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Introduction

The WordPerfect Workbook helps you understand how to create and format a
variety of documents with WordPerfect. Along the way you are introduced to
many WordPerfect features and some valuable techniques for creating and
editing documents.

Because of the power and flexibility of WordPerfect, not all features or
applications of the program can be covered in the workbook. However, by
turning to the WordPerfect Reference Manual, you can find many of the
answers you need when creating your own documents.

Before You Start

Before using the WordPerfect Workbook, you should have already installed
WordPerfect and read through the Getting Started section of the WordPerfect
Reference Manual.

Getting Started

Getting Started provides valuable information about starting WordPerfect,
using the keyboard (or a mouse), and getting help. You are also given a
quick overview of WordPerfect and the basics of word processing.

Once you feel comfortable with the information in Getting Started, then you
are ready to begin the lessons in the workbook.

Starting WordPerfect
You need to start WordPerfect each time you use the workbook. The steps
for starting WordPerfect can be found in Getting Started in the WordPerfect
Reference Manual.

LEARN Files
The Learning files for the workbook should have been copied to a LEARN
directory (e.g., C\WPSI\LEARN) on your hard disk during installation.

If you are running WordPerfect from two diskette drives, then turn to the Two Disk
Drives heading in the Appendix of the workbook for additional details.

For WordPerfect to find these files, you need to change your default directory
after starting WordPerfect and before starting any of the lessons.

1 After starting WordPerfect, press List (F5).
2 Type an equal sign (=).

3 Type c:\wp51\learn and press Enter to have WordPerfect look in the
LEARN directory for the workbook files.
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4 Press Enter to display the list of files, then press Exit (F7) to return to
the normal editing screen.

If you copied the workbook files to a directory other than CAWP5I\LEARN,
then you need to type the name of that directory before pressing Enter in step
3.

Tutorial

A tutorial program is included in your WordPerfect package that introduces
you to the keyboard, some basic skills of word processing, and several
WordPerfect features.

Each lesson in the tutorial displays the keys you need to press and provides
comments about each step. All you need to do is match the keystroke(s) on
the screen to continue a lesson.

If you are unfamiliar with computers and word processing, or find that the
first few lessons in the workbook are difficult, you may want to start learning
about WordPerfect from the tutorial before you move on to the workbook.

For details on starting the tutorial, turn to the On-Line Tutorial heading under
Getting Help in the Getting Starting section of the WordPerfect Reference Manual.

Your Computer
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WordPerfect is designed to take full advantage of your computer’s unique
capabilities. If you have a color monitor, you can change the colors of the
WordPerfect editing screen. If you use a mouse, you can select WordPerfect
features by using pull-down menus.

The pull-down menus can be used with or without a mouse. For details on using the
pull-down menus in WordPerfect, turn to the Pull-Down Menus heading under The
Basics in the Getting Starting section of the WordPerfect Reference Manual.

Several of the more powerful features in WordPerfect (e.g., Graphics,
Equations, View Document) work much better if you have a graphics card
installed in your computer.

For example, the Graphics feature lets you place graphic figures in a
document. However, to actually see the figure while you are editing in
WordPerfect, you need to have a graphics card installed in your computer.

Even if you aren’t using graphics in a document, a graphics card is still
essential for the View Document feature to accurately display what your
document will look like when it is printed.

The View Document screens in the workbook illustrate what your screen should look
like if you are using a high resolution graphics card in your computer. If your
computer is using a lower resolution graphics card, then you may not see as much
detail on your screen.



Your Printer

Once you are in WordPerfect, you can see the name of the printer you
selected during installation by pressing the Print key (Shift-F7) and checking
the setting for the Select Printer option.

If you selected more than one printer, then you can see all of them by
choosing the Select Printer option on the Print menu (Shift-F7,s).

When selecting a printer during installation, WordPerfect creates a special file with a
.PRS extension ( e.g., HPLASEII.PRS for the HP LaserJet Series II). This file
contains all the information WordPerfect needs to communicate with your printer.

Printer Test

Some of the features available in WordPerfect may not be available at your
printer. For example, you may be able to place a graphics figure in your
document, but your printer may not be able to print the figure.

To help you find out which WordPerfect features your printer can handle, try
sending the PRINTER.TST file (located in your WordPerfect directory) to the
printer.

Workbook Printer

All the files used in the workbook lessons were created using a special
Workbook Printer definition (WORKBOOK.PRS). WordPerfect automatically
selects the Workbook Printer definition for you when you retrieve any of the
workbook files. You do not need to worry about selecting the printer
yourself.

If WordPerfect cannot find the WORKBOOK.PRS file, then the workbook files will be
converted to work with your own printer. In this case, the lesson may not work
properly. Check to make sure that the WORKBOOK.PRS file is in your LEARN
directory.

The Workbook Printer definition is designed to demonstrate the features of
WordPerfect. It is not designed to be used for printing documents. Before
sending a document to the printer, you need to make sure that your own
printer is selected.

The workbook lessons let you know how and when you should select your own
printer.

WordPerfect
Settings

Each copy of WordPerfect is shipped with exactly the same settings for
margins, justification, line spacing, etc. These are known as the default
settings of WordPerfect.

The workbook lessons are designed to work with the default settings of
WordPerfect. If you or someone else has used the Setup key (Shift-F1) to
customize the default settings, then some of the steps in the lessons may not
work properly.
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For example, all measurements (e.g., position numbers, tab settings, etc.) in
WordPerfect are initially set to be displayed and entered in inches. If you
change the default setting to centimeters, then each measurement you enter in
a lesson will be converted to centimeters and the lesson will not work
properly.

If a lesson is not working properly, and someone else installed your copy of
WordPerfect, check with that person to see if any of the default settings were
changed.

Workbook Lessons

viii
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The workbook lessons are divided into three sections: Fundamentals I,
Fundamentals II, and Special Features.

Fundamentals I introduces many of the basic word processing features you
will use each time you create a document with WordPerfect. Fundamentals II
rounds out your training by demonstrating several formatting features, some
simple macros, and a simple method for merging letters.

Special Features introduces you to some of the more exciting and powerful
features of WordPerfect, such as Tables and Equations, and shows you how
they might be used in a document.

Lesson Order

If you are new to word processing, you should start with the lessons in
Fundamentals I. If you are new to WordPerfect (but have used another word
processor), you may want to start with the lessons in Fundamentals IL

If you are already familiar with WordPerfect 5.0, you may want to go straight
to the Special Features lessons to try out some of the new features of
WordPerfect 5.1.

The lessons listed below are designed to be completed together:

¢ Lessons 2-6

* Lessons 8-11
* Lessons 13-14
» Lessons 16-17
¢ Lessons 19-22

If you cannot complete a lesson in one sitting, save the document you are
creating (use your own filename), then retrieve the file when you are ready to
start the lesson again.
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Lesson 1: Notes

Instead of reaching for a pen and piece of paper when you want to write a
note, try using WordPerfect to quickly type and print the note.

Typing the Note

A CURSOR
A WORD WRAPPING
A STATUS LINE

As you type in WordPerfect, press Shift to type capital (uppercase) letters. If
you type an incorrect letter or word, press Backspace until the mistake is
erased, then begin typing again.

1 Type the following note without pressing Enter when you reach the end
of a line.

I have completed sections A through D of the medical form, but I am
still confused about whether the benefits start on the last day of
August or the first day of September. I would appreciate any
information that you could give me. Thank you for your help.
Virginia.

There are three things that you may have noticed while typing the note.

I have completed sections A through D of the medical form, but I

am still confused about whether the benefits start on the last dayq
of August or the first day of September. I would appreciate any
information that you could give me. Thank you for your help.
virginia._

A

pnoc 1Pg1Ln1.67" Pos 1.9"

First, a cursor (usually a blinking “_") moves ahead of the text as you type,

or backward if you are using Backspace to erase a mistake. The cursor
indicates the place where the next character will be typed or deleted (erased).

Second, when a line fills with text, the cursor returns to the left margin in a
new line. This automatic return is often referred to as word wrapping.

The screens shown in the workbook lessons were created with the Workbook Printer
selected. Because you selected your own printer when installing WordPerfect, the
words may wrap in different places than those shown in the workbook screens.

Third, the bottom line of the screen (the status line) lets you know which
document (Doc) you are editing (you can edit two at once), the page you are
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on (Pg), how far down the page the cursor is located (Ln), and the current
position of the cursor across the page (Pos).

Printing the Note

Now that you have typed the note, you are ready to print.
1 Press Print (Shift-F7) to display the Print menu.
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. You
may also want to read the Printer Control section in the WordPerfect
Reference Manual for additional help.

Clearing the Screen

4
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After printing the note, the screen can be cleared to begin creating or editing
another document.

1 Press Exit (F7) to let WordPerfect know you want to remove the note
from your screen.

Select Exit from the File menu.

A message appears on the status line asking if you want to save the
document (to a disk) for future use. For some documents, like notes, there
may be no real need to store the document once it is printed.

2 Type n (for no) to indicate that you do not want to save the note.
Select No from the Yes/INo prompt.

A second message appears on the status line, asking if you want to exit
(leave) WordPerfect.

3 Type n to clear the screen and stay in WordPerfect.
(B Select No from the Yes/No prompt.



Because you chose to stay in the program, WordPerfect clears the screen for
you.

Doc 1 Pg 1 Ln 1" Pos 1"

By using Exit to clear the screen, you do not need to use Backspace to erase
all the characters before starting a new document.
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Lesson 2: Letter 1 — First Draft

One of the documents most frequently created with WordPerfect is a letter.
A letter may go through several drafts before it is ready to send. You might
type the document once, review and edit the document, then print a final
copy.

In this lesson, you type and print the first draft of a letter for hotel
reservations, and then finish making changes to the letter in lessons 4 and 6.

Typing the Inside Most business letters begin with a date and an inside address. The date will
Address be added in the final draft (lesson 6), so let’s start the first draft by typing
the inside address.

1 Type the first line of the inside address.
Reservations Manager
At this point, you need to start a new line at the left margin.
2 Press Enter to return the cursor to the left margin and start a new line.

By pressing Enter, you can start your own new line before the cursor reaches
the right margin. Now, finish typing the inside address using Enter to end
each line of the address.

3 Type the rest of the address.

Parkway Inn
1780 Delaware Ave.
Buffalo, NY 14209

Enter can also be used to add an empty line for double-spacing between
blocks of text on the page.

4 Press Enter to add an empty line.
5 Press Enter again to start a new line for the subject of the letter.

Typing the Subject Some people use a subject line in a letter. The subject line briefly states the

Line purpose of the letter. Because the reservations manager needs to quickly find
out the purpose of the letter, you can emphasize the subject line by typing
the words in capital (uppercase) letters.

While you could hold down Shift to type the subject line, try using Caps
Lock to lock all the letters on the keyboard into uppercase.

6 LESSON 2: LETTER 1 — FIRST DRAFT



1 Press Caps Lock to type uppercase letters. Notice that the “Pos” on the
status line switches to uppercase letters.

Number keys and punctuation keys are not affected by Caps Lock.

2 Type the subject line without holding down Shift.
corporate marketing conference reservations

3 Press Enter twice to double-space.

Now, compare your letter to the one illustrated in the screen below.

Reservations Manager
Parkway Inn

1780 Delaware Ave.
Buffalo, NY 14209

CORPORATE MARKETING CONFERENCE RESERVATIONS

Doc 1 Pg 1 Ln 2.33" Pos 1"

From time to time during the lessons, a screen or printed document will be
illustrated to help you decide if you are on the right track.

If you have made a mistake and don’t know how to correct it, you can always start
the lesson over by using Exit (F7,n,n) to clear your screen.

4 Press Caps Lock to return to typing lowercase letters. Notice that the
“Pos” on the status line switches to lowercase letters again.

Typing the Message 1 Type the message of the letter.

We would like to make reservations for a marketing conference to be
held on December 1, 2, and 3 of this year. A minimum of 40 people
will be attending. Besides accommodations for those attending, we
will also require your largest suite, a conference room, and an extra
meeting room for smaller gatherings.

An early confirmation would be sincerely appreciated.

If you have not already used the arrow keys, they are usually located to the
right of the typing keys on your keyboard. The arrow keys let you move the
cursor up, down, left, or right through your document without disturbing the
text.

LESSON 2: LETTER 1 — FIRST DRAFT 7



Because the arrow keys are used to move the cursor through text on your
screen, they are sometimes called the cursor keys.

If you have a mouse, the cursor can be moved by placing the mouse pointer at
the position on the screen where you want the cursor and clicking the left button.

2 Place the cursor on the space after the word “also” in the last sentence of
the first paragraph using the arrow keys.

3 Press Backspace until you erase the word “also” and the space before it.

The arrow keys can also be used to move to a place in your document where
a word needs to be added. For example, you should probably add a word
that describes the type of suite that needs to be reserved.

4 Place the cursor on the first letter of the word “suite” in the same
sentence.

5 Type executive and press the Space Bar.

Notice that the text in the line moves forward to make room for the new
word. You can move the cursor anywhere you want in a document and add
new text just by typing.

