o p t io n s  1 2 3 ,  1 5 7  

Editing window, e q u a t io n  e d i t o r  

1 6 4 ,  1 6 5  

E d i t o r

e q u a t io n  1 6 3 ,  1 7 4 ,  1 8 4 , 2 3 8 ,  

2 3 9 ,  2 4 6

g r a p h ic s  2 3 8 ,  2 3 9 ,  2 4 7  

t e x t  2 3 8 ,  2 4 0  

E G A  71

E le c t r o n i c  s u p p o r t  16 

( E L S E )  7 9 1 ,  8 1 6  

E n d

f i e ld  4 2 5  

l i n e  5 5 7  

l i n k  6 1 2  

r e c o rd  4 2 5  

s t r in g  7 8 8  

s u b d o c  4 0 0

E n d  c e n t e r in g / a l ig n m e n t  4 5 0  

C e n t e r  6 6  

F lu s h  R i g h t  2 0 3  

T a b  A l i g n  6 3 4  

{ J . N D  F I E L D } 8 1 7 , 8 8 1  

{ E N D  F O R )  7 9 2 , 8 1 7

(END IF) 792, 818 
{END RECORD) 421,427,818, 

881
{END WHILE) 792.818 
ENDFOOT.WPM 925 
Endnote

a p p e a r a n c e  2 1 5  

a n d  c e n t e r  p a g e  6 5  

c r e a te  2 0 9 - 2 1 0  

c ro s s - re fe re n c e  1 0 2  

d e le t e  2 1 0  

e d i t  2 1 0

g e n e r a te  2 1 4 ,  2 2 1 ,  2 2 3  

a n d  g ra p h ic s  b o x  2 1 4  

l i m i t  ( in  b y te s )  7 5 9  

lo c a t io n  2 1 3

a n d  m a s t e r  d o c u m e n ts  3 9 9  

n o te  n u m b e r in g  m e t h o d  2 1 6  

n u m b e r in g  2 1 0  

o p t io n s  2 1 5

p la c e m e n t  2 1 3 ,  2 2 1 ,  2 2 3  

r e g e n e r a t e  2 2 3  

r e n u m b e r  2 1 4  

a n d  r e p la c e  5 5 4  

s p a c in g  w i t h i n  a n d  b e tw e e n  2 1 7  

s t y le  f o r  n u m b e r  in  n o te  2 1 7  

s t y l e  f o r  n u m b e r  i n  t e x t  2 1 7  

E n d n o t e  p la c e m e n t ,  g e n e r a te  2 2 1 ,  

2 2 3

E n g l i s h — A u s t r a l i a  W o r d P e r f e c t  

3 2 9

E n g l i s h — U n i t e d  K in g d o m  

W o r d P e r f e c t  3 2 9  

E n g l i s h — U n i t e d  S ta te s  

W o r d P e r f e c t  3 2 9  

E n h a n c e d  B I O S ,  a n d  k e y b o a r d  

3 1 0 ,  3 1 7 ,  7 6 9 .  7 7 2  

E N H A N C E D . W P K  7 6 9  

E n t e r

m a c ro  e d i t o r  3 8 2  

o u t l i n e  s t y l e  4 6 6  

p r i n t e r  c o m m a n d s  5 1 1  

i n  S t y l e  6 2 4  

E n v e lo p e s  4 7 8 ,  4 8 6 ,  7 7 1  

m a c ro  7 7 2  

E n v i r o n m e n t  

m e n u  5 7 4  

s e tu p  1 5 9  

E q u a l

m a c ro  c o m p a r is o n  7 8 4 ,  7 8 5  

m e r g e  c o m p a r is o n  7 8 4 ,  7 8 5

E q u a l  s ig n  v s .  h y p h e n  i n  S E T  

c o m m a n d  9 4 4  

E q u a t io n  1 6 3  

&  ( a m p e r s a n d )  1 8 4 .  1 8 9  

\ ( b a c k s la s h )  1 8 5  

(backward accent) 1 8 5  

{ ( l e f t  b ra c e )  1 8 5  

. (period) 1 8 4 , 1 8 9  

# ( p o u n d  s ig n )  1 8 4 ,  1 9 0 ,  1 9 2  

) ( r i g h t  b ra c e )  1 8 5  

A ( S U P )  1 9 3  

a c c e n ts  1 7 9  

A C U T E  1 8 0  

a l i g n  1 6 8  

a l i g n  m a t r i x  1 8 9  

A L I G N C  1 8 6  

A L I G N L  1 8 6  

a l i g n m e n t  2 9 6  

A L I G N R  1 8 6

a p p e a r a n c e  1 6 7 , 1 6 8 ,  1 7 0 ,  171  

a i r o w s  1 7 6 ,  7 2 9  

B A R  1 8 0  

b a r  a b o v e  191 

b a r  b e lo w  1 9 3  

B I N O M  1 7 7 , 1 8 0 ,  1 8 6 ,  1 8 7  

b in o m ia l  1 8 6  

B I N O M S M  1 8 7  

B O L D  1 8 7  

b o x  2 3 3  

B R E V E  1 8 0  

C H E C K  1 8 0  

C I R C L E  1 8 0  

c i r c l e  c h a ra c t e r s  1 7 6  

c o m m a n d s  1 6 6 ,  1 7 5 ,  1 7 7 ,  1 8 4 ,  

7 3 1

c o m m a n d s  s t r u c t u r e  1 8 4  

c o m m a n d s  s y n t a x  1 8 4  

D D D O T  1 8 0  

D D O T  1 8 0  

d e le te  1 6 9  

d e l im i t e r s  1 7 7  

d ia c r i t i c a l  m a r k  1 7 9 ,  1 8 0  

d is p la y  1 6 7  

D O T  1 8 0  

D O T S A X I S  1 8 0  

D O T S D I A G  1 8 0  

D O T S L O W  1 8 0  

D O T S  V E R T  1 8 0  

D Y A D  1 8 0  

d y n a m ic  o p e ra t o r s  1 7 7  

e d i t  1 6 4

e d i t o r  1 6 3 ,  1 7 4 ,  1 8 4

1 0 0 0  INDEX

language resource file 331 
link 612 
lists 222. 356. 358 
nrncro 369, 375, 380. 382 
menu 893 
multiple documents 629 
newspaper columns 77 
overstrike 469 
paper size/type 479. 483. 486 
paragraph numbers 489 
parallel columns 81 
print color 495 
printer definition 507, 509 
in Reveal Codes 562 
search string 553 
Speller dictionary 600 
style 618. 624 
table of authorities 222. 6 76. 

681 
table of authorities full form 

681 
table of contents 222, 683, 685 
table structure 651 
words in dictionary 595 
WP.LRS file 331 

EDIT.WPM 925 
Edit-screen 

appearance 157 
options 123. 157 

Edi1ing window. equation editor 
164, 165 

Editor 
equation 163. 174. 184, 238. 