6 Press Down Arrow (1) once and watch how WordPerfect adjusts the
words in each line to make room for the new text.

You may need to press Down Arrow more than once to adjust the paragraph.

This adjustment is called rewriting or reformatting, and WordPerfect does it
for you as you move the cursor down through your text.

Typing the Closing

After typing the message of the letter, you are ready to type the closing.

1 Place the cursor after the period at the end of the sentence “An early

”»

confirmation. . .”.

2 Press Enter twice for double spacing, then type Sincerely, to begin the
closing.

3 Press Enter four times to leave room for a signature.
Type the following two lines:

Megan Sills
Marketing Director

8 LESSON 2: LETTER 1 — FIRST DRAFT



The first draft of the letter is finished. Before printing, compare your letter
to the one illustrated below.

Reservations Manager
Parkway Inn

1780 Delaware Ave.
Buffalo, NY 14209

CORPORATE MARKETING CONFERENCE RESERVATIONS

We would like to make reservations for a marketing conference to
be held on December 1, 2, and 3 of this year. A minimum of 40
people will be attending. Besides accommodations for those
attending, we will require your largest executive suite, a
conference room, and an extra meeting room for smaller gatherings.

An early confirmation would be sincerely appreciated.

Megan Sills
Marketing Director_

Doc 1 Pg 1 Ln 4.17" Pos 2.8"

Printing the Letter

The letter can be sent to the printer using the Print menu.

1 Press Print (Shift-F7) and select Full Document (1) from the Print menu
to send the letter to the printer.

Select Print from the File menu.

Notice that the printed page looks similar to the text on your screen. As you
type, WordPerfect makes sure that each line of text contains the same words
on the screen as on the printed page.

You may have also noticed that the text at the left and right margins is lined
up evenly. This feature is called full justification, and is turned on when you
first start WordPerfect.

If you prefer to have an uneven (ragged) right margin when a document is
printed, you can find out how by turning to the Special Techniques lesson at
the end of Fundamentals I.

Saving the Letter

With the document printed, you are ready to clear your screen with Exit.
However, because the letter will be revised later on, it should be saved before
clearing the screen.

1 Press Exit (F7) and type y (for yes) when you see the Save message.
Select Exit from the File menu.

A “Document to be saved:” message is displayed on the status line at the
bottom of the screen. Saving a document means storing it as a file on a
diskette or hard disk. Before a file can be saved, the file needs to be named.
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2 Type park and press Enter to name the file in which the letter will be
saved.

A light may glow on your computer to let you know that WordPerfect is
saving the letter in a file on disk. After the letter has been saved,
WordPerfect displays the “Exit WP? No (Yes)” message, asking if you want
to exit the WordPerfect program.

3 Type n (for no) to stay in the program with a clear screen.

Displaying the Before finishing the lesson, let’s use the List Files feature to see if the file
Filename was actually saved.

1 Press List (F5), then press Enter to display a list of files on your disk.
Select List Files from the File menu.

. rrent Dir . Parent <Dir>

ADDRESS .TUT 978 08-25-89 Ol:1lp | ADDRESS .WKB 642 08-25-89 Ol:11p
ADVANCED. TUT 3 08-25-89 Ol:1llp ALTI <WPM 132 08-25-89 0l:1lp
BANNER .TUT 631 08-25-89 0Ol:1lp BEGIN . TUT 11 08-25-89 0l1:11p

BRIEF .WKB
CLIENTS .WKB .357 08-25-89 01:1lp COMPASS .WKB
CUSTOMER. WKB ,729 08-25-89 0Ol:1lp FUTURE .WKB

6,640 08-25-89 0l:1llp CHART -WKB
1
1
GRAPH -WPG 1,198 08-25-89 0Ol:llp INCOME .WKB
9
2

218 08-25-89 0Ol:1llp
924 08-25-89 01:1lp
08-25-89 01:11p
823 08-25-89 Ol:11p
408 08-25-89 01:1lp
257 08-25-89 0l:1lp

INTRO +TUT 29,936 08-25-89 Ol:1llp INTRO_1 .TUT
INVOICE .WKB 444 08-25-89 Ol:1llp ITINERY .WKB

NORWNA
-
W
o

LABELA .WKB 560 08-25-89 Ol:11p | LABELB .WKB 929 08-25-89 01l:1lp
LEARN -BAT 19 08-25-89 0Ol1:1llp LESS - TUT 11 08-25-89 01:1lp
LESS1 . TUT 4,989 08-25-89 O1l:1lp LESS2 . TUT 8,980 08-25-89 0l:11p
LESS3 . TUT 7,631 08-25-89 Ol:1lp LESS4 . TUT 10,851 08-25-89 0l:llp
LESS5 . TUT 13,413 08-25-89 01:1lp LESS6 . TUT 7,229 08-25-89 Ol:1llp
LETTER .STY 799 08-25-89 Ol:1lp | LETTER .TUT 653 08-25-89 01:11p
LETTER_F.TUT 679 08-25-89 01:1lp LETTER_P.TUT 652 08-25-89 0l:1lp
LETTER1 .TUT 778 08-25-89 01l:1llp LIST -WKB 568 08-25-89 0l:1lp
MASTER .WKB 808 08-25-89 01l:1lp MEMO . TUT 569 08-25-89 0l:1lp

1 Retrieve; 2 Delete; 3 Move/Rename; 4 Print; 5 Short/Long Display;
6 Look: 7 Other Directory; 8 Copy; 9 Find; N Name Search: 6

At the top of the list is a header that includes the name of the current
directory (e.g., CAWP5SI\LEARN). WordPerfect saves all files to the current
directory, unless you add the name of another directory to the filename when
saving a file.

While all the filenames on your screen may not be displayed in the above
illustration, you should be able to find the PARK filename in the alphabetized
list. If the filename is not visible, then you may need to press Down Arrow
({) until the name is displayed on the screen.

If you are in the wrong place, press Cancel (F1) until you return to the document
screen, then try repeating step 1 again. You should not type anything or press any
other key (except Enter) after pressing List to display the correct list of files.
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After locating the file, notice that the size of the file (in bytes) and the date
and time it was created (or changed) are included with the filename. This
information can be important when trying to keep a large number of files
organized.

2 Press Exit (F7) to leave the list of files and return to the WordPerfect
screen.

You should now have a clear screen and be ready to continue with the next
lesson.

LESSON 2: LETTER 1 — FIRST DRAFT 11



Lesson 3: Memo Form

The heading of a memo usually includes titles for a date (Date), the name of
the person receiving the memo (To), the name of the person sending the
memo (From), and a brief description of the subject (Subject or RE). The
area below the heading can then be used for typing a message.

One of the advantages of using a word processor is that you can create a
memo form that includes only the titles, save it, then retrieve the form any
time you need to type a memo.

Designing the Form The first step in creating a memo form is to design the form. For example, a
simple design for a corporate memo might include the following titles and a
line to separate the heading from the message.

z—-0AR>=

zZ—CR>P>=2

Notice that the “Corporate Memo” title is centered between the margins. The
rest of the titles in the memo heading are bolded (highlighted) to help the
reader quickly find information in the heading.

Centering the Memo After deciding on a design, you can use the features in WordPerfect to help
Title you create the form.

1 Press Center (Shift-F6) to center the cursor between the left and right
margins.

12 LESSON 3: MEMO FORM



The cursor moves to the center position in the first line (check the position
number on the status line).

2 Type Corporate Memo for the memo title.
As you type, WordPerfect automatically centers the title between the margins.
3 Press Enter to end centering and return the cursor to the left margin.

4 Press Enter two more times to add extra spacing between the memo title
and the memo heading.

Highlighting the
Other Titles

Now that the memo title has been created, you can type the rest of the titles
by using Bold to highlight the text, and Tab and Enter to add extra spacing
to the right and below the title.

1 Press Bold (F6) to begin bolding.
Select Appearance from the Font menu, then select Bold.

Check the status line and notice that the “Pos” number is now as bright as
the rest of the status line (monochrome screens) or a different color (color
screens) to show you that Bold is on.

2 Type To: and press Bold again to end bolding.

3 Press Tab to add some space between the title and the text that will be
filled in.

4 Press Enter twice to add double spacing after the To title.

Now that you have created the To title, type the From and Date titles using
the same features.

5 Press Bold, type From: for the title, then press Bold again to end
bolding.

6 Press Tab for extra spacing to the right of the title, then press Enter
twice to double space after the title.

Press Bold, type Date: for the title, then press Bold again to end bolding.

Press Tab for extra spacing to the right of the title, then press Enter
twice for double spacing after the title.

Now, try typing the Subject title on your own, following the keystrokes in
steps 7 and 8.

9 Type Subject: for the last title using Bold, Tab, and Enter.

LESSON 3: MEMO FORM 13



Your memo form should now look similar to the one illustrated below.

Corporate Memo

Doc 1 Pg 1 Ln 2.83" Pos 1"

Creating a Line

14  LESSON 3: MEMO FORM

Equal signs (=) can be used to draw a simple double line between the
heading and the message area. However, instead of typing one character at a
time, there are two ways that you can quickly create a line with equal signs.

The first way is to simply hold down the key.

1 Hold down the equal sign (=) key until the line is filled with equal sign
characters, then release the key.

You may need to press Backspace to erase any equal signs that wrap to the next line.

Most of the keys on your keyboard are designed to repeat when you hold
them down. This is a great feature if you want to repeat a character, or hold
down an arrow key to move the cursor quickly through your text.

The function keys (F1 through FI0, etc.), which are used to select WordPerfect
features, also repeat when you hold them down. However, to select a feature (such
as F6 for Bold), all you need to do is tap the key lightly.

2 Hold down Backspace to quickly erase the line of equal signs.

While repeating keys are a feature of your keyboard, WordPerfect also
provides a more precise way of repeating a character by entering a repeat
value, then typing the character.

3 Press Center (Shift-F6) to center the line of equal signs.
4 Press Repeat (Esc) to select the Repeat feature.
5 Type 40 for the repeat value, then type an equal sign (=).

A centered line of 40 equal signs immediately appears. By using a repeat
value, you can instantly create a line that is exactly the length you need.

6 Press Enter twice to end centering and double space.



Your memo form should now look similar to the one illustrated below.

Corporate Memo

To:
From:
Date:

Subject:

Doc 1 Pg 1 Ln 3.17" Pos 1"

Inserting a Date

Before saving the memo form, an extra item can be added to the design that
will save you time when filling in the memo.

1 Place the cursor on the Date title, then press End to move the cursor to
the end of the line.

2 Press Date/Outline (Shift-F5) and select Date Code (2).
Select Date Code from the Tools menu.

The current date appears! And because you selected Date Code, the
displayed date will always be current whenever you fill in or print the memo.

Important: The date that appears is the date in your computer’s internal clock. If
the date is incorrect, check your DOS manual for details on changing the date.

Saving the Form

With the date code added, the memo form is ready to be saved.

1 Press Exit (F7) and type y (for yes) to save the memo.

2 Type memo for the filename, then press Enter to save the form.
3 Type n to stay in WordPerfect and clear the screen.

If you want to see if the file was actually saved on disk, go ahead and use
List (F5) as you did in Lesson 2. Otherwise, you are ready to continue with
the next lesson.

LESSON 3: MEMO FORM 15



Lesson 4: Letter 1 — Second Draft

The first draft of the reservation letter (lesson 2) has been reviewed by the
marketing director (Megan Sills) and contains a few editing remarks.

Because the first draft has already been saved in a file on disk, all you need
to do is retrieve the letter, make the necessary changes, print it for final approval,
then save the edited letter.

Retrieving the
Letter

A FILENAME

List Files can be used to retrieve the letter from the file on your disk.
1 Press List (F5), then press Enter to display a list of files on your disk.
Select List Files from the File menu.

2 Move the cursor to the PARK filename, then select Retrieve (1) from the
menu at the bottom of the screen.

A copy of the file is retrieved to the WordPerfect screen for editing. The name
of the file is displayed in the left half of the status line for your convenience.

Reservations Manager
Parkway Inn

1780 Delaware Ave.
Buffalo, NY 14209

CORPORATE MARKETING CONFERENCE RESERVATIONS

We would like to make reservations for a marketing conference to
be held on December 1, 2, and 3 of this year. A minimum of 40
people will be attending. Besides accommodations for those
attending, we will require your largest executive suite, a
conference room, and an extra meeting room for smaller gatherings.

An early confirmation would be sincerely appreciated.

Megan Sills
Marketing Director

DC:\WP51\LEARN\PARK Doc 1 Pg 1 Ln 1" Pos 1"
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Typing Over the
Dates

With a copy of the first draft on the screen, you are ready to begin making
changes. Checking the edited letter, it appears that the conference has been
moved to December 6, 7, and 8.

Reservations Manager
Parkway Inn

1780 Delaware Ave.
Buffalo, NY 14209

CORPORATE MARKETING CONFERENZE RESERVATIONS

6,7,a743

akions for a marketing conference to
pf this year. A minimum of 40

We would like to make
be held on Decembe:
people will be attendIng. Besides accommodations for those
attending, we will require your largest executive suite, a
conference room, and an extra meeting room for smaller gatherings.

An early confirmation would be sincerely appreciated.

Megan Sills
Marketing Director

1 Place the cursor on the number “1” in the first paragraph.

Instead of erasing each date and then typing the new date, Typeover can be
used to replace the numbers as you type. Typeover is turned on and off by
pressing Insert on your keyboard.

2 Press Insert (Ins) to turn on Typeover.

When Typeover is on, a “Typeover” message appears in the left half of the
status line.

3 Type 6, 7, and 8 to replace the old with the new dates.

4 Press Insert again to turn off Typeover and return to inserting text.

LESSON 4: LETTER 1 — SECOND DRAFT 17



Moving the Sentence

The sentence about the minimum number of people attending the conference
needs to be moved to the beginning of the second paragraph.

Reservations Manager
Parkway Inn

1780 Delaware Ave.
Buffalo, NY 14209

QFORPORATE MARKETING CONFERENCE RESERVATIONS

\§We would like to make reservations for a marketing conference to
be held on December 6, 7, and 8 of this year. (Z m%nimum oZ EO
eople will be atten Besides accommodations for those

a

G

ttending, we w Tequire your largest executive suite, a
onference room, and an extra meeting room for smaller gatherings.

e se,,

n early confirmation would be sincerely appreciated.

Megan Sills
Marketing Director

One way of moving the sentence would be to erase it using Backspace, and
then type it again at the beginning of the second paragraph. However,
WordPerfect provides a Move feature that performs the same task with just a
few keystrokes.

1 Place the cursor anywhere in the “minimum people” sentence.
2 Press Move (Ctrl-F4).

Choose Select from the Edit menu.

3 Select Sentence (1) from the menu.

The entire sentence is immediately highlighted so you can see the text that will
be moved. A menu on the status line lets you select a Move, Copy, Delete, or
Append option.

4 Select Move (1) to remove (cut) the sentence from the paragraph.

The sentence is removed from the screen and saved in a special file. Now all
you need to do is indicate where you want the sentence placed and retrieve it
with Enter (instead of Retrieve).

5 Place the cursor at the beginning of the second paragraph.

6 Press Enter to retrieve the sentence.
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You have completed the move in just a few keystrokes. Now, check your
screen to make sure that the sentence is in the correct place.

A\ MOVED SENTENCE

Reservations Manager
Parkway Inn

1780 Delaware Ave.
Buffalo, NY 14209

CORPORATE MARKETING CONFERENCE RESERVATIONS

We would like to make reservations for a marketing conference to
be held on December 6, 7, and 8 of this year. Besides
accommodations for those attending, we will require your largest
executive suite, a conference room, and an extra meeting room for
smaller gatherings.

D A minimum of 40 people will be attending. An early confirmation
would be sincerely appreciated.

Megan Sills
Marketing Director

€:\WP51\LEARN\PARK Doc 1 Pg 1 Ln 3.33" Pos 1"

Changing the Because the letter includes only two paragraphs, the editing remarks indicate
Margins that the left and right margins should be changed to 2 inches.

— — .

—— 2

Reservatiins Manager
Parkway Inn

1780 Delayare Ave.
Buffalo, §Y 14209

MARKETING CONFERENCE RESERVATIONS |

CORPORATE
We would }ike to make reservations for a marketing cohference to
be held op December 6, 7, and 8 of this year. Besid

accommodaiions for those attending, we will require your largest
executive|suite, a conference room, and an extra meeting room for
smaller g+therings.

A minimum,of 40 people will be attending. An early nfirmation
would be s$incerely appreciated. T

Megan Sills
Marketing, Director

Margins can be changed by using the Format key. The word “format” is a
standard term in word processing and indicates the style of your document or
the form into which the text is placed.
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For example, WordPerfect assumes that the paper size on which you are printing
is 8.5" x 11" (unless you select another size), and that there needs to be a 1 inch
margin around the edge of the page (left, right, top, and bottom).

As you type text, it is adjusted to fill in (fit) the format. When you want to
change the format,

1 Press Home twice, then press Up Arrow (T) to move the cursor to the very
beginning of the text in the letter.

2 Press Format (Shift-F8) to display a main menu of all the formats available.

Format

1 - Line
Hyphenation Line Spacing
Justification Margins Left/Right
Line Height Tab Set
Line Numbering Widow/Orphan Protection
2 - Page
Center Page (top to bottom) Page Numbering
Force Odd/Even Page Paper Size/Type
Headers and Footers Suppress
Margins Top/Bottom
3 - Document
Display Pitch Redline Method

Initial Codes/Font Summary

4 - Other
Advance Overstrike
Conditional End of Page Printer Functions
Decimal Characters Underline Spaces/Tabs
Language

Selection: 0

From the main menu, you can select from one of four menus for changing the
format. Because left and right margins affect the length of a line, you need to
select the Line Format menu.

3 Select Line Format (1).
Select Line from the Layout menu.
4 Select Margins (7) from the Line Format menu.

5 Type 2 and press Enter for the left margin, then type 2 and press Enter
for the right margin.

6 Press Exit (F7) to return to the letter, then press Down Arrow (1) to reformat
the text.

You can immediately see the results of setting larger left and right margins.
WordPerfect has automatically adjusted the text to fit into the new line length.
Now there are more and shorter lines.

Before changing the margins, you used the Home key to move the cursor to
the beginning of the letter. Each time you change a format, WordPerfect
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A CURSOR (EDITING SCREEN)

A CURSOR (REVEAL CODES
SCREEN)

places a code in your document at the cursor that changes the text from that
point forward through the document. In order to change the entire document,
you need to have the cursor at the beginning of the text.

Format codes (and all other WordPerfect codes) can be seen by using the Reveal
Codes screen.

7 Make sure the cursor is at the beginning of the letter, then press Reveal
Codes (Alt-F3).

Select Reveal Codes from the Edit menu.

The screen is split in half, with the upper screen displaying the text as you
normally see it when typing, and the lower screen revealing the text and all the
codes WordPerfect uses to format the text exactly the way it will be printed.

Reservations Manager
Parkway Inn

1780 Delaware Ave.
Buffalo, NY 14209

CORPORATE MARKETING CONFERENCE RESERVATIONS
We would like to make reservations for a

marketing conference to be held on December 6,
7, and 8 of this year. Besides accommodations

C:\WP51\LEARN\PARK Doc 1 Pg 1 Ln 1" Pos 2"
[L/R Mar:2",2"][Jeservations Manager[HRt]

Parkway Inn[HR

1780 Delaware . [HRt}

Buffalo, NY 14209[HRt]

[HRt]

[HRt]

CORPORATE MARKETING CONFERENCE RESERVATIONS[HRt]
[HRt]

We would like to make reservations for a[SRt]
marketing conference to be held on December 6, [SRt]

Press Reveal Codes to restore screen

The cursor in the top screen (editing screen) is mirrored by a cursor in the
bottom screen (Reveal Codes screen). The cursor in the Reveal Codes screen
is normally a solid block that highlights each code or character as you move
the cursor.

8 Press Reveal Codes to display the normal editing screen.
Select Reveal Codes from the Edit menu.

While in the Reveal Codes screen, you can edit and format as though you were
in the normal editing screen. In fact, many people prefer to use the Reveal
Codes screen when formatting a document to make sure that formatting codes
are placed in the correct positions.

From time to time the Reveal Codes screen will be used in the lessons to help
you understand how WordPerfect takes care of formatting your document. As
you become more familiar with the screen, Reveal Codes will become much more
important to you when using WordPerfect.
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Centering the Letter Although it was not mentioned in the editing remarks, a short letter usually
looks better on the page if it is centered between the top and bottom margins.

You could move to the beginning of the letter and press Enter a few times to
push the text down the page. However, WordPerfect provides a Center Page
Top to Bottom feature that does all the work for you.

1 Press Home three times and then Up Arrow (T) to move the cursor to the
beginning of the letter.

2 Press Format (Shift-F8) and select Page (2) to display a menu of page
formats.

Select Page from the Layout menu.

3 Select Center Page Top to Bottom (1) from the menu, type y, then press
Exit (F7) to return to the letter.

Previewing the While the letter is not centered in the editing screen, you can see it centered
Letter in a special View Document screen. View Document lets you see how your
document will appear on the printed page.

1 Press Print (Shift-F7).
Select Print from the File menu.

2 Select View Document (6), then select Full Page (3) to view the entire
letter.

If you have a graphics card in your computer, you should see the full page
displayed on the screen.

1 100% 2 200% 3 Full Page 4 Facing Pages: 3 Doc 1 Pg 1

If you do not have a graphics card in your computer, then WordPerfect does
its best to represent the printed page on your screen. You may not be able
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to read the text; however, you should be able to see the added space above
the text that indicates the letter will be centered.

In the View Document screen, as in the editing screen, the length and number of lines
in the letter will depend on which printer you selected when installing WordPerfect. The
View Document screen above displays the letter with the Workbook Printer selected.

WordPerfect lets you move in for a closer look at the page by using the 100%
and 200% options at the bottom of the screen.

3 Select 100% (1) from the menu line at the bottom of the preview screen.

This view represents your document at the actual size of 8.5" x 11". Because
most screens are smaller than the actual size, you can only see part of the page
at a time. However, you can use the arrow keys to move around on the page.

The 200% option displays your document at twice the actual size.

4 Select 200% (2) from the menu line at the bottom of the screen. Use the
arrow keys to move around on the page.

You can also see two pages at a time (Facing Pages) if you are previewing a
multi-page document. Since even pages are displayed on the left and odd pages
on the right, page 1 is displayed by itself in Facing Pages.

Printing the Letter

After previewing the letter, you can return to the Print menu to send it to the
printer.

1 Press Exit (F7) to return to the editing screen.

The right-hand button on the mouse works like Cancel.

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

Select Print from the File menu.

3 Select Full Document (1) to send the second draft of the letter to the printer.

While you cannot make any corrections to the document from the View
Document screen, you can return to the editing screen, make the necessary
changes, then view the document again before printing.

Looking into the File

At the beginning of the lesson you were told that the letter on your screen is
only a copy of the file contents on disk. If that is true, then you have been
making changes to the copy while the original has remained untouched.

1 With the printed letter in hand, press List (F5), then press Enter to display
the list of files.

Select List Files from the File menu.
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2 Move to the PARK filename and select Look (6) from the menu at the
bottom of the screen.

Reservations Manager
Parkway Inn

1780 Delaware Ave.
Buffalo, NY 14209

CORPORATE MARKETING CONFERENCE RESERVATIONS

We would like to make reservations for a marketing conference to
be held on December 1, 2, and 3 of this year. A minimum of 40
people will be attending. Besides accommodations for those
attending, we will require your largest executive suite, a
conference room, and an extra meeting room for smaller gatherings.

An early confirmation would be sincerely appreciated.

Megan Sills
Marketing Director

Look: 1 Next Doc; 2 Prev Doc: 0

What you see are the actual contents of the PARK file on disk. Compare the
file contents to the printed letter and you can immediately see that the document
in the file has not been changed.

3 Press Exit (F7) once to leave the Look screen, then press Exit again to
return to the edited letter.

Replacing the File

Although the letter on file and the edited copy on your screen are now different,
they both have the same filename. Because the letter in the file on disk is no
longer needed, it can be replaced with the edited version.

1 Press Exit (F7) and type y to save the edited letter.

The name PARK appears next to the “Document to be saved:” message at the
bottom of the screen. When you retrieve a copy of the file, it is given the
same name as the file on disk. WordPerfect always displays the name of the
copy in case you want to use the same name when saving.

The name of the directory or diskette from which the document is retrieved is also
included with the name of the document. When the directory or diskette name is included
with the filename, it is called the “pathname” of the file.  For example,
CAWPSI\LEARN\PARK would be the full pathname of the PARK file if it were saved
in a subdirectory called LEARN in the WP51 directory.

2 Press Enter to use the PARK name.

WordPerfect checks to see if there is another file on disk with the same name.
Because the PARK filename already exists, WordPerfect asks if you want to
replace the original letter with the edited copy on the screen.
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3 Type y to replace the original letter with the edited version, then type n to
stay in WordPerfect and clear the screen.

Was the original letter replaced by the edited copy? Before finishing the lesson,
you can check again by using Look.

4 Press List (F5), then press Enter to display the list of files.

Select List Files from the File menu.

5 Move the cursor to PARK and press Enter to select the Look option.
You can select Look by typing a “6” or an “L”, or by pressing Enter.

Compare the printed letter to the file contents. As you can see, the first draft
of the letter is gone and the edited version is now in the PARK file.