239,246 
graphics 238, 239, 247 
text 238. 240 

EGA 71 
Electronic support 16 
{ELSE } 791 , 816 
End 

field 425 
line 557 
link 612 
record 425 
string 788 
subdoc 400 

End centering/alignment 450 
Center 66 
Flush Right 203 
Tab Align 634 

( ~N D FIELD} 817,881 
(END FOR} 792, 817 

1000 INDEX 

(END IF} 792. 818 
(END RECORD} 421,427.818, 

881 
[END WHILE) 792. 818 
END FOOT. WPM 925 
Endnote 

appearance 2 15 
and center page 65 
create 209-2 I 0 
cross-reference I 02 
delete 210 
edit 210 
generate 214, 221, 223 
and graphics box 214 
limit (in bytes) 759 
location 213 
and master documents 399 
note numbering method 2 16 
numbering 2 I 0 
options 215 
placement 2 I 3, 22 I, 223 
regenerate 223 
renumber 214 
and replace 554 
spacing within and between 217 
style for number in note 217 
style for number in text 217 

Endnote placement. generate 221, 
223 

English-Austraha WordPerfect 
329 

English-United Kingdom 
WordPerfect 329 

English-United States 
WordPerfect 329 

Enhanced BIOS , and keyboard 
310,317, 769. 772 

ENHANCED.WPK 769 
Enter 

macro editor 382 
outline style 466 
printer commands 511 
in Style 624 

Envelopes 478. 486, 771 
macro 772 

Environment 
menu 574 
setup 159 

Equal 
macro comparison 784. 785 
merge comparison 784, 785 

Equal sign vs. hyphen in SET 
command 944 

Equation I 63 
& (amper,andl 184. 189 
\ (backslaslll I 85 

( bac:k ward ac:c:cnt) 185 
( (left brace ) 185 
. (period) 184, I 89 
# (pound sign) 184. 190. 192 
} (right brace) 185 
"(SUP) 193 
accent, 179 
ACUTE 180 
align 168 
align matrix 189 
ALIGNC 186 
ALIGNL 186 
alignment 296 
ALIGNR 186 
appearance 167. 168, 170. 171 
anows 176, 729 
BAR 180 
bar above 19 I 
bar below 193 
BINOM 177. 180, 186. 187 
binomial 186 
BINOMSM 187 
BOLD 187 
box 233 
BREVE 180 
CHECK 180 
CIRCLE 180 
circle characters 176 
commands I 66, 175. 177. I 84, 

731 
commands structure 184 
commands syntax 184 
DDDOT 180 
DDOT 180 
delete 169 
delimiters 177 
diacritical mark 179, 180 
display 167 
DOT 180 
DOTSAXIS 180 
DOTSDIAG 180 
DOTSLOW 180 
DOTSVERT 180 
DYAD 180 
dynamic operators 177 
edit 164 
editor 163, 174, 184 



ellipses 180
enlarge 167
font 170
format 167-171
fractions 190
fraktur letters 182
FROM 180, 187
FUNC 183, 187
functions 177, 732
graphic characters 170, 171
graphics box 164, 233. 235, 239
GRAVE 180
Greek characters 178, 733
grouping 178, 180, 185
and hard returns 166, 182
HAT 180
hollow characters 176 
HORZ 182, 187 
incorrect format 167 
initial settings 296 
intersection symbols 182 
ITAL 188 ' 
italicize 188 
keyboard 169, 769 
keyword 174 
large characters 179, 734 
LEFT 177, 188, 190 
left align 188, 190 
limits 187, 193 
LINESPACE 182, 189, 732 
literal character 185 
LONCDIV 177, 189
LONGDIVS 177, 189 
MATFORM 189 
mathematical 174, 184 
MATRIX 190 
menu 174, 184 
NROOT 177, 190 
Nth root 190 
numbers 176 
operators 177 
options 296 
order 180. 184 
other characters 179,735  
OVER 177, 180, 186, 190 
OVERLINE 191 
OVERSM 191 
palette 174 ,184 ,729  
PHANTOM 191 
placeholder 191 
position 168, 171, 296 
precedence 180

primes 180, 181 
print 170, 171
print as graphics 170, 171, 296 
print characters 170,171 
reduce 167 
renumber 164 
retrieve 172
retrieve in graphics box 240 
RIGHT 177, 188, 190 
right align 188, 190 
roots 180, 190 
save 173
SCALESYM 191,731 
set characters 182,736  
size 167
small fractions 191 
solid characters 176 
space 166, 175. 182, 185 
SQRT 177, 192 
square characters 176 
STACK 166, 188, 192 
STACKALIGN 192 
structure 174, 184 
SUB 180, 193 
subgroup 184 
subscripts 170, 180, 193 
SUP 180, 193 
superscripts 170, 180, 193 
switch window 167 
symbols 166, 175, 177, 183, 

737
syntax 1 74, 1 84
text 174
'(tilde) 186
TILDE 180
TO 180. 187, 193
triangle characters 176
UNDERLINE 193
_ (underscore) 193
union symbols 182
user-defined functions 183, 187
variables 170, 176. 184
VEC 180
VERT 182, 187, 193 
view 167

Equation editor 164, 173, 184, 
238. 239, 246 

appearance 266 
capture 567
display window 164, 167 
editing window 164, 165 
equation palette 164, 166

Equation palette, equation editor 
164, 166

EQUATION.WPK 769 
Erase

codes 112 
file 114 
line draw 338 
text 115 

Error
beep 46, 161 
m e s s a g e s  46, 741 

Error reading drive F: 954 
Escape 105 
Excel 

link 612 
retrieve 609 

Execute
macros 369, 378 
variable 891 

Exit
and create document summary 

161
document 194 
file 194 
with mouse 438 
Reveal Codes 562 
and save 566 
WordPerfect 11, 21, 194 

Expand, master document 400 
Expanded memory 415, 416 

inhibit 900
R x p n rt

DOS text file 685, 687 
spreadsheet 611 

Expression(s) 
macro 783 
merge 783
negative numbers 788 
order of precedence 786 
parentheses in 786 
terms 786

Expression evaluation 
macros 785 
merge 785 

Extended 
characters 84 
memory 416 
replace 554 
search 573 
text mode 690, 898

INDEX 1001
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limits 187. 193 
LINESPACE 182, 189, 732 
literal character 185 
LONGDIV 177, 189 

LONGDIVS 177. 189 
MATFORM 189 
mathematical 174, 184 
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External hyphenation dictionary 
162, 279

Family 
copy 456 
delete 456 
move 456

Fast save 162,197,491  
Fast text display 71 
Feature

assign to key 304, 308, 313 
help 275
mnemonic selection 10, 11,419  
repeat 298, 550 
troubleshooting 906 