6 Press Exit (F7) once to leave the Look screen, then press Exit again to
return to the document screen.

The advantages of being able to work on a copy while keeping the original
safely stored are important. And once you are satisfied with the changes, it
only takes a few keystrokes to replace the original version with the edited copy.
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Lesson 5: Memo Fill-in

A memo needs to be sent to all department managers informing them of the
plans for a regional marketing conference. Because you have already created
and saved a memo form (lesson 3), you can retrieve it, fill it in, and print the

memo.
Retrieving the Beginning with a clear screen,
Memo Form . . . )
1 Press List (F5), then press Enter to display the list of files.
Select List Files from the File menu.
2 Place the cursor on the MEMO file, and then select Retrieve (1) to
retrieve the file.
Filling In the With the memo form on the screen, you can start filling in the heading
Heading information.
1 Place the cursor on the To title and press End to move the cursor to the
end of the line.
2 Type All Marketing Managers for the To information.
Editing in Reveal While filling in the memo heading, it may be useful to note some additional
Codes details about the Reveal Codes screen.

1 Place the cursor at the beginning of the From title.
2 Press Reveal Codes (Alt-F3) to see the WordPerfect codes in the memo.
Select Reveal Codes from the Edit menu.
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A\ NORMAL DISPLAY
A TEXT AND CODES
A BAR WITH TAB STOPS

Your screen should now look similar to the one illustrated below, with the
top half of the screen displaying the memo the way it normally looks, and
the bottom half of the screen displaying the memo with all the WordPerfect
codes.

Corporate Memo

To: All Marketing Managers

From: 4

Date: September 14,1989

Subject:

C:\WP51\LEARN\MEMO v Doc 1 Pi 1 Ln 1.83" Pos 1"

[HRt]
[BOLD]To: [bold] [Tab]All Marketing Managers[HRt]
[HRt]

[BOLD][§rom: [bold] [Tab] [HRt]
[HRt

[BOLD]Date: [bold] [Tab] [Date:3 1,4] [HRt] <
[HRt]

[BOLD]Subject: [bold] [Tab] [HRt]

[HRt]

Press Reveal Codes to restore screen

A reverse video bar divides the screen in half and indicates the position of
each tab stop setting with a triangle.

Below the bar is the Reveal Codes screen, which displays the codes that
WordPerfect places in a document whenever you press a key such as Tab,
Enter, or Bold. Each code tells WordPerfect exactly what to do when
displaying or printing the memo.

The [BOLD] and [bold] codes around the From title tell WordPerfect to begin
and end printing bolded characters.

3 If it is not already there, press Right Arrow (-) to place the cursor
between the [BOLD] and [bold] codes surrounding the From title.

When the cursor is between the Bold codes, the Position number on the status
line is bolded (top half of the screen).

4 Press Right Arrow () until the cursor is on the [Tab] code.
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A\ UNBOLDED POS NUMBER
A CURSOR ON [TAB] CODE
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When the cursor moves past the [bold] code, WordPerfect ends bolding and
returns to displaying (and printing) normal text, and the Position number
returns to a normal display.

Corporate Memo

To: All Marketing Managers

From: _

Date: September 14,1989
Subject: v
C:\WP51\LEARN\MEMO Doc 1 Pi 1 Ln 1.83" Pos 1.5"

[HRt]

EBOLI])]TO:[bold][Tab]All Marketing Managers[HRt]
HRt.

[BOLD]From: [bold][ETY](HRt]

[HRt]

[BOLD]Date:[bold][A][Date:S 1,4][HRt]

[HRt]

[BOLD]}Subject: [bold][Tab] [HRt]

[HRt]

Press Reveal Codes to restore screen

The tab is shown as a [Tab] code, and moves the cursor to the next tab stop
setting.

5 Press Right Arrow to move the cursor past [Tab].

Once you insert a tab, it can be quickly adjusted by resetting the tab stops
instead of adding or erasing spaces. In addition, text will line up on a tab,
but may not always line up if you have used spaces.

While you are in the Reveal Codes screen, you may want to try filling in the
rest of the memo heading.

6 Make sure that the cursor is to the right of the [Tab] code in the Reveal
Codes screen, and then type Megan Sills for the From information.

As you make changes in the bottom half of the screen (Reveal Codes), you
can see the effect they are having on the memo in the upper half of the
screen.

7 Place the cursor at the beginning of the Subject line, then press End to
move the cursor to the end of the line.

When you press End, the cursor moves past all of the codes in the line to the
exact place you need to enter the information for the subject. This is
especially helpful when you are in the normal editing screen and cannot see
the WordPerfect codes.

8 Type Corporate Marketing Conference for the subject information.



A [HR CODE
A [DATE3 1, 4] CODE

Before leaving the Reveal Codes screen, notice the [HRt] and [Date:3 1, 4]
codes.

Corporate Memo

To: All Marketing Managers

From: Megan Sills

Date: September 14,1989

Subject: Corporate Marketing Conference
C:\WP51\LEARN\MEMO Doc 1 Pg 1 Ln 2.5" Pos 5"
[ 3 L 0 4 . Y B i L s 4 } . i
[HRt]

[BOLD]Date: [bold][Tab]{Date:3 1,4][HRt]

[HRt]

[BOLD]Subject: [bold] [TablC rate Marketing Conference[TEX3] 4

[HRt]

[{CENTER] ======================== ==[HRt]

[HRt]

Press Reveal Codes to restore screen

The [HRt] codes are inserted each time you press Enter. They tell
WordPerfect to end the current line and return to the left margin to start a
new line. The [Date:3 1, 4] code tells WordPerfect to display and print the
current date in the memo.

You are probably beginning to realize that codes are very similar to text.

You insert them by pressing a key, and you can erase them with Backspace
or Delete.

9 Place the cursor on the [Tab] code next to “Corporate Marketing
Conference.”

10 Press Delete (Del) to erase the code, then press Tab to insert another
[Tab] code into the memo.

As you can see, a code is simply an instruction telling WordPerfect exactly
what you want done with the text.

11 Press Reveal Codes to return to the document screen.
(8 Select Reveal Codes from the Edit menu.

12 Press Page Down (PgDn) to move the cursor to the very end of the
memo form.

Typing the Message

You can now finish filling out the memo by typing the message in the area
below the line of equal signs.
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1 Type the following message:

We have arranged a Corporate Marketing Conference for December
6, 7, and 8 to be held at the Parkway Inn in Buffalo, New York. All
marketing managers and representatives are required to attend. If
you wish to bring a spouse or friend, please let Beverly know by the
end of the month so that arrangements can be made.

I will let you know when final approval has been given for the time
and place.

Underlining a Word

30

LESSON 5: MEMO FILL-IN

Because the reservations at the Parkway Inn have not been confirmed, the
word “tentatively” should be included before “arranged.” It would also be a
good idea to emphasize the word by underlining it.

1 Place the cursor on the “a” at the beginning of the word “arranged” in the
first sentence of the message.

2 Press Underline (F8), and type tentatively in the memo.
Select Appearance from the Font menu, then select Underline.

Notice that the word is underlined as you type, and that the Position number
on the status line is underlined to indicate that Underline is on.

Underlining on the screen depends on the type of monitor you are using. Color
monitors may display the characters in a different color, rather than with a line
beneath. Some monochrome monitors cannot display underlining at all, but in all
cases the codes can be seen in Reveal Codes.

3 Press Underline (F8) to turn off the feature, then press the Space Bar.

Your filled in memo should now look similar to the one illustrated in the
screen below.

Corporate Memo

To: All Marketing Managers
From: Megan Sills
Date: September 14,1989

Subject: Corporate Marketing Conference

We have tentatively arranged a Corporate Marketing Conference for December 6,
7, and 8 to be held at the Parkway Inn in Buffalo, New York. All

marketing managers and representatives are required to attend. If

you wish to bring a spouse or friend, please let Beverly know by

the end of the month so that arrangements can be made.

I will let you know when final approval has been given for the time
and place.

C:\WP51\LEARN\MEMO Doc 1 Pg 1 Ln 3.17" Pos 3"



Setting a Tah Stop The information in the heading may not be lined up on the same tab stop, or
may be too close to one or more of the titles. You could line up the
information by adding one or more extra tabs on each line. However, the
problem can also be corrected by setting a single tab stop for the entire
memo.

1 Press Home twice, then Up Arrow () to move the cursor to the
beginning of the text in the memo.

2 Press Format (Shift-F8), select Line (1) to display the menu of line
formats.

Select Line from the Layout menu.
3 Select Tab Set (8).

A tab ruler appears at the bottom of the screen with a L’s above ruler
marking the position of each current tab stop. The memo is displayed so that
you can see what happens to the document as you edit the tab stops.

A VEMO

A TAB STOPS carporate teno
To: All Marketing Managers
From: Megan Sills
Date: September 14,1989

Subject: Corporate Marketing Conference

We have tentatively arranged a Corporate Marketing Conference for
December 6, 7, and 8 to be held at the Parkway Inn in Buffalo, New
York. All marketing managers and representatives are required to
attend. If you wish to bring a spouse or friend, please let
Beverly know by the end of the month so that arrangements can be
made.

+5" +6" w7n
Delete EOL (clear tabs); Enter Number (set tab); Del (clear tab);
Type; Left; Center; Right; Decimal; .= Dot Leader; Press Exit when done.
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A\ LEFT MARGIN

A

32

DISTANCE FROM LEFT
MARGIN

LESSON 5: MEMO FILL-IN

The numbers in the ruler represent the left margin (0") and distances from the
left margin (+1",+2",+3",...). WordPerfect is set with a tab stop every half
inch.

Corporate Memo

To: All Marketing Managers
From: Megan Sills
Date: September 14,1989

Subject: Corporate Marketing Conference

We have tentatively arranged a Corporate Marketing Conference for
December 6, 7, and 8 to be held at the Parkway Inn in Buffalo, New
York. All marketing and r tatives are required to
attend. If you wish to bring a spouse or friend, please let
Beverly know by the end of the month so that arrangements can be

made. V

L'ERRES PR TR PRETS TIEES TIPS /PN RS /NS PINNES TN AR RS R T
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f H ! ) H ! ! !

Q +1 +2" +3 +4" +5" +6" +7"
Delete EOL (clear tabs); Enter Number (set tab); Del (clear tab};

Type; Left; Center; Right; Decimal: .= Dot Leader; Press Exit when done.

Let’s erase all the tab stops by using Delete to End of Line, then set a single
tab stop 1.5 inches from the left margin.

4 Press Home and Left Arrow (<) to move to the beginning of the ruler.

A -1" is displayed at the beginning of the ruler. It represents the left edge of
the page and the size of the left margin.

5 Press Delete to End of Line (Ctrl-End) to erase all the preset tab stops.
6 Type 1.5 for one and a half inches from the left margin, then press Enter

to set the tab stop in the ruler.



An “L” is placed in the tab ruler at 1.5 inches from the left margin, and the
information in the heading lines up at the new tab stop.

A\ HEADING INFORMATION
A NEW TAB STOP

Corporate Memo

v
To: All Marketing Managers
From: Megan Sills
Date: September 14,1989
Subject: Corporate Marketing Conference

We have tentatively arranged a Corporate Marketing Conference for
December 6, 7, and 8 to be held at the Parkway Inn in Buffalo, New
York. All marketing managers and representatives are required to
attend. If you wish to bring a spouse or friend, please let
Beverly know by the end of the month so that arrangements can be

made. V
......................... e e e e e e e eieeeaaaaaaaas
! ! ' ) i ' H | i
-1 o" +1" +2" +3" +4" +5" +6"
Delete EOL (clear tabs); Enter Number (set tab); Del (clear tab);
Type; Left: Center: Right; Decimal; .= Dot Leader; Press Exit when done.

As you change the tab settings in the tab ruler, WordPerfect reformats the
document so that you can see the results.

71 Press Exit (F7) twice to save the new tab setting and return to the memo.

Now all the information in the memo heading is lined up at 1.5 inches from
the left margin (or whatever setting you selected).

8 Press Reveal Codes (Alt-F3) to display the Tab Setting code.
Select Reveal Codes from the Edit menu.

A\ TAB SETTING CODE

Corporate Memo

To: All Marketing Managers

From: Megan Sills

Date: September 14,1989

Subject: Corporate Marketing Conference

C:\WP51\LEARN\MEMO Doc 1 Pg 1 Ln 1" Pos 1"
D[Tah Set:Rel: +1.5"] orporate Memo[HRt]

[HRt]

[HRt]

[BOLD]To: [bold] [Tab]All Marketing Managers[HRt]

[HRt]

[BOLD]From: [bold] [Tab]Megan Sills[HRt]

HRt

[BOLD]Date: [bold]{Tab)[Date:3 1,4][HRt]

[HRt]

[BOLD]Subject: [bold] [Tab]Corporate Marketing Conference[HRt]

Press Reveal Codes to restore screen

9 Press Reveal Codes to display to the full editing screen.
Select Reveal Codes from the Edit menu.
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Printing the Memo

With the memo finished, you can send it to the printer.

1 Press Print (Shift-F7).

Select Print from the File menu.

2 Select Full Document (1) to send the memo to the printer.

The printed memo should look like the version you created on your screen,
with the tab setting at exactly 1.5 inches (or whatever setting you selected)
from the left margin.

Saving the Memo
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With the memo printed, you are ready to save it for future reference.
However, because you will want to use the same memo form again, you need
to create a new file for the filled-in memo.

1 Press Exit (F7) and type y to save the filled-in memo.
Select Exit from the File menu.

Even though the original memo form filename appears next to the “Document
to be Saved:” message, you can type a new filename to have WordPerfect
create a new file for the filled-in memo.

2 Type parkmemo and press Enter to create the PARKMEMO file.
3 Type n to clear the screen and stay in WordPerfect.

The memo is now ready to send to the marketing managers, and you have
your own copy on disk in case you ever need to refer to it.

Before finishing the lesson, you may want to retrieve the MEMO file, place a
tab setting of 1.5 inches at the beginning of the form, then replace the memo
form on disk with the edited version. This will save you the effort of
inserting a new Tab Setting code each time you use the memo form.



Lesson 6: Letter 1 — Final Draft

The second draft of the reservation letter has returned with no additional
editing marks. However, the date at the top of the letter and initials below
the signature block still need to be included.

Retrieving the By now you should be familiar with the filename of the letter, so try using
Letter Retrieve (instead of List Files) to retrieve a copy of the second draft to the
screen.

1 Press Retrieve (Shift-F10) and notice that a “Document to be Retrieved:”
message appears on the status line.

Select Retrieve from the File menu.

2 Type park and press Enter to retrieve a copy of the letter from the file.

Inserting a Date The date of the reservation letter should be the date the letter is signed.
Assuming the letter needs to go out today, you can use Date (as you did in
the memo) to insert the current date. However, instead of inserting a code,
you can insert the date as text.

1 Press Reveal Codes (Alt-F3), then place the cursor to the right of the
[Center Page] and [L/R Mar] codes (if the cursor is not already there).

Select Reveal Codes from the Edit menu.

Important: The Center Page code should always be at the top of the page to be
centered.

2 Press Date/Outline (Shift-F5) and select Date Text (1).
Select Date Text from the Tools menu.

3 Press Enter four times to add extra spacing between the date and the
inside address.

4 Press Up Arrow (1) until the cursor is at the beginning of the date.
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A\ TEXT IN EDITING SCREEN

A TEXT IN REVEAL CODES
SCREEN

Instead of inserting a date code in the memo, the date is inserted as text.

September 19, 1989 4]

Reservations Manager
Parkway Inn

1780 Delaware Ave.
Buffalo, NY 14209

CORPORATE MARKETING CONFERENCE RESERVATIONS

C: \WP51\LEARN\PARK poc 1 Pg 1 Ln 1" Pos 1"
[Center Pg];ptember 19, 1989[HRt]!!’
[HRt]

[HRt]

[HRt]

Reservations Manager[HRt]
Parkway Inn[HRt]

1780 Delaware Ave.[HRt]
Buffalo, NY 14209 [HRt]
[HRt]

[HRt]

Press Reveal Codes to restore screen

Because the date appears as text in the Reveal Codes screen, there are no
instructions for WordPerfect to keep the date current if you retrieve the
document later.

5 Press Reveal Codes to return to the normal editing screen.
Select Reveal Codes from the Edit menu.

Typing the Initials

Now that the date is set, you can move to the bottom of the letter and add
the initials.

1 Press Page Down (PgDn) to move the cursor to the end of the closing,
then press Enter twice to double space.

2 Type cjg to add the typist’s initials to the letter.

Spell-Checking the
Letter

As a final step in the editing process, you can use the Speller to make sure
there are no spelling errors, double words, or words that mistakenly contain
numbers.

The Speller compares each word in the document to a dictionary list of over
120,000 words to make sure that every word is spelled correctly. Whenever
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WordPerfect can’t match a word against the list, the Speller stops and
displays suggested spellings for the word.

A\ MISSPELLED WORD
A CORRECT SPELLING Buffalo, NY 14209

CORPORATE MARKETING CONFERENCE RESERVATIONS

We like to make reservations for a marketing conference to be
held An December 6, 7, and 8 of this year. Besides accommodations

for se attending, we will require your largest executive suite,
a conference room, and an extra meeting room for smaller
gatherings.

Doc 1 Pg 1 Ln 3" Pos 1.3"
s i ) i i

woad wold wood

A. B. C.

D. word E. would 43 F. wound
G. wad H. wade I. wait
J. we'd K. weald L. wed

M. weed N. weighed 0. weight
P. weld Q. wet R. what
S. wheat T. whet U. whit
V. white W. who'd X. wide

Press Enter for more words

Not Found: 1 Skip Once; 2 Skip; 3 Add; 4 Edit; 5 Look Up; 6 Ignore Numbers: 0

You can correct the spelling by typing the letter next to a suggested word, or
by selecting Edit (4) from the menu, making the correction yourself, and
pressing Exit (F7) to continue spell-checking.

Sometimes WordPerfect stops on the proper name of a person or street
because the word is not found in the dictionary.

A\ PROPER NAME
A NO SUGGESTED SPELLINGS A minimum of 40 people will be attending. An early confirmation

would be sincerely appreciated.

Magleby
Marketing Director

cjg

Doc 1 Pi 1 Ln 4.83" Pos 1"

Not Found: 1 Skip Once; 2 Skip; 3 Add; 4 Edit; 5 Look Up; 6 Ignore Numbers: 0

If the spelling is correct, then you can select Skip (2) from the menu to have
the speller skip over that word for the rest of the document.

Important: If you are running WordPerfect from two disk drives, insert your Speller
diskette into drive B before continuing the lesson.
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With this brief introduction to the Speller, try spell-checking the reservation
letter on your own. Most individuals seem to agree that the Speller is quite
easy to use, and needs little or no explanation.

It is generally a good idea to save your document before spell-checking.

1 Press Spell (Ctrl-F2) to display the Spell menu.

Select Spell from the Tools menu.

2 Select Document (3) from the menu to begin spell-checking the letter.

Remember that when the Speller stops on a proper name, simply select Skip
(2) to continue. If you get lost, you can always press Cancel (F1) one or
two times to stop the spell-checking and return to the normal editing screen.

3 Spell-check the letter, skipping and editing words as described above.

After spell-checking is finished, WordPerfect displays a count of the number
of words in the letter and a message telling you to press any key to continue.

4 Press any key to return to the editing screen.

Printing and Saving

Now that the final draft of the letter is finished, you can send it to the
printer, then save it on disk.

Important: If you are running WordPerfect from two disk drives, you need to
replace the Speller diskette with your Workbook diskette before continuing the lesson.

1 Press Print (Shift-F7) and select Full Document (1).
Select Print from the File menu.

While the letter is printing, you can continue editing the copy of the letter on
your screen, save it, send another copy to the printer, etc. In fact you can
send several documents to the printer, and still continue using WordPerfect to
create and edit documents.

You can display a list of documents (print job list) that you have sent to the printer
by pressing Shift-F74. As soon as WordPerfect finishes sending the document to the
printer, the document (print job) is removed from the list.

2 Press Exit (F7) and type y to save the letter.

3 Press Enter to use the PARK filename, type y to replace the original file
with the edited letter on the screen, then type n to clear the screen and
stay in WordPerfect.

The final draft is stored on disk, and you are ready to continue on to the
next lesson.

You can retrieve the PARKSPEL.WKB file if you want to try using the Speller with a
document that has several spelling errors. Remember to clear the screen before
starting the next lesson.
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Lesson 7: Getting Help

Now that you have been introduced to a few basic features of WordPerfect,
let’s explore the resources available for getting the help you may need to
solve a problem, answer a question, or find out more about WordPerfect.

Cancel

One of the most valuable tools for helping you out of an immediate problem
is the Cancel key. By pressing Cancel one or more times, you can back out
of menus or messages.

When formatting a document from a menu, the Exit key is designed to save
the setting and return you to the document, while the Cancel key is designed
to return you to the document without saving the setting (in most cases).

Suppose you want to retrieve the PARKMEMO file to make some editing
changes.

1 Press Retrieve (Shift-F10), type parkmemo for the filename, then press
Enter to retrieve a copy of the letter.

Select Retrieve from the File menu.

After making the editing changes, you decide to save the document and clear
the screen.

2 Press Exit (F7), type y to save the letter, press Enter to use the same
filename, then type y to replace the letter.

You are now faced with the question “Exit WP? No (Yes)”. However, you
remember that you want to change the left and right margins to 2 inches.

If you type “y”, you will exit WordPerfect. If you type “n”, the screen will
be cleared, and you will need to retrieve the letter again. However, you can
press the Cancel key to keep the letter on the screen.

3 Press Cancel (F1) to return to the letter.

You are returned to the same place in the letter to continue editing, and can
now change the margin settings.

4 Press Format (Shift-F8) and select Line (1).
Select Line from the Layout menu.
5 Select Margins Left/Right (7).

As you are about to enter the new margin settings, you remember that the
cursor may not be at the beginning of the memo. Pressing the Cancel key
will take you out of the format menus without inserting a margin code.

6 Press Cancel (F1) until you return to the memo.
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7 Press Reveal Codes (Alt-F3) and notice that a Margin Setting code was
not placed in the letter.

Select Reveal Codes from the Edit menu.

8 Press Page Up (PgUp) to make sure you are at the beginning of the
letter.

9 Press Format (Shift-F8) and select Line (1).
Select Line from the Layout menu.
10 Select Margins Left/Right (7).

11 Type 2 and press Enter for the left margin, then type 2" and press Enter
for the right margin.

12 Press Exit (F7) to return to the letter.

Notice that a Margin Setting code is now inserted into the letter, and the
Position number on the status line indicates the new left margin.

Besides helping you to back out of menus and messages, the Cancel key is
also designed to help you restore text that you’ve mistakenly deleted.
Because this feature of the Cancel key works differently than backing out of
a menu or message, it is called “Undelete.”

13 Press Delete to End of Line (Ctrl-End) to delete the “Corporate Memo”
title.

14 Press Cancel (F1).
Notice that the deleted title is highlighted on your screen.
15 Select Restore (1) to insert the deleted title back into the memo.

Not only is the text of the title restored, but also the Center code. Let’s try
deleting a couple more lines, then restoring them to the memo.

16 Move the cursor to the To line, make sure the cursor in the Reveal Codes
window is on the [BOLD] code, then press Delete to End of Line (Ctrl-
End).

17 Move the cursor to the Date line, make sure the cursor is on the [BOLD]
code, then press Delete to End of Line.

18 Press Page Up to move the cursor to the beginning of the memo.

19 Press Cancel (F1), then select Previous Deletion (2) several times to cycle
through the deleted entries.

You can also use the Up and Down Arrow keys to cycle through previous deletions.



Notice that WordPerfect saves up to three deletions for you, and that they are
displayed at the cursor position. To restore the deleted text, you need to
make sure the cursor is in the same position it was before selecting Restore.

20 Press Cancel (F1) to back out of Undelete.

21 Restore the To and Date lines to the memo by moving the cursor to the
correct position, pressing Cancel, then using Restore (1) and Previous
Deletion (2) to insert the text back into the memo.

At this point, you may want to try experimenting with the Cancel key on
your own. Remember to use Cancel as your “first line of defense” when
trying to back out of a problem situation.

22 Press Reveal Codes to display the normal editing screen.
Select Reveal Codes from the Edit menu.

23 Press Exit (F7), and type n twice to clear the screen.
Select Exit from the File menu.

Help is like having a quick reference manual at your fingertips. You can
turn to Help for a list of features and keystrokes, a brief explanation of each
feature, or a keyboard template.

Important: If you are running WordPerfect from two disk drives, you need to make
sure that the WordPerfect 1 diskette is in drive B before continuing the lesson. The
Help files are located on the WordPerfect 1 diskette.

For example, you may have forgotten the keystrokes for Justification.

1 Press Help (F3), then type j to display a list of all the features that start
with the letter “J”.

Select Index from the Help menu.

If you have forgotten what Justification does, reference information is just a
keystroke away.

2 Press Format (Shift-F8), select Line (1), then select Justification (3) to
display text explaining the Justification feature.

3 Press Enter (or the Space Bar) to exit Help.

Where can you find a keyboard template? Try using Help.
4 Press Help twice to display a keyboard template.

Select Template from the Help menu.

When you do find the keystrokes for a feature by displaying the template (or
the alphabetical list), you can immediately display the reference screen from
the template or list by simply pressing the keystrokes for that feature.
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5 Find “Move” on the displayed keyboard template, and press the
appropriate keystroke (Ctrl-F4).

While on one reference screen, you can turn to another by pressing the
appropriate keystrokes for the feature, or by returning to the list, finding the
keystrokes, and pressing them.

6 Press Bold (F6) to turn to the information on bolding.
7 Type d to display a list of all features that start with “D”.

8 Find Date/Time and press the appropriate keystrokes to display the
reference screen.

9 Press Help to return to the keyboard template, then press Enter (or the
Space Bar) to exit Help.

WordPerfect also provides what is called context-sensitive help. If you are in
a menu and can’t remember which option to select or how a particular option
works, WordPerfect senses where you are and automatically selects the help
information for the menu (or feature) that you are using.