Feature selection, with mouse 10, 
435

(FIELD| 427, 819, 881 
Field

begin 425
delimiter 92, 297, 425, 580 
end 425
sort 579, 582, 583 

(FIELDNAMES) 819 
Figure 232 

edit 246
graphics box 233, 235 

Figure boxes, and lists 355-357 
File

address 421 
append to 34
backup 41, 43, 151, 160, 359, 

565
batch 151
combine 397, 420, 423 
convert 89
copy 42, 44. 150, 347, 350 
create 350. 565 
delete 114,347,351  
directory 117 
display 119,347,351  
DOS text 352, 354 
driver resource 503. 537 
exit 194
find 197, 201, 351. 353 
font 57, 59, 505, 943 
graphics image 239

input resource 438, 440 
k e y b o a r d  360 
language resource 331 
list 119 ,347 ,348 ,354 ,491  
load 554
locate 197 .201 ,358  
locked 349, 353, 362 
look 347, 351, 364 
macro 360, 370, 374, 378 
manager 227 
mark 114,351-353  
mark and delete 114 
menu 893 
move 351 
name search 351 
names 153 
nest 397
organize 117,347,358  
overflow 417 
overwrite 566 
primary 420. 423 
print 347, 352, 490, 533 
print list 354 
printer 3 0 3 ,5 0 7 ,5 1 0 ,5 3 3  
printer commands 510 
printer resource 509, 576 
protect 362 
rename 347, 351 
replace 194, 351, 566 
retrieve 347, 352, 554 
revision date 147, 349 
save 162 ,195 ,197 ,565  
search 351,354  
secondary 421, 423 
select 197 
show 119,347  
size 349 
startup 151 
store 347, 565 
style 361,619  
text 685-687 
type 148, 349, 354 
unlock 363 
unmark 353 
view 364 
WP.LRS 330,331  

File locking 362-363, 939 
File security 939 
Filename 35, 153, 154, 195, 347, 

348, 350, 353, 543, 555, 565 
descriptive 349, 352, 354 
display on status line 157

document 157 
DOS 349 
extensions 566 
find 199
graphics 234, 240 
long 148, 161, 348 
pattern 92, 350, 365 
printer 508 
search for 199 
short 348, 350 
spreadsheet 608 

Fill-in, forms 33, 646 
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conditions 145, 198. 201 
creation date 202 
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FIXBIOS.COM 922 
Fixed line height 341, 515 
Fixed position, graphics box 236 
FLAG, command 939 
Flush right 203 

with dot leader 204 
existing text 204 
multiple lines 205 

Font 144,205 ,913  
appearance 205 
assign attribute 69, 207, 297, 

531, 532 
base 144, 205 
bold 37 
built-in 59
can be loaded/unloaded during 

print job 58, 62 
cartridges 57, 504, 505 
categories 58, 60 
command 141 
default 206 
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document base font 206 
download 59, 534, 535 
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file 57, 59, 505, 943 
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535, 541 
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1 0 0 2  INDEX

Extensions 
for DOS filenames 566 
for WordPerfect filenames 566 

External hyphenation dictionary 
162. 279 

F 

Family 
copy 456 
delete 456 
move 456 

Fa~t save 162. 197, 491 
1-'ast text display 7 1 
Feature 

assign lO key 304. 308, 313 
help 275 
mnemonic selection I 0. I I. 419 
repeat 298. 550 
troubleshooting 906 

Feature selection. with mouse I 0. 
435 

[FIELD! 427. 819. 881 
Field 

begin 425 
delimiter 92. 297 , 425. 580 
end 425 
sort 579. 582. 583 

{flELD NAMES) 819 
r1gure 2:12 

edit 246 
graphics box 233. 235 

Figure boxes. and lists 355-357 
File 

address 421 
append to 34 
backup 41. 43. 151. 160, 359. 

565 
batch 151 
combine 397, 420. 423 
convert 89 
copy 42. 44. 150. 347. 350 
create 350. 565 
delete 114. 347, 351 
directory I 17 
display 119,347. 351 
DOS text 352. 354 
driver resource 503. 537 
exit 194 
find I 97, 20 I. 351. 353 
font 57. 59. 505. 943 
graphics image 239 

1002 INDEX 

input resource 438, 440 
keyboard 360 
language resource 331 
list I 19, 347, 348, 354. 491 
load 554 
locate 197. 20 I. 358 
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organize 117. 347, 358 
overflow 41 7 
overwrite 566 
primary 420. 423 
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rename 347, 351 
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base 144, 205 
bold 37 
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download 59. 534. 535 
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landscape 208. 481. 484. 532. 

535. 541 
line draw 337 
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menu 896
mono-spaced 337, 343 
normal 205 
orientation 532, 540 
outline 37 
point size 205
portrait 2 0 8 .4 8 4 ,5 0 5 ,5 3 2 ,5 4 1  
present when print job begins 

58. 63
and printer 206, 208 
printer base font 206 
programs 63
proportionally-spaced 337, 343 
quantity 61 .63  
redline 37
rotate 481, 482, 484, 536, 540 
screen 68
size attribute ratios 297 
soft 5 7 ,4 9 7 .5 0 0 .5 1 3  
style 37 
swap 62 
test 207
type 4 8 1 ,4 8 4 ,5 4 0  
typeface 205 
underline 37 
unload 62, 497 
unmark 63

Font libraries 
copy 520 
non-shareable 520 
shareable 520

F o n t/P i tc h  c o d e
convert to 5.1 134 
convert to attribute 135 
convert to base font code 134

FOOTEND.WPM 925
Footer 269, 474 

create 269 
discontinue 274 
edit 273 
even pages 274 
every page 274 
exit 272 
font 272 
location 271 
and margins 396 
number allowed 273 
odd pages 274 
and page numbers 273, 478 
placement on page 271 
print 274

suppress 271, 274 
text limit 759 

Footnote
amount of note to keep together

215
a p p e a r a n c e  2 1 4  
and center page 65 
continued message 216, 330,

334
create 209 
delete 210 
edit 210
and graphics boxes 214
limit in bytes 759
line separating text and footnotes

216
location 214, 216
and margins 396
and master document 399
new number 214
n o t e  n u m b e r in g  m e t h o d  2 1 6
numbering 209, 210, 214 
options 215 
placement 214 
print continued message 216 
renumber 214 
and replace 554 
spacing within and between 217 
start footnote numbers each page 

216
style for number in note 217
s ty le  fo r  n u m b e r  in  te x t 2 1 7

(FOR) 7 8 3 ,792 ,820  
(FOR EACH) 783 ,792 ,822  
Force, odd/even page numbering 

217, 473
Foreground color 71, 72 
Format 

auto 563 
command 150 
date 110,295  
default 8, 292 
disk 150
document 143, 219, 537 
equation 166, 168-171 
graphics 251. 255 
index 292 
initial 8, 292 
line 339 
lists 357 
other 220. 449 
outline 458. 464

page 473
paragraph number 458, 464 
retrieved document for default 

printer 296 
screen 157, 563, 567 
spreadsheet 609 
table cell 665, 667, 669 
table column 665. 667-669 
table of authorities 677, 678 
table of contents 685 
text 2 1 8 ,478 .616  
text in columns 74 

Forms 478 
fill-in 33 ,646  

Formula 163, 671 
calculate 671 
copy 6 7 1 
edit 4 11 
math 408

Forward, search 572 
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equation 190 
in math 412

French— Canada WordPerfect 329 
French— France WordPerfect 329 
.FRS files 72. 928 
Full, dictionary 589 
Full document, print 494 
Full form 

edit 681
table of authorities 679, 681

F u ll ju s t i f ic a t io n  3 0 0
and hyphenation 283 

Full pathname I 19 
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Function key 6, 9 

assign 317 
map 310 

Functions 
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grand total 675 
math 412, 673 
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printer 450, 510, 514 
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and master document 399 
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line 339 
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other 220. 449 
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page 473 
paragraph number 458, 464 
retrieved document for default 

printer 296 
screen 157. 563. 56 7 
spreadsheet 609 
table cell 665. 667. 669 
table column 665. 667-669 
table of authorities 677, 678 
table of contents 685 
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Forms 478 
fill-in 33. 646 
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Galician WordPerfect 329 
Generate

cross-references 98. 221 
endnote 213 
endnote placement 221 
index 221 
lists 221
master document 400 
table of authorities 221. 223 
table of contents 221 