10 Press Print (Shift-F7), then type s to select a printer.
Select Print from the File menu.
11 Press Help. WordPerfect displays the information on selecting printers.

12 Press Enter to exit Help, then press Exit (F7) twice to return to the
normal editing screen.

As you can see, Help is quite flexible and provides a variety of information.
If you want a reminder as to how Help works, simply press the Help key.

13 Press Help to display instructions for using Help.
Select Help from the Help menu.

Help License # WP9991234567 WP 5.1 09/01/89

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
works.

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: Q (Press ENTER to exit Help)



Notice that your customer registration number (if you entered it), the version
number, and the date of the program are listed at the top ot the screen. This
information is useful to WordPerfect Customer Support when referring to
problems you are having with the program.

14 Press Enter (or the Space Bar) to exit Help.

Help is a way of quickly finding the keystrokes for a particular feature, and
some summary reference material. However, if you want detailed information
about a feature, you should turn to your WordPerfect Reference Manual for
an in-depth explanation.

Important: If you are running WordPerfect from two disk drives, replace the
WordPerfect 1 diskette with the Learn diskette before continuing.

Reference Manual

The greatest amount of information available on any single WordPerfect
feature can be found in the WordPerfect Reference Manual. The manual is
divided into the following basic sections:

* Getting Started
» Reference
¢ Appendix
* Glossary/Index

The Getting Started section provides some basic information about how to
begin using WordPerfect. The Reference section will help you find the
information you need on specific features. Topics are listed alphabetically
with subheadings in the text that point you to specific details.

In the Appendix you can find a list of the files on the diskettes in the
WordPerfect package, as well as lists of codes, clip-art images, scientific and
mathematical symbols, etc.

If you are having trouble locating a subject, the /ndex provides a more direct
access to the information. Simply look for the topic and turn to the
referenced page(s).

The primary purpose of the WordPerfect Reference Manual is to provide
detailed, technical information on individual features. If you are looking for
information on how to perform special tasks (printing envelopes) or create
specialized documents (newsletters), then turn to the table of contents or index
in the WordPerfect Workbook.

Tutorial

While the first few lessons in the workbook are designed to take you step by
step through the fundamentals of WordPerfect, you may still become lost or
confused by accidentally pressing the wrong key.
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If you are finding it difficult to complete the initial lessons, or you want a
detailed review of the lessons, try using the WordPerfect Tutorial provided on
the Learning diskette in your WordPerfect package. Details on installing and
using the tutorial are found in the Getting Started section of the WordPerfect
Reference Manual.

Customer Support

For most people, it is comforting to know that help is as close as the nearest
telephone. And WordPerfect Corporation’s customer support department is
among the best available in the software industry.

However, because the support is given over the telephone, you need to be
able to describe the problem as clearly as possible to the person at the other
end of the line. So, before picking up the receiver to call Customer Support,
take a moment to collect your thoughts and any information that might be
helpful.

For example, try duplicating the problem, then write down the keys you
pressed that caused the error. It is also important that you know the type of
computer, monitor, and printer you are using, and some basic features of the
equipment (amount of memory, serial or parallel printer, DOS version, etc.).

The better the information, the quicker Customer Support can respond with a
solution that will help you be successful in using WordPerfect for your
personal or business needs. You will need to be at your computer before
calling Customer Support.

Important: Getting Started in the WordPerfect Reference Manual provides all the
information you need to contact Customer Support.

Supplemental
Materials
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In an effort to keep you informed of any significant changes in the program,
as well as provide additional details and applications about WordPerfect
features, the WPCorp Report is regularly sent to all registered WordPerfect
users. Be sure to complete and mail your registration card to ensure that you
will get all the new information.

There are many independent organizations that can give you help, advice, and
new ideas for using WordPerfect. Many localities have user support groups
that provide information and guidance to computer users. Bulletin Board
Systems and other electronic forums are also a good place to participate in
the exchange of ideas about WordPerfect.

WordPerfect Magazine is an independent publication dedicated to serving
WordPerfect users. You may also want to check your local bookstore for
other publications that deal with WordPerfect applications.

The views of these independent groups do not necessarily reflect the official
positions of WordPerfect Corporation, its officers, or its employees.



Lesson 8: Letter 2 — First Draft

The majority of business letters are only one page in length. However, there
are times when a letter may require two, three, or even more typed pages.
Whatever the length, WordPerfect provides the features to make editing quick
and easy.

Retrieving the
Letter

For example, the first draft of a three-page letter needs some editing changes
to prepare the letter for final approval.

1 Press Retrieve (Shift-F10) and enter musichox.wkb to retrieve a copy of
the rough draft.

Select Retrieve from the File menu.

From now on, the word “enter” will be used whenever you need to press
Enter after typing the bolded text. For example, after typing
MUSICBOX.WKB, you should have pressed Enter to retrieve a copy of the
letter.

You may have noticed that the filename of the letter included a .\WKB at the end of
the name. If you want to know more about how files are named, turn to the Special
Techniques lesson at the end of Fundamentals I.

Using the Home Key

The first correction is several lines down the page, close to the bottom of the
screen.

Ms. Heather Wilson
Director of Sales
Swiss America, Inc.
1030 Harrington Blvd.
Newark, NJ 07112

Dear Ms. Wilson,

After recently visiting the Sundheim booth at the WURLD trade
exposition in Amsterdam, I was very impressed with both the
quality and variety of hand-crafted music boxes displayed. While
speaking with the Sundheim marketing director, I was informed
that distribution of the music boxes in the United States is
handled directly through your company.

As you know, HALVA International has retailed an exclusive line
of jewelry from Europe for over 50 years. Until recently, we
have handled the majority of our business through a mail order
service.

We are now planning to expand our business by opening several

retail outlets in major cities through the U ed States. At the
same time, we would also like to include a line of
Sundheim music boxes. —

We would like to order a selection of music boxes from the
following list for the conference:

Fairies

Pan's Pipes
Gondolier

Silver Harmonies
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You could use Down Arrow to move to the correction, but a faster way is to
use Home (usually on the right side of your keyboard).

1 Press Home, then press Down Arrow ().

Notice that the cursor moved down to the last line on your screen. Pressing
Home once and then Up Arrow or Down Arrow moves you quickly backward
or forward through your document a screen at a time. Home is useful for
moving through large areas of text.

“ ”»”

2 Place the cursor on the
the third paragraph.

in the word “complete” in the last sentence of

Using the Delete
Key

Instead of using Backspace to erase the word, try using Delete. Like
Backspace, Delete erases both text and codes. However, it erases the
character at the cursor instead of the character to the left of the cursor.

1 Press Delete (Del) until the word “complete” is erased.

Because the cursor stays in the same position as you press Delete, it appears
as though Delete erases characters to the right of the cursor.

Restoring Deleted
Text

/\ DELETED WORD

Once you delete a word (or any text) with WordPerfect, you can bring it
back by using the Undelete feature.

1 Press Cancel (F1) to bring back the deleted word.
After pressing Cancel, the deleted word is displayed at the cursor location.

Ms. Heather Wilson
Director of Sales
Swiss America, Inc.
1030 Harrington Blvd.
Newark, NJ 07112

Dear Ms. Wilson,

After recently visiting the Sundheim booth at the WURLD trade
exposition in Amsterdam, I was very impressed with both the
quality and variety of hand-crafted music boxes displayed. While
speaking with the Sundheim marketing director, I was informed
that distribution of the music boxes in the United States is
handled directly through your company.

As you know, HALVA International has retailed an exclusive line
of jewelry from Europe for over 50 years. Until recently, we
have handled the majority of our business through a mail order
service.

We are now planning to expand our business by opening several
retail outlets in major cities through the Unxted States At the
same time, we would also like to include a Syot3d

Sundheim
Undelete: 1 Restore; 2 Previous Deletion: 0 A

WordPerfect saves up to the last three deletions. The saved deletions can be
seen one at a time by selecting Previous Deletion. However, all you need to
do is restore the most recent deletion.

46 LESSON 8: LETTER 2 — FIRST DRAFT



2 Select Restore (1) to place the word “complete” back into the letter.

Now that you have seen how easy it is to restore deleted text, keep the
Undelete feature in mind whenever you make a mistake and erase the wrong
character, word, or phrase while doing the lessons.

3 Press Backspace until the word “complete” and the space before it are
erased again.

Scrolling Through
the Letter

The word “immediate” is the next word that needs to be deleted.

retail outlets in major cities through the United States. At the
same time, we would also like to include a line of Sundheim music
boxes.

We would like to order a selection of music boxes from the
following list for the conference:

Fairies

Pan's Pipes
Gondolier

Silver Harmonies
Return to the Danube
Patterns

Autumn Memories
Paris at Night
Follow the Leader
Secrets

Symphony Strings
Black Forest Summer
Punting on the Thames
Winter's Wonder
Goatherd

In addition to the above music boxes, our marketing department
would also like to request one or more transparencies for as many

music boxes as possible for our ca g and other advertising
promotions. For theImmedia Uture, we would like to have
transparencies sent £3 € following:

Beautiful Dreamer

Always

Christmas Fantasy
Little Flower Girl
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However, the line with the correction is probably not on your screen right
now. This is because most screens only let you see 24 lines at a time (the
25th line is reserved for the status line).

1030 Harrington Blvd.
Newark, NJ 07112

Dear Ms. Wilson,

After recently visiting the Sundheim booth at the WURLD trade
exposition in Amsterdam, I was very impressed with both the

Quality and variety of hand-crafted music boxes displayed. While
speaking with the Sundheim marketing director, I was informed
that distribution of the music boxes in the United States is
handled directly through your company.

As you know, HALVA International has retailed an exclusive line
of jewelry from Europe for over 50 years. Until recently, we
have handled the majority of our business through a mail order
service.

We are now planning to expand our business by opening several
retail outlets in major cities through the United States. At the
same time, we would also like to include a line of Sundheim music
boxes.

We would like to order a selection of music boxes from the
following list for the conference:

Fairies

Pan's Pipes

Gondolier

Silver Harmonies

Return to the Danube

Patterns

C:\WP51\LEARN\MUSICBOX.WKB Doc 1 Pg 1 Ln 6.5" Pos 5.3"

Autumn Memories
Paris at Night
Follow the Leader
Secrets

Symphony Strings
Black Forest Summer
Punting on the Thames
Winter's Wonder

In order to move the paragraph onto the screen, you need to use Down
Arrow to scroll the top part of the letter off the screen.

1 Press Down Arrow (1) several times until the paragraph following the list
of music boxes is on your screen.

A\ PARAGRAPH FOLLOWING
LIST

We would like to order a selection of music boxes from the
following list for the conference:

Fairies

Pan's Pipes
Gondolier

Silver Harmonies
Return to the Danube
Patterns

Autumn Memories
Paris at Night
Follow the Leader
Secrets

Symphony Strings
Black Forest Summer
Punting on the Thames
Winter's Wonder
Goatherd

Dxn addition to the above music boxes, our marketing department
would also like to request one or more transparencies for as many
music boxes as possible for our catalog and other advertising
promotions. For the immediate future, we would like to have
transparencies sent for the following:
C:\WP51\LEARN\MUSICBOX.WKB Doc 1 Pa 1 Ln 9" Pos 1"
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As you press Down Arrow, the lines at the top of the screen move off to
make room for the lines below. The lines that are not on the screen, which
include most of the music box letter, are available at any time by simply
using the Home and/or arrow keys to scroll them back onto the screen.

You may want to take a few moments right now to try scrolling through the
entire letter. If you do, make sure that you return to the same paragraph
before continuing the lesson.

2 Use Backspace or Delete (Del) to erase the word “immediate” from the
last sentence in the paragraph below the list.

As you learn more about WordPerfect, you will discover there are several
ways to move the cursor and delete text. For example, the phrase “one or
more” in the same paragraph needs to be deleted.

retail outlets in major cities through the United States. At the
same time, we would also like to include a line of Sundheim music
boxes.

We would like to order a selection of music boxes from the
following list for the conference:

Fairies

Pan's Pipes
Gondolier

Silver Harmonies
Return to the Danube
Patterns

Autumn Memories
Paris at Night
Follow the Leader
Secrets

Symphony Strings
Black Forest Summer
Punting on the Thames
Winter's Wonder
Goatherd

In addition to the above mus b Qur mare :txng department
would also like to tequesttransparem:les for as many
music boxes as possible for ou og and other advertising
promotions. For the immediate future we would like to have
transparencies sent for the following:

Beautiful Dreamer
Always

Christmas Fantasy
Little Flower Girl

You could use Backspace or Delete to delete the phrase a character at a time.
However, you can also use Delete Word to delete the phrase a word at a
time.

1 Place the cursor on the word “one” in the first sentence of the paragraph.
2 Press Delete Word (Ctrl-Backspace) to delete the word.

Once the word “one” is deleted, the text moves in from the right, and you
can then use the Delete Word feature to delete the next word.

3 Press Delete Word (Ctrl-Backspace) to delete the word “or,” then press
Delete Word again to delete the word “more.”
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Deleting a Line For the next editing change, you can use Delete to End of Line to delete

“Symphony Strings” from the list of music boxes.

We are now planning to expand our business by opening several
retail outlets in major cities through the United States. At the
same time, we would also like to include a line of Sundheim music
boxes.

We would like to order a selection of music boxes from the
following list for the conference:

Fairies

Pan's Pipes
Gondolier

Silver Harmonies
Return to the Danube
Patterns

Autumn Memories
Paris at Night
Follow the Leader

(Symphony Strings

st Summer
Punting on the Thames
Winter's Wonder
Goatherd

In addition to the above music boxes, our marketing department
would also like to request transparencies for as many music boxes
as possible for our catalog and other advertising promotions.

For the future, we would like to have transparencies sent for the
following:

Beautiful Dreamer
Always

Christmas Fantasy
Little Flower Girl

1 Place the cursor at the beginning of “Symphony Strings” in the list.

2 Press Delete to End of Line (Ctrl-End) to delete both words at the same
time.

Notice that only the text in the line is deleted. The hard return [HRt] is still
keeping the line open for typing more text. You can delete the hard return
by simply pressing Delete.

3 Press Delete (Del) to delete the empty line.
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Starting a New Page

When you start WordPerfect, all four margins (left, right, top, and bottom) are
initially set at one inch. For example, you may have noticed that the memo
you printed in lesson 5 had one-inch margins.

Corporate Memo

To: All Marketing Managers

From: Megan Sills

Date: September 20,1989

Subject: Corporate Marketing Conference

We have tentatively arranged a Corporate Marketing Conference for
December 6, 7, and 8 to be held at the Parkway Inn in Buffalo, New
York. All marketing managers and representatives are required to
attend. If you wish to bring a spouse or friend, please let
Beverly know by the end of the month so that arrangements can be
made.

I will let you know when final approval has been given for the time
and place.

WordPerfect is also set (initially) to print on a standard letter-sized page (8%"
x 11"). Because the size of the page and margins are already known,

WordPerfect automatically wraps the cursor to the left margin when a line is
full (6%").

The same is true when a page fills up. WordPerfect automatically wraps the
next line to the top of a new page after reaching 9". To help you see where
the old page ends and the new page begins, WordPerfect places a page break
(a line of dashes) across the screen.

The Position number on the status line displays 7.5" (not 6.5") when a line is full
because WordPerfect is measuring from the left edge of the page (not the left
margin). The Ln number includes the top margin of the page.

For example, in the music box letter, a page break falls in the middle of the
second list of music boxes.
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1 Press Down Arrow () until you see the page break on your screen.

A\ PAGE BREAK

Punting on the Thames
Winter's Wonder
Goatherd

In addition to the above music boxes, our marketing department
would also like to request transparencies for as many music boxes
as possible for our catalog and other advertising promotions.

For the future, we would like to have transparencies sent for the
following:

Beautiful Dreamer
Always

Christmas Fantasy
Little Flower Girl
Just a Song

Easter Parade A
Somewhere, Somehow

Joplin

San Francisco Nights

Happiness

Grecian Holiday

Lazy River

Blues
C:\WPS51\LEARN\MUSICBOX.WKB Doc 1 Pg 2 Ln 2.17" Pos 1"

The editing remarks indicate that the beginning of the second list needs to
start at the top of the second page.

retail outlets in major cities through the United States. At the
same time, we would also like to include a line of Sundheim music
boxes.

We would like to order a selection of music boxes from the
following list for the conference:

Fairies

Pan's Pipes
Gondolier

Silver Harmonies
Return to the Danube
Patterns

Autumn Memories
Paris at Night
Follow the Leader
Secrets

Black Forest Summer
Punting on the Thames
Winter's Wonder
Goatherd

In addition to the above music boxes, our marketing department
would also like to request transparencies for as many music boxes
as possible for our catalog and other advertising promotions.

For the future, we would like to have transparencies sent for the

following: START NEW PAGE HERE
Beautiful Dreamer

Always

Christmas Fantasy

Little Flower Girl

Just a Song

One way of solving the problem is to push the beginning of the list to the
top of the second page by adding some extra lines.

2 Place the cursor at the beginning of the “Beautiful Dreamer” line.
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A\ TOP OF SECOND PAGE

3 Press Enter until “Beautiful Dreamer” is at the top of the second page.

Notice that the page break stayed in the same place, while the lines moved

Punting on the Thames
Winter's Wonder
Goatherd

In addition to the above music boxes, our marketing department
would also like to request transparencies for as many music boxes
as possible for our catalog and other advertising promotions.

For the future, we would like to have transparencies sent for the
following:

Beautiful Dreamer
Always

Christmas Fantasy
Little Flower Girl
Just a Song

Easter Parade
Somewhere, Somehow
Joplin

C:\WP51\LEARN\MUSICBOX.WKB Doc 1 Pg 2 Ln 1" Pos 1"

past it. This is because the page break is a soft page break that stays in the
same place, just like the soft return that stays at the end of a line in a

paragraph, allowing the words to wrap through it.

However, just as you can use Enter to create a shorter line, you can use Hard
Page to create a shorter page. Instead of forcing the beginning of the list to
the next page by adding empty lines, try using Hard Page.

4

Place the cursor at the beginning of the “Beautiful Dreamer” line (if it is

not already there).

Press Backspace until the empty lines you added are deleted.

Press Hard Page (Ctrl-Enter) to insert your own page break.

Punting on the Thames
Winter's Wonder
Goatherd

In addition to the above music boxes, our marketing department
would also like to request transparencies for as many music boxes
as possible for our catalog and other advertising promotions.

For the future, we would like to have transparencies sent for the
following:

Beautiful Dreamer
Always

Christmas Fantasy
Little Flower Girl
Just a Song

Easter Parade
Somewhere, Somehow
Joplin

San Francisco Nights
Happiness

Grecian Holiday

Lazy River
C:\WP51\LEARN\MUSICBOX.WKB

Doc 1 Pg 2 Ln 1" Pos 1"
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If the page break is in the wrong place, simply press Backspace to delete it, then
make sure your cursor is at the very beginning of the “Beautiful Dreamer” line
before pressing Hard Page.

The page break you put in with Hard Page is displayed as a line of equal
signs (=====) instead of a line of dashes (-----). This is done because the
hard page break stays with the text instead of remaining in the same place
while the text moves past it.

7 Place the cursor at the end of the paragraph above the list.
8 Press Enter until a soft page break appears.

Notice that WordPerfect pushes the hard page break down and will even add
a page break of its own (if necessary) to keep the list at the top of a page.
WordPerfect will always keep the hard page break in exactly the same place
you inserted it.

9 Press Backspace until you delete the empty lines you inserted with Enter
and the soft page break is gone.

Saving the Letter While editing the letter, or creating your own documents, you may have
noticed a “* Please Wait *” message flash on the screen:

Punting on the Thames
Winter's Wonder
Goatherd

In addition to the above music boxes, our marketing department
would also like to request transparencies for as many music boxes
as possible for our catalog and other advertising promotions.

For the future, we would like to have transparencies sent for the
following:

Beautiful Dreamer
Always

Christmas Fantasy
Little Flower Girl
Just a Song

Easter Parade
Somewhere, Somehow
Joplin

San Francisco Nights
Happiness

Grecian Holiday
Lazy River

* Please Wait *

Every 30 minutes, WordPerfect automatically saves the document on your
screen to a backup file on disk. If a power outage occurs, you accidentally
clear your screen, or the computer fails, you can always retrieve the backup
file and continue editing.

For details on retrieving the backup file, turn to the Timed Document Backup
heading in the Special Features lesson at the end of Fundamentals I.
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However, because the backup file is erased when you exit WordPerfect (and
because you may not want to wait 30 minutes), it is also important to
occasionally pause and save the changes you have made to your own file.

1 Press Save (F10) and enter musicbox to create a new file for the letter.
Select Save from the File menu.
Save lets you save a document as often as you like, then continue editing.

By using both Save and Automatic Document Backup, you can save yourself
hours of work trying to re-create or re-edit a document.

Numbering Pages

Many business letters have numbered pages when the letter is longer than one

page.

1 Press Home,Home,T to move the cursor to the very beginning of the first
page.

2 Press Format (Shift-F8) and select Page (2).

Select Page from the Layout menu.

3 Select Page Numbering (6) from the Page Format menu.

A menu is displayed from which you can select several options for printing
page numbers. Which one should you use?

4 Press Help (F3) to display information about the menu.

Because you want WordPerfect to take care of positioning the page number
on each page, you want to select Page Number Position.

5 Press Enter to exit the Help screen, then select Page Number Position (4).

Format: Page Numbering

Every Page Alternating Pages

1 2 3 4 4

Even odd

5 6 7 8 8

9 - No Page Numbers

Selection: 0
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6 Type 2 to select the top center position for every page, then press Exit
(F7) to return to the letter.

After selecting a numbering position, WordPerfect places a Page Numbering
code in the letter.

7 Press Reveal Codes (Alt-F3) to see the Page Numbering code.
Select Reveal Codes from the Edit menu.

A\ PAGE NUMBERING CODE

Ms. Héather Wilson
Director of Sales
Swiss America, Inc.
1030 Harrington Blvd.
Newark, NJ 07112

Dear Ms. Wilson,

After recently visiting the Sundheim booth at the WURLD trade

exposition in Amsterdam, I was very impressed with both the

quality and variety of hand-crafted music boxes displayed. While
C:\WPS1\LEARN\MUSICBOX Doc 1 Pg 1 Ln 1.33" Pos 1"

D(pg Numbering:Top Center)s. Heather Wilson[HRt}
Director of Sales[HRt]
Swiss America, Inc.[HRt]
1030 Harrington Blvd.[HRt]
Newark, NJ 07112[HRt]
[HRt]
Dear Ms. Wilson, [HRt]
[HRt]
After recently visiting the Sundheim booth at the WURLD trade[SRt]
exposition in Amsterdam, I was very impressed with both the[SRt]

Press Reveal Codes to restore screen

Notice that the Page Numbering code is at the very beginning of the letter.
All formats entered from the Page Format menu should be placed at the
beginning of the page before any other text or codes; otherwise, they will not
begin working until the following page.

Suppressing a Page With the Page Numbering code at the beginning of the letter, every page will
Number be numbered. However, most business letters start page numbering on the
second page.

1 Press Format (Shift-F8), then select Page (2).
Select Page from the Layout menu.
2 Select Suppress (8).
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A\ SUPRESS CODE

A menu is displayed of all the features that you can suppress for the current

page.

Format: Suppress (this page only)

1 - Suppress All Page Numbering, Headers and Footers

2 - Suppress Headers and Footers

3 - Print Page Number at Bottom Center No
4 - Suppress Page Numbering No
5 - Suppress Header A No
6 - Suppress Header B No
7 - Suppress Footer A No
8 - Suppress Footer B No

Selection: 0

3 Select Suppress Page Numbering (4), type y for Yes, then press Exit (F7)
to return to the normal editing screen.

Notice that a Suppress code has been added to the top of the page.

Ms. Heather Wilson
Director of Sales
Swiss America, Inc.
1030 Harrington Blvd.
Newark, NJ 07112

Dear Ms. Wilson,
After recently visiting the Sundheim booth at the WURLD trade

exposition in Amsterdam, I was very impressed with both the
quality and variety of hand-crafted music boxes displayed. While

C:\WP51\LEARN\MUSICBOX Doc 1 Pg 1 Ln 1" Pos 1"
[Pg Numbering:Top Center] [Supprass:PgHun]lg. Heather Wilson[HRt]

Director of Sales[HRt]

Swiss America, Inc.[HRt]

1030 Harrington Blvd. [HRt]

Newark, NJ 07112[HRt]

[HRt]

Dear Ms. Wilson, [HRt]

[HRt]

After recently visiting the Sundheim booth at the WURLD trade[SRt]
exposition in Amsterdam, I was very impressed with both the[SRt]

Press Reveal Codes to restore screen

Although the page numbering is set for every page of the letter, the page
numbering will not appear on the first page of the letter because of the
Suppress code.

4 Press Reveal Codes to display the normal editing screen.
Select Reveal Codes from the Edit menu.

As you are beginning to see, whenever you type text or select a WordPerfect
feature (Bold, Page Numbering, etc.), the text or code is inserted at the
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cursor. If you want your documents to be formatted correctly, make sure
your cursor is in the right place before you begin.

Displaying a Page
Number

While the page number is not displayed in the normal editing screen, it can
be seen in the View Document screen and is printed when you send the letter
to the printer.

1 Press Print (Shift-F7).
Select Print from the File menu.
2 Select View Document (6), then select Full Page (3).

Notice that the page number is not displayed at the top of the first page
because of the Suppress code.

3 Press Page Down (PgDn) to view the second page.

A number for the second page appears on a separate line at the top of the
page. Whenever you select page numbering, WordPerfect automatically
subtracts two lines from each page—one for the number and one for spacing
between the number and the text of the document.

4 Select 100% (1) for a closer view, then press Home,! to move to the
bottom of the page.

You can use Home to shift the page from the top to the bottom (and back
again) in the View Document screen.