German—Germany WordPerfect 
329

German— Switzerland WordPerfect 
329 

Global 
replace 554 
select 587 
variables 887 

(GO) 792, 822, 884 
Go (start printer) 513,542  
Go to 105, 224 

beginning of block 224 
character 224 
columns 224 
graphics editor 247 
hard return 224 
page 224
p re v io u s  p o s i t io n  2 2 5
Shell 226 
in a table 644, 654 

Go to DOS 153. 225 
memory 226

GRAB.COM 255, 567, 569, 922 
Grabber 255, 567 
Grand total function 414,675  
GRANT, command 937 
GRAPHCNV.EXE 228, 922 
Graphic on disk 239 

graphics box contents 239 
Graphic(s) images 721-723 

capture 567 
files 928

Graphical font size, equation 170 
Graphics 

% change 247 
advance 32 
bitmap images 247 
black and white 230, 247 
box 232, 235 
cancel changes 247

color 230, 534 
conversion 228, 251 
create 232
directory 239, 241, 360 
display 266
display complementary color 

247
driver not selected 267 
edit 240. 246 
end of file 229 
enlarge image 249 
equation box 164 
file on disk 239 
filename 234, 240 
files 2 5 1, 360 
font 264
formats 228, 251, 255 
image on disk 239 
invert on/off 247 
line drawings 247 
menu 896 
and merge 426 
mirror image 248 
move image 248 
options 261, 496 
print 2 3 3 ,2 6 4 ,5 0 1 ,5 0 3 ,5 0 4 , 

534
programs 251 
quality 501-503, 537, 538 
reduce image 249 
reposition image 248 
retrieve from clipboard 249 
rotate image 248 
save 249
save to clipboard 249 
scale image 249 
screens 266 
styles 239, 618 
supported programs 251 
and suppressing page numbers 

628
text 250
vector images 247 
WordPerfect graphics format 

228, 249
Graphics box 232, 360 

anchor type 235 
append 36
attach to paragraph 237 
auto height/width 243 
border style 262 
borders 233, 262

bump 235, 237. 244 
caption 237
caption number style 237, 263 
caption position 265 
captions and replace 554 
change default settings 235 
change definition 238 
change type 233 
character type 235 
columns 241 
contents 238, 239 
contents, equation 239 
contents, graphic 239 
contents, graphic on disk 239 
contents, text 240 
default settings 235 
define 234. 235 
delete box 238 
delete contents 241 
distance from top of paragraph 

244, 265 
edit 233, 246 
editing screen 266 
endnotes 214 
equation 164, 233, 235 
figure 233, 235 
fixed position 236 
gray shading 264 
height 243
horizontal position 241 
initial settings 264 
inside border space 264 
level numbering methods 264 
lists 233, 355, 356. 358 
location 235 
margins 241
minimum offset from paragraph 

244, 265 
move 235, 237 
new number 234 
not displaying/printing caption 

238
number 237
numbering 233, 234, 264 
options 233, 261 
overlap 235, 245 
page type 235, 236 
paragraph type 235, 237, 265 
position 235 
retrieve equation 240 
set height 243 
set width 243
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color 230. 534 
conversion 228. 251 
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directory 239, 241, 360 
display 266 
display complementary color 

247 
driver not selected 267 
edit 240. 246 
end of tile 229 
enlarge image 249 
equation box 164 
file on disk 239 
filename 234. 240 
files 251. 360 
font 264 
formats 228. 251, 255 
image on disk 239 
invert on/off 24 7 
line drawings 247 
menu 896 
and merge 426 
mirror image 248 
move image 248 
options 261. 496 
print 233,264.501. 503,504, 

534 
programs 251 
quality 501-503. 537. 538 
reuuce image 249 
reposition image 248 
retrieve from clipboard 249 
rotate image 248 
save 249 
save to clipboard 249 
scale image 249 
screens 266 
styles 239, 618 
supported programs 25 l 
and suppressing page numbers 

628 
text 250 
vector images 247 
WordPerfect graphics format 

228,249 
Graphics box 232, 360 

anchor type 235 
append 36 
attach to paragraph 237 
auto height/width 243 
border style 262 
borders 233. 262 

bump 235. 237. 244 
caption 237 
caption number style 237, 263 
caption position 265 
captions and replace 554 
change default settings 235 
change definition 238 
change type 233 
character type 235 
columns 241 
contents 238. 239 
contents. equation 239 
contents. graphic 239 
contents. graphic on disk 239 
contents. text 240 
default settings 235 
define 234. 235 
delete box 238 
delete contents 241 
distance from top of paragraph 

244,265 
edit 233, 246 
editing screen 266 
endnotes 214 
equation 16~ 233. 235 
figure 233, 235 
fixed position 236 
gray shading 264 
height 243 
horizontal position 241 
initial settings 264 
inside border space 264 
level numbering methods 264 
lists 233. 355. 356. 358 
location 235 
margins 241 
minimum offset from paragraph 

244,265 
move 235. 237 
new number 234 
not displaying/printing caption 

238 
number 237 
numbering 233, 234. 264 
options 233. 261 
overlap 235, 245 
page type 235. 236 
paragraph type 235. 237. 265 
position 235 
retrieve equation 240 
set height 243 
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settings 264 
shading 264 
size 242 
ship pages 236 
spreadsheet 611 
superimpose 245 
table 233, 235 
text 233, 235 
three-dimensional 263 
type 233, 235 
user 233. 235 
vertical position 243 
width 243
wrap text around box 245 

Graphics card 68, 266, 689 
Hercules 72 
not shown 267

Graphics characters 503. 537, 913 
equation 170, 171 

Graphics conversion program 228 
startup options 230 

Graphics driver 266 
auto-select 267 
incorrect 268

Graphics editor 238, 239. 247 
Graphics lines 233, 257, 339 

edit 258
gray shade 258, 259 
horizontal 257, 258 
horizontal position 258, 259 
length 259, 260
lin e  h e ig h t  2 5 9
margins 258. 259 
name search 268 
other disk 268 
shade 258, 259 
vertical 257, 259 
vertical position 259, 260 
width 259. 260 

Graphics options 231.261 
defaults 262

Graphics screen type 123. 266,
691

Gray shading 
graphics box 264. 496 
horizontal graphics lines 258 
table 658, 661 
vertical graphics lines 259 

Greater than
macro comparison 784, 785 
merge comparison 784, 785

Greek
characters 178. 733 
equation 178

Greek language module 919 
Greek WordPerfect 329 
Group 

files 117 
font 58. 60

Grouping equations 178. 185

H
Hanging indent 286 
Hard decimal align tab 634, 639 
Hard hyphen 278 
Hard left tab 6.79 
Hard page break 471 
Hard return 346. 557 

display character 157 
dormant 558 
and equations 166, 182 
leading 516,559 
move to 224 
spacing 559 

Hard right tab 204, 6.39 
Hard space 269 

and hyphenation 269 
and Sort 587 

Hard tab 632. 639 
Hardware attributes 70 
Header 269

a d d  2 7 0
create 269 
delete 270 
discontinue 274 
edit existing 273 
even pages 274 
every page 274 
exit 272 
font 272 
location 271 
long display 350 
margins 396 
number allowed 273 
odd pages 274 
page numbers 273, 478 
print 274 
and replace 554 
row 656
suppress 271, 274 
text limit 759

Height
graphics box 243 
label 320 
line 341 
paper 485 

Help 9. 12, 275 
and cancel 55 
context-sensitive 275 
Customer Support 14 
file 276, 924
with network installation 935 
on-line 275 
on-screen 275 
printer 507, 509 
printer program 521 
screen capture program 569 

Hercules 
card 72
graphics card plus 72 
InColor card 72 

Hide, comments 127 
Highlight, text 19, 48 
Home key 19, 104 
Horizontal lines 257, 258 

gray shade 258 
horizontal position 258 
length 259 
line height 259 
and margins 259 
vertical position 259 
width 259
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convert to 5.1 136 

Horizontal position 
character type box 241 
graphics box 241 
horizontal lines 258 
page type box 241 
paragraph type box 242 
vertical lines 259 

HP LAN Manager 936 
HP Type Director 763 
Hungarian WordPerfect 329 
Hyphen (-) 278 

hard 278 
location 283 
position 283 
soft 278
vs. equal sign in SET command 

944
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granting rights/privileges 937 
hyphen 944 
hyphenation pathname 942 
installation help 935 
installing WordPerfect 934 
keyboard pathname 942 
location of /d startup option 93 7 
location of files 942 
location of /u startup option 937 
login script 945 
macro pathname 942 
main dictionary 946 
main dictionary pathname 942 
1m1pprng search Urive wull 

Novell 934 
master settings 940 
master vs. personal setup files 

941 
multiple directory installation 

933 
NetWare 931-959 
network not loaded 949 
network type 935 
Nokia PC-Net 936. 958 
NWPSETUP 945 
other port option for Novell 943 
password protection 940 
PC NOS 936 
personal keyboard (. WPKJ files 

934 
personal macro <.WPM) files 

934 
planning WordPerfect directories 

932 

port selection 943 
PowerLAN 936 
print multiple copies 50 I 
printer 505 
printer resource (.PRS) file 940 
pros/cons of multiple directory 

installation 932-933 
pros/cons of one directory 

installation 932-933 
protecting ctirecwrie, 937 

protecting individual files 939 
protecting .PRS files 939 

.PRS file 940 
+R file attribute 939 
read-on ly rights 937 
redirec ti ng temporary print files 

948 
redirec tion commands 957 
rights/privileges on installation 

drive 932 
rights/privileges to files 938 
rights/privileges to printer files 

939 
rights/privileges to setup files 

941 
rights to printer files 939 
selecting printer during 

installation 937 
server installation 932 
SET. command 955 
SET COMSPEC 955 
.SET file 940 

setting up printers 942 
setting up user workstations 944 
setup file 940 
setup file pathname 935 
setup file rights 941 
sharing files between PC and 

Macintosh 956 
single directory installation 933 
Software License Agreement 

932 
solving error messages 952 
Speller pathname 942 
spool disk full 755 
SRO 939 
startup options see Network 

startup options 
suggested directory structure 

933 
supervisor initials { wp 941, 942 
supplementary dictionary 946 

supplementary dictionary 
pathname 942 

suppress top of form 943 
SYSCON utility 937 
Thesaurus pathname 942 
TOPS 936. 957 
troubleshooting 949 
tutorial 14. 955 
Ungerman Bass LAN Manager 

936 
unique printer names 943 
user initial prompt 949 
users with similar names 945 
user-specific files 947 
WordPerfect directories 933 
WordPerfect file security 939 
workstation 932 
WP DOS variable 949 
[ wp initials 941 , 942 
WP(WPj.ENV file 949 
WP(WP).SET file 942 
WPC DOS variable 949 

Network error messages 952 
access denied : .fi/ename.bvl 952 
access denied (periodic) 953 
access denied while changing 

paper sizes/types or selecting a 
printer 953 

can ·1 find WP.FIL nn 953 
can't read drive A on diskless 

workstation 950 
dcfuuh din;~Lory problcn10 on 

Novell 950 
error reading drive F: 954 
file creation error when starting 

WordPerfect on Novell 954 
rnvalid COMMAND.COM 955 
network printer does not print 

from WordPerfect 950 
not enough room on 

WordPerfect disk to retrieve 
text 951 

printer not listed after using 
NWPSETUP 951 

problems while saving a file on 
LANtastic 952 

Speller stops working 952 
unable to create temporary files 

955 
Network startup options 947 

/d startup option 948 
Int startup option 935, 947 
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/pf startup option 948 
/ps startup option 935, 948 
/sa startup option 949 
/u startup option 949 

Network supervisor 931 
Networking WordPerfect 931 
New number 

footnote 214 
graphics box 234 

New page number 476 
New supplementary dictionary 

589, 591
Newspaper columns 75 

and comments 126 
cursor movement in 78 
define 76 
deleting 78 
distance between 77 
editing 77 
movement in 78 
removing 78 
side-by-side display 74 
and table 643 
turning on and off 79 
vs. parallel columns 78. 83 

(NEXT) 792, 793, 839 
Next document 

document summary 366 
look 364, 367

(NEXT RECORD) 422, 427, 840, 
881

Nokia PC-Net 936, 958 
Non-shareable font libraries 520 
Non-US 

dictionary 596 
language 328 

Normal cursor speed 107 
Normal editing screen 8 

appearance 157 
options 157 

Normal font 205 
Norwegian WordPerfect 329 
Not enough memory 223,416 
Notebook, merge to 227 
Novell

NetWare 931, 934-936, 938,
939, 943. 945, 950, 953-955, 
957

NetWare Lite 936 
(NTOC) 841 
(NTOK) 842 

values returned 963

Number
add text to page number 477 
Arabic numerals as page 

numbers 476 
bin 576
of columns 78, 83 
of copies 501. 502 
cross-reference 102, 476
o f  d ig its  in tab le  c o lu m n s 667
equation 164, 176 
graphics box 237 
ignore 594 
index 476
insert page number 476 
of labels 320 
lines 340, 344 
of lines to keep together 89 
math 404.408.412.415 
new page number 476 
page 474
page number and footer 478 
page number and header 478 
page number position 476 
page number style 477 
page number type 476 
paragraph 487, 489 
of parallel columns 83 
print job 497 
repeat 550
restart line numbering 345 
Roman numerals as page 

numbers 476 
sort 581, 584 
start line numbering 345 
suppress page numbering 478 
table 643
table of authorities 476 
table of contents 476 
turn off page numbers 478 
turn on page numbers 478 
of words 593, 599 

Numbering 
boxes 233, 234 
endnotes 210, 213, 214 
footnotes 210. 214 
graphics boxes 233, 234, 264 
lines 344
and master document 399, 400 