5 Press Home,T to move to the top of the page, then press Exit (F7) to
return to the normal editing screen.

Typing the Initials

Before printing and saving the letter, the typist’s initials need to be added to
the end of the letter.

1 Press Home,Home,l to move to the end of the third page.

Whenever you press Home twice (before pressing an arrow key), the cursor
moves to the beginning or end of the line or the document. Pressing Home
once simply moves the cursor to the edges of the screen.
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A TYPISTS INITIALS

2 Press Enter twice to move the cursor two lines below “HALVA
International” and type cjg for the initials.

Samuel A. Roberts

6120 Cottage Way, Suite #456
Sacramento, CA 95825

(916) 878-4550

Scott L. Ziegler

450 S. Flower St.

Los Angeles, CA 90014

(213) 937-3370

We look forward to establishing a working relationship with you,
and would be very interested in any other items you feel might
fit well with our current expansion plans.

Sincerely yours,

Bryan Metcalf
President
HALVA International

cjg_
Dc:\m:s1\1.1:zm.uwus1cxmx boc L Pg 3 Ln 5.83" Pos 1.3”

Selecting a Printer

With the editing changes completed, you may want to use Save one more
time before sending the letter to the printer.

1 Press Save (F10), press Enter to use the MUSICBOX filename, then type
y to replace the original letter with the edited version on your screen.

Select Save from the File menu.

It is important to save your document before printing, especially if the
document is more than one page, and you have not used Save while creating
or editing the document.

Now let’s use Print to print the edited letter.
2 Press Print (Shift-F7) to display the Print menu.
Select Print from the File menu.

Notice that the selected printer (in the lower half of the menu) is the
Workbook Printer. This is because the letter was created for the lesson with
the Workbook Printer selected. When you retrieved the letter at the
beginning of the lesson, WordPerfect automatically switched to the Workbook
Printer for you.

However, before printing the letter, you need to select your own printer.
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3 Choose Select Printer (s) to display a list of printer selections.

Print: Select Printer

HP LaserJet Series II
nter

1 Select; 2 Additional Printers; 3 Edit; 4 Copy; 5 Delete; 6 Help; 7 Update: 1

The list should include at least the Workbook Printer and the printer you
selected when installing WordPerfect.

4 Place the cursor on the name of your printer, then press Enter to select
the printer and return to the Print menu.

The name of the printer displayed in the Print menu should now be the one
you selected from the list.

Also notice that the Text Quality is set to High. You may want to change the quality
to Draft before sending the letter to the printer. With some printers, the Draft
quality will print the letter faster using a lower quality font.

Printing and Saving
the Letter

With your printer selected, you are ready to print the letter.
1 Select Full Document (1) to send the letter to the printer.
2 Press Exit (F7), type y, then press Enter to use the displayed filename.

3 Type y to replace the file on disk with the one on the screen, then type n
to clear the screen and stay in WordPerfect.

Now that you have saved the letter with your own printer selected,
WordPerfect will automatically use that printer whenever you retrieve the
letter again for editing or printing.

Most of the documents that you retrieve from the LEARN directory or Workbook
diskette have been created using the Workbook Printer so that the steps in the
exercises work correctly. However, you need to make sure your own printer is
selected before printing a document.
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Lesson 9: Editing Screens

A useful and convenient editing feature in WordPerfect is the ability to edit
two documents at the same time, with each document in a separate editing
screen. The first editing screen holds document 1 (Doc 1), while the second
editing screen holds document 2 (Doc 2).

Opening the Second Until now, you have only been using the document 1 editing screen to do
Editing Screen word processing. In this lesson, you’ll also use the document 2 editing
screen. Right now, you are probably in the document 1 screen.

A\ DOCUMENT 1

Dmcl?glml'l’osl"

Opening the second editing screen is as easy as pressing Switch.
1 Press Switch (Shift-F3) to open the second editing screen.
Select Switch Document from the Edit menu.
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A\ DOCUMENT 2

You can always check the status line to find out which editing screen is
currently active (i.e., Doc 1 or Doc 2).

Dnoc 2 Pg 1 Ln 1" Pos 1"

Switching Between
Screens

When you want to return to the first editing screen, simply press Switch
again.

1 Press Switch (Shift-F3) to return to the first editing screen.
Select Switch Document from the Edit menu.

As you continue using the two editing screens throughout the lesson, you’ll
discover that all WordPerfect features are available in either screen. It’s like
running two copies of WordPerfect at the same time.

Filling in the Memo
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Now that you have been introduced to both WordPerfect editing screens, let’s
retrieve a memo form in the first screen (similar to the one created in lesson
3) and fill it out.

1 Press Retrieve (Shift-F10), and enter memo for the filename.
Select Retrieve from the File menu.
Remember that the word “enter” means to type the bolded text and then press Enter.

Because you have already filled out the memo form once (lesson 5), only the
information for filling out the memo is listed below. Remember to press
Home,— or End before typing the information in the To, From, and Subject
lines.



2 Fill in the memo heading with the following information:

Megan Sills (to)
Bryan Metcalf (from)
New account with Swiss America, Inc. (subject)

3 Type the following paragraph in the message area below the double line:

Following our discussion at lunch the other day, I immediately wrote
a letter to Swiss America, Inc. informing them of our decision to
include their music boxes in our expanded line of merchandise.

4 Press Enter twice at the end of the paragraph to add extra spacing.

When you finish, the memo should look similar to the one illustrated below.

Corporate Memo

To: Megan Sills

From: Bryan Metcalf

Date: September 20,1989

Subject: New Account with Swiss America, Inc.

Following our discussion at lunch the other day, I immediately
wrote a letter to Swiss America, Inc. informing them of our
decision to include their music boxes in our expanded line of
merchandise.

C:\WP51\LEARN\MEMO.WKB Doc 1 Pg 1 Ln 4" Pos 1"
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Moving a Paragraph
from the Letter

64 LESSON 9: EDITING SCREENS

Along with the text you have already typed, some information needs to be
included from the letter to Swiss America, Inc.

Corporate Memo

To: Megan Sills
From: Bryan Metcalf
Date: September 20,1989
Subject: New Account with Swiss America, Inc.

Following our discussion at lunch the other day, 1 immediately
wrote a letter to Swiss America, Inc. informing them of our
decision to include their music boxes in our expanded line of
merchandise.

We would like to order a selection of music boxes from the
following list for the conference:

Fairies

Pan's Pipes
Gondolier
Silver Harmonies
Return to the Danube
Patterns

Autumn Memories
Paris at Night
Follow the Leader
Secrets

INCLUDE THIS
IN PIEMO

Symphony Strings

While you could re-type the text from a printed copy of the letter, you can
save time by using the second editing screen and the Move feature to quickly
copy the text from the letter into the memo.

1 Press Switch (Shift-F3) to display the second editing screen (check for
“Doc 2” on the status line).

Select Switch Document from the Edit menu.

2 Press Retrieve (Shift-F10) and enter musichox.wkb to retrieve the rough
draft of the Swiss America letter.

Select Retrieve from the File menu.
Now you can use Move to copy and move a paragraph into the memo.
3 Press Home and Down Arrow ({) to move to the bottom of the screen.

4 Press Home and Down Arrow ({) again to scroll the first list of music
boxes onto the screen.

5 Press Up Arrow (1) until the cursor is in the “We would like to
order . . .” paragraph above the list.

6 Press Move (Ctrl-F4).
Choose Select from the Edit menu.
7 Select Paragraph (2), then select Copy (2).



A message displayed on the status line tells you to move the cursor to the
place where you want the copied text inserted, and then to press Enter to
retrieve the text. This message not only applies to the document currently on
your screen, but also the document in screen 1.

8 Press Switch (Shift-F3) to return to the memo in the first editing screen.
Make sure the cursor is two lines below the text.

Select Switch Document from the Edit menu.
9 Press Enter to insert the paragraph into the memo.

While you’ve just completed quite a few keystrokes without much
explanation, it is important to see just how quickly and smoothly you can
move text between two documents in WordPerfect.

10 Press Home and Down Arrow ({) to place the cursor at the end of the
memo.

Besides moving the text of the paragraph, notice that WordPerfect also moved
the two hard returns after the paragraph. Although the paragraph is only one
sentence long, by selecting “Paragraph” instead of “Sentence,” WordPerfect
will move any extra hard returns along with the text.

Moving a List from
the Letter

Now, you need to return to the letter and move the list of music boxes.

1 Press Switch (Shift-F3) to return to the Swiss America letter, then place
the cursor on the first letter of “Fairies” at the beginning of the list.

Select Switch Document from the Edit menu.

The first three options on the Move menu give you the choice of moving a
sentence, paragraph, or page. Once you select an option, the text to be
moved is automatically blocked, or highlighted, for you.

But what about part of a sentence, paragraph, or page? Or what about text
(like the list) that doesn’t fit in any of the three categories?

In order to let you select exactly what you want to move, WordPerfect
provides a Block feature that lets you do the highlighting yourself.

2 Press Help (F3) then press Block (Alt-F4) to display information about
the Block feature.

The help information indicates that you simply place the cursor at one end of
the text, turn on Block, then move the cursor to the opposite end of the text.

For example, try using Block to highlight the list. The cursor should already
be at the beginning of the list.

3 Press Enter to exit Help.
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4 Press Block, then move the cursor down to the beginning of the paragraph
below the list.

Block the list by holding down the left button on the mouse and dragging the
pointer to the end of the list.

Your screen should look similar to the one below, with the cursor under the
“I” in the word “In,” and the list completely highlighted.

A\ CURSOR POSITION
A HIGHLIGHTED LIST

We would like to order a selection of music boxes from the
following list for the conference:

In addition to the above music boxes, our marketing department

would also like to request one or more transparencies for as many

music boxes as possible for our catalog and other advertising

promotions. For the immediate future, we would like to have

Block on Doc 2 Pg 1 Ln 8.33" Pos [l

A “Block on” message at the bottom of the screen lets you know that Block
is on.

5 Press Move (Ctrl-F4), then check the menu at the bottom of the screen.
Select Copy from the Edit menu, then skip directly to step §.

Notice that three new options have replaced the original Sentence, Paragraph,
Page, and Retrieve options.

6 Press Help for information about the new options.

After reading the Help screen, it is apparent that the list is not a tabular
column or rectangle, so you simply need to select Block to copy the list.

7 Press Enter to exit Help, select Block (1), then select Copy (2).

After selecting Copy, WordPerfect automatically turns off Block for you.
With the list saved, you are ready to move back into the memo.

8 Press Switch to display the memo in the first editing screen.
Select Switch Document from the Edit menu.

9 Press Enter to insert the list into the memo.
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A CURSOR POSITION

Your screen should now look similar to the one below, with the cursor at the
beginning of the list.

Corporate Memo

To: Megan Sills

From: Bryan Metcalf

Date: September 20,1989

Subject: New Account with Swiss America, Inc.

Following our discussion at lunch the other day, 1 immediately
wrote a letter to Swiss America, Inc. informing them of our
decision to include their music boxes in our expanded line of
merchandise.

We would like to order a selection of music boxes from the
following list for the conference:

Dgairies

Pan's Pipes
Gondolier
C:\WP51\LEARN\MEMO . WKB Doc 1 Pg 1 Ln 4.5" Pos 1"

Block is a powerful editing tool that can be used with many other
WordPerfect features (as indicated in the Help screen for Block).

Deleting Several
Words

Before finishing the memo, the text at the beginning of the paragraph that
you moved needs to be changed.

same time, we would also like to include a complete line of
FrResr BeR B e verep

e would like to ordey a selection of music boxes from the

folIG g os=titIe conference:
Fairies R~

Pan's Pipes

Gondolier

Silver Harmonies
Return to the Danube
Patterns

Autumn Memories
Paris at Night
Follow the Leader
Secrets

Symphony Strings
Black Forest Summer
Punting on the Thames
Winter's Wonder
Goatherd

In addition to the above music boxes, our marketing department
would also like to request one or more transparencies for as many
music boxes as possible for our catalog and other advertising
promotions. For the immediate future, we would like to have
transparencies sent for the following:

Beautiful Dreamer
Always

Christmas Fantasy
Little Flower Girl
Just a Song

1

Place the cursor at the beginning of the “We would like . . .” paragraph.

2 Press Esc, type 5 for the repeat value, then press Delete Word (Ctrl-
Backspace) to delete the first five words of the sentence.
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When you were first introduced to the repeat value (lesson 3), you used it to
automatically type a line of equal signs in the memo form. Notice that the
repeat value can also be used with keys such as Delete Word to repeat the
feature an exact number of times.

For a complete list of all the features that can be used with the repeat value,
check your WordPerfect Reference Manual or use the Help feature (F3,Esc).

3 Type I have already ordered and press the Space Bar.

Finishing the Memo

Now that the first few words of the paragraph have been edited, the memo
can be finished.

1 Press Home twice, then Down Arrow (!) to move to the end of the
memo.

2 Type:

An account will be set up with Swiss America within the week.
Order any other samples you feel