Numbering formats 
outline 461
paragraph numbering 461

Numbering levels, paragraph 452, 
454

N u m b erin g  sty le  
index 292 
lists 357
table of authorities 679 
table of contents 684 

Numeric
math columns 403,408,412 
sort 585 
table cell 667 

Numeric comparison 
macros 783 
merge 783

Numeric expression, invalid 784 
Numeric values 

macros 783 
merge 783

NWPSETUP 923,951

0
O dd /ev en  pag e  n u m b erin g , force 

217 
O ffice

file manager 227 
notebook 227 
Shell 226

O ffse ts  see  T ex t ad ju s tm en t 
Old backup file exist; rename or 

delete 44
(ON CANCEL) 792,793.842, 

884
(ON ERROR) 792, 793, 844, 884 
(ON NOT FOUND) 792, 793, 

846, 884
On-line tutorial 12 

hard disk 12 
network 14 
two disk drives 13 

Open
existing files 554 
outline style 466 
second editing screen 628 
style 617.622,625 

Operators 
dynamic 177. 184 
equation 177 
and find 200 
math 410, 672 

Optimize dictionary 606
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/pf startup option 948 
fps startup option 935. 948 
/sa startup option 949 
/u startup option 949 

Network supervisor 931 
Networking WordPerfect 931 
New number 

footnote 214 
graphics box 234 

New page number 476 
New supplementary dictionary 

589. 591 
Newspaper columns 75 

and comments 126 
cursor movement in 78 
define 76 
deleting 78 
distance between 77 
editing 77 
movement in 78 
removing 78 
side-by-side display 74 
and table 643 
turning on and off 79 
vs. parallel columns 78. 83 

(NEXT} 792. 793, 839 
Nexr document 

document summary 366 
look 364. 367 

{NEXT RECORD} 422. 427. 840. 
881 

Nokia PC-Net 936. 958 
Non-shareable font libraries 520 
Non-US 

dictionary 596 
language 328 

Normal cursor speed 107 
Normal editing screen 8 

appearance 157 
options 157 

Normal font 205 
Norwegian WordPerfect 329 
Not enough memory 223, 416 
Notebook. merge to 227 
Novell 

NetWare 93 I. 934-936. 938. 
939, 943. 945, 950. 953-955. 
957 

NetWare Lite 936 
(NTOC) 841 
(NTOK} 842 

values returned 963 
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Number 
add text to page number 477 
Arabic numerals as page 

numbers 476 
bin 576 
of columns 78. 83 
of copies 50 I. 502 
cross-reference I 02. 476 
of Jigits in table columns 667 
equation 164, 176 
graphics box 237 
ignore 594 
index 476 
insert page number 476 
of labels 320 
lines 340, 344 
of lines to keep together 89 
math 404. 408. 412. 415 
new page number 476 
page 474 
page number and footer 478 
page number and header 478 
page number position 476 
page number style 477 
page number type 476 
paragraph 487. 489 
of parallel columns 83 
print job 497 
repeat 550 
restart line numbering 345 
Roman numerals as page 

numbers 476 
sort 581, 584 
start line numbering 345 
suppress page numbering 478 
table 643 
table of authorities 476 
rable of contems 476 
turn off page numbers 478 
turn on page numbers 4 78 
of words 593. 599 

Numbering 
boxes 233. 234 
endnotes 210,213.214 
footnores 210. 214 
graphics boxes 233. 234, 264 
lines 344 
and master document 399. 400 

Numbering formats 
outline 461 
paragraph numbering 461 

Numbering levels. paragraph 452, 
454 

Numbering style 
index 292 
lists 357 
table of authorities 6 79 
tahle of contents 684 

Numeric 
math columns 403, 408, 412 
sort 585 
table cell 667 

Numeric comparison 
macros 783 
merge 783 

Numeric expression. invalid 784 
Numeric values 

macros 783 
merge 783 

NWPSETUP 923, 951 

0 
Odd/even page numbering. force 

217 
Office 

file manager 227 
notebook 227 
Shell 226 

Offsets .<PP Text acljmtment 
Old backup file exist; rename or 

delete 44 
I ON CANCEL) 792. 793. 842. 

884 
( ON ERROR) 792, 793. 844, 884 
(ON NOT FOUND} 792, 793, 

846. 884 
On-line lutorial 12 

hard disk 12 
nerwork 14 
two disk drives 13 

Open 
existing files 554 
outline style 466 
second editing screen 628 
style 617. 622. 625 

Operators 
dynamic 177. 184 
equation 177 
and find 200 
math 410,672 

Optimize dictionary 606 



Option 11 
document 143 
edit-screen 123, 157 
endnotes 215 
equation 296 
find 201 
footnotes 2 15 
graphics 261. 496 
graphics box 261 
menu 123, 4 IX. 547 
move 444 
print 500, 512 
printer 297 
pull-down menus 547 
select 11 
startup 156 
table 661
view document 124 

Options 
beep 45
graphics box 233 

Order of operation, math 410, 673 
Organize 

directories 1 17 
disks 154 
documents 347 
files 117,347,358 
secondary records 422 

Orientation 
font 532, 540 
paper type 487

O rig in a l
backup 41, 160 
keyboard layout 307, 317, 772 

{ORIGINAL KEY} 791,793,847 
Orphan 341 
Other

equation 175 
format 220, 449 

Other characters 
equation 179 
line draw 338 

Other directory 352 
Other disk

graphics screen type 268 
mouse 439. 440 
printer files 508 
text screen type 691 

(OTHERWISE) 792 
Outline

ap p ea ran ce  458 , 464  
attach previous level 459

attribute 37
automatically adjust to current 

level 460 
bullet format 461 
create 45 1
cursor movement 453 
define 458
Enter inserts paragraph number

4 6 0
format 458. 464 
legal format 461 
lowercase Roman/digits format

461
margin release to previous level 

452. 455, 460 
numbering format 460 
off 457 
on 457
and paragraph numbering 457, 

490
renumber 462
Roman numerals 461
tab to next level 452. 456. 458.

4 6 0
and tabs 632 
type text 458
uppercase Roman/digits format

461
user-defined format 461 

Outline family 
copy 456 
d e le te  456  
move 456

Outline number, cross-reference 
102

Outline Style 361,464,618,622, 
625 ' 

codes 467 
create 465 
description 466 
Enter key 466 
name 466 
nest 467 
open 466 
paired 466 
retrieve 467 
save 468
and Style 465, 468 
type 466

Output file, sort 577, 578, 582 
Outside border space, character

box 236, 265

Overflow files 417 
Overlap graphics box 235, 245 
Overlapping text 67. 112 
Overprint see Text adjustment 
Overstrike 450. 469 

edit 469 
vs. compose 470 

Overwrite file 566

P

Package language 334 
Page

appearance 473 
append 34, 4 4 1 
center 63
conditional end of 88 
cut 441
delete 116, 441 
delimiter 35, 443 
divide 471
even page numbers 473 
footer 269 
force odd/even 217 
format 220. 473 
graphics box 235. 236 
hard 471 
header 269 
limit 443 
move 441, 443 
move to 224
n u m b e r  4 7 4  
odd page numbers 473 
paste 441, 443 
print 490, 492-494, 534 
renumber 476 
retrieve 442 
separate 471 
soft 471
spell-check 587, 588 
start line numbering on 345 
start new page 471 
suppress format 474 

Page box 
and columns 241 
horizontal position 241 
and margins 241 
vertical position 243 

Page break 
delete 472 
hard 471-472 
protect text 51
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Option 11 
document 143 
edit-screen 123. 157 
endnotes 2 15 
equation 296 
find 20 I 
footnotes 215 
graphics 26 1. 496 
graphics box 26 I 
menu 123. 41K. 547 
move 444 
print 500. 512 
printer 297 
pull-down menus 547 
select 11 
stanup 156 
table 661 
view document 124 

Options 
beep 45 
graphics box 233 

Order of operation. math 410. 673 
Organize 

directories I 17 
disks 154 
documents 347 
files 11 7,347,358 
secondary records 422 

Orientation 
font 532. 540 
paper type 487 

Origi n al 

backup 41. 160 
keyboard layout 307, 3 17, 772 

(ORIGINAL KEY} 791. 793 , 847 
Orphan 341 
Other 

equation 175 
format 220, 449 

Other characters 
equation 179 
line draw 338 

Other directory 352 
Other disk 

graphics screen type 268 
mouse 439. 440 
printer files 508 
text screen type 691 

(OTHERWISE } 792 
Outline 

appearance 458, 464 
attach previous level 459 

att ribute 37 
automatically adjust to <.:urrent 

level 460 
bullet format 461 
create 451 
cursor movement 453 
define 458 
Enter inserts paragraph number 

460 
format 458. 464 
legal format 461 
lowercase Roman/digits format 

461 
margin release to previous level 

452. 455. 460 
numbering format 460 
off 457 
on 457 
and paragraph numbering 457, 

490 
renumber 462 
Roman numerals 461 
tab to next level 452. 456. 458. 

460 
and cabs 632 
type text 458 
uppercase Roman/digits format 

46 1 
user-defined format 461 

Outline family 
copy 456 
delete 456 

move 456 
Out line number, <.:ross-reference 

102 
Outline Style 361. 464. 6 I 8. 622, 

625 
codes 467 
create 465 
description 466 
Enter key 466 
name 466 
nest 467 
open 466 
paired 466 
retrieve 467 
save 468 
and Style 465. 468 
type 466 

Output file . son 577. 578. 582 
Outside border space. character 

box 236. 265 

Overflow files 417 
Overlap graphics box 235. 245 
Overlapping text 67. 112 
Overprint see Text adjustment 
Overstrike 450. 469 

edit 469 
vs. compose 4 70 

Overwrite file 566 

p 

Package language 334 
Page 

appearance 473 
append 34. 441 
center 63 
condittonal end uf 88 
cut 441 
delete 116. 441 
delimiter 35. 443 
divide 471 
even page numbers 473 
footer 269 
force odd/even 217 
format 220. 473 
graphics bux 235. 236 
hard 47 I 
header 269 
limit 443 
move 441, 443 
move tu 224 
number 474 
odd page numbers 473 
paste 441. 443 
print 490. 492-494, 534 
renumber 476 
retrieve 442 
separate 471 
soft 471 
spell-check 587, 588 
stan line numbering on 345 
start new page 471 
suppress format 474 

Page box 
and columns 241 
horizontal position 241 
and margins 241 
vertical position 243 

Page break 
delete 472 
hard 471-472 

protect tex t 51 
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soft 471 
and table 649 

Page down 104 
Page format 

suppress 474, 626 
Page number 

adding text to 477 
Arabic numerals 476 
cross-reference 102 
and cross-references 476 
even 217, 473 
and footers 273, 478 
and headers 273, 478 
and indexes 476 
insert 476
and master document 399, 400
new 476
odd 217, 473
position on page 476
and print 492
Roman numerals 476
su p p ress 478
and table of authorities 476 
and table of contents 476 
with text 477 
type 476 

Page numbering 
and force odd/even page 

numbering 217, 218 
start 474 
turn off 478 
turn on 475. 478 

(PAGE OFF} 847 
Page offsets s e e  Text adjustment 
(PAGE ON} 848 
Page up 104
Pages to skip, graphics box 236 
Paired outline style 466 
Paired style 617,618,621,623. 

625
Pairs of letters 303 
Palette 

color 691 
equation 174, 184 
equation editor 164, 166 

Paper
advance in printer 497, 542 
bins 480, 484, 576 
height 485 
sheet-fed 484, 576 
size 474. 478, 480, 482, 484, 

486, 540

tray 480
type 474, 478. 480. 485, 486 
width 484

Paper definition, prompt to load
513

Paper Size/Type 478, 536 
add definition 480, 486 
[ALL OTHERS} 480, 486 
code 479. 480. 483, 484, 540 
continuous 484 
convert to 4.2 bin number code 

141
copy 483 
define 479, 480 
delete 479, 483, 486 
edit 479, 483, 486 
envelope macro 486 
font type 484
insertion edge 480, 485, 540. 

541
labels 319 
labels macro 486 
landscape 480, 484, 540 
location 480, 482, 484 
manual 484
prompt to load 481,485,939 
select 479, 482, 486 
sheet-fed 576 
text adjustment 485 
tractor-fed 484 

Paper type, orientation 487 
(Para Down} 794,849 
(Para Up} 794, 849 
Paragraph

alphabetize 577-581 
append 34, 441 
copy 441 
cut 441 
delete 441 
delimiter 35. 443 
graphics box 235, 237 
move 441,443-444 
paste 441 
retrieve 442 
sort 577-581 

Paragraph box 
horizontal position 242 
vertical position 243 

Paragraph number 451,454, 457, 
487, 489

appearance 458, 464, 488 
attach previous level 459

automatically adjust to current 
level 460 

bullet format 461 
cross-reference 102 
define 458 
definition menu 457 
delete 489 
edit 489
format 458, 461, 464 
legal format 461 
levels 452, 454, 487 
lowercase Roman/digits format 

461
margin release to previous level 

460, 488 
renumber 462 
Roman numerals 461 
tab to next level 460, 488 
uppercase Roman/digits format 

461
user-defined format 461 
vs. outline 457, 490 

Paragraph type, graphics box 265 
Parallel columns 

with Block Protect 51. 52 
without Block Protect 53 
change to table 81, 646 
and comments 126 
cursor movement in 83 
detine 79 
delete 84
distance between 81 
edit in 81 
ending columns 82 
hard page 82 
margins 82 
number of 83 
remove 84 
and table 643, 649 
turn on and off 8 1 
type 84
vs. newspaper columns 78, 83 

Parent directory 154, 347 
Partial document, print 494, 500 
Partial line, flush right 205 
Password 

network 940 
protect 362 
remove 363 

Paste
block 443 
page 441,443

1 0 1 6  INDEX

soft 471 
and table 649 

Page down I 04 
Page format 

suppress 474, 626 
Page number 

adding text to 477 
Arabic numerals 476 
cross-reference I 02 
and cross-references 476 
even 217. 473 
and footers 273, 478 
and headers 273, 478 
and indexes 476 
insert 476 
and master document 399, 400 
new 476 
odd 217. 473 
position on page 4 76 
and print 492 
Roman numerals 4 76 
suppress 478 
and table of authorities 476 
and table of contents 476 
with text 477 
type 476 

Page numbering 
and force odd/even page 

numbering 21 7. 218 
start 4 74 
turn off 478 
turn on 4 75. 4 78 

{PAGEOFF} 847 
Page offsets see Text adjustment 
{PAGEON} 848 
Page up 104 
Pages to skip, graphics box 236 
Paired outline style 466 
Paired style 617. 618. 621. 623. 

625 
Pairs of letters 303 
Palette 

color 691 
equation 174, 184 
equation editor 164, I 66 

Paper 
advance in printer 497, 542 
bins 480, 484, 576 
height 485 
sheet-fed 484. 576 
size 474. 478. 480. 482. 48•+. 

486,540 
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tray 480 
type 474. 478. 480. 485. 486 
width 484 

Paper definition. prompt to load 
513 

Paper Size/Type 478. 536 
add definition 480. 486 
[ALL OTHERS] 480. 486 
code 479. 480. 483. 484. 540 
continuous 484 
convert to 4.2 bin number code 

141 
copy 483 
define 479. 480 
delete 479. 483. 486 
edit 479, 483. 486 
envelope macro 486 
font type 484 
insertion edge 480. 485. 540. 

541 
labels 319 
labels macro 486 
landscape 480, 484. 540 
location 480. 482. 484 
manual 484 
prompt to load 481. 485. 939 
select 479. 482, 486 
sheet-fed 576 
text adjustment 485 
tractor-led 484 

Paper type. orientation 487 
{ Para Down} 794, 849 
{ Para Up} 794. 849 
Paragraph 

alphabetize 577-581 
append 34. 441 
copy 441 
CUI 441 
delete 441 
delimiter 35. 443 
graphics box 235. 237 
move 441. 443-444 
paste 441 
retrieve 442 
son 577-581 

Paragraph box 
horizontal position 242 
vertical position 243 

Paragraph numba 45 I, 454, 457, 
487. 489 

appearance 458. 464. 488 
auach previous level 459 

automatically adJust to current 
level 460 

bullet format 461 
cross-reference I 02 
defint> 458 
definition menu 457 
delete 489 
edit 489 
formal 458. 461. 464 
legal format 461 
levels 452. 454. 487 
lowercase Roman/digits format 

461 
margin release to previous level 

460. 488 
renumber 462 
Roman numerals 461 
tah to next level 460, 488 
uppercase Roman/digits format 

461 
user-defined format 461 
vs. outline 457, 490 

Paragraph type. graphics box 265 
Parallel columns 

with Block Protect 51. 52 
without Block Protect 53 
change to table 81. 646 
and comments 126 
cursor movement in 83 
define 79 
delete 84 
distance between 81 
edit in 81 
ending columns 82 
hard page 82 
margins 82 
numha of 83 
remove 84 
and table 643. 649 
turn on and off 81 
type 84 
vs. newspaper columns 78, 83 

Parent directory 154, 347 
Partial document. print 494. 500 
Partial line. flush right 205 
Password 

network 940 
protect 362 
remove 363 

Paste 
hlock 443 
page 441. 443 



paragraph 441,443 
sentence 441,443 
tabular columns 446 

Path
downloadable fonts 505 
printer command file 511 
primer commands 505 
soft fon ts 505 

PATH, command 12. 155 
Pathname 119. 154. 155. 347, 505 

and Retrieve 555 
Pattern

cursor movement 105 
filename 350. 365 
find 199 
search 199 
words 594. 598 

Pause, macros 376 
(PAUSE} 791.849,882 
(PAUSE KEY} 791.850.882 
PC NOS 936
Percentages, print color 495 
Perform

search with find 202 
spreadsheet import 606-609 
spreadsheet link 606-609. 612 

Perform action. Sort 578. 581 
Personal 

dictionary 597 
setup file 941 

Personal network files 
keyboard 934
macro 934

Phonetic look up 587, 594. 606 
Phrase

compare 129 
delimiter 129 
find 199 
marker 129 
replace 551 
search 571

Physical page, labels 47. 324 
Pictures 232. 721 
.P1F file 961 
Pitch, display 120. 144 
Pitch set, word and letter spacing 

709
Placeholder, equation 191 
Placement 

endnotes 221. 223 
of endnotes 213 
footer 271

of footnotes 214 
header 271 
line number 345 
of text 514 

PlanPerfect 254 
link 612 
retrieve 609 

Pleading style 926 
PLEADING.WPM 925 
Please wait 43 
Point size, font 205 
Pointer, mouse 432. 434 
Port 505. 543. 544. 943 

destination 544 
mouse 433 
printer 505 
serial 506

Portability, document 480 
Portrait

font 208.484.505.541 
printing (8.5" x 11") 535, 539 

Portuguese—Brazil WordPerfect 
329

Portuguese—Portugal WordPerfect 
329 

POS 8 
Position

cursor 8. 18. 31. 32. 34. 103. 
550

eq u a tio n  168. 171. 296 
g rap h ics box  235 
h y p h en  283
of line number 345 
macro messages 386 
macro prompts 386 
page number 476 
text 3 1

Position cursor with mouse 434 
Position hyphen; press ESC 46. 

281. 283
POSTNET.WPM 925 
PowerLAN 936 
Preceding text was moved 128 
Predefined macros 925 
Present when print job begins 

cartridge 58. 63 
font 58. 63 
print wheel 58. 63 

Preview, copy of document 537 
Previous document 

document summary 366 
look 364. 367

Previous position, return cursor to 
225 

Primary 
file 420.423 
leading 516 

(PRINT} 850,881 
Print 533

additional jobs 499 
.ALL file 518.523,534 
attributes 38 
block 494. 534 
cancel job 496.512,542 
change appearance 501 
chapters 492 
characters 87 
color 495 
comment 127 
current page 493 
destination 513 
to disk 543 
display job 498,513 
document 20, 347. 352, 490, 

493. 494. 500, 534 
document on disk 197, 490. 534 
document on other printer 296 
document on screen 493. 534 
document summary 149, 352, 

366. 491. 494. 534 
.DRS characters 537 
equation 170, 171 
even pages 491 
fast sav e  491 
file 347, 352, 490, 534 
to file 543 
file list 354 
footer 274 
full document 494 
graphics 233, 264. 501. 503,

534
graphics characters 503
graphics in black and white 247
graphics only 503
header 274
information 512
job number 497
job priority 499
labels 325
from List Files 491, 537 
list jobs 497,499,500,513 
marked files 352, 353 
maximum jobs 499 
move job 499

INDEX 1 0 1 7

paragraph 441. 443 
sentence 441. 443 
tabular columns 446 

Path 
downloadable fonts 505 
printer command file 511 
primer commands 505 
sofl fonb 505 

PATH. command 12. 155 
Pathname 119. 154. 155. 347. 505 

and Retrieve 555 
Pattern 

cursor movement 105 
11lename 350. 365 
!ind I 99 
search 199 
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built-in fonts 59 
can rotate fonts 540 
cannot rotate fonts 541 
cartridges 57 
commands 510, 517 
control 496, 499, 512, 538, 542 
definition list 507 
displaying 507 
edit 504
file 38, 39, 303, 506. 509 
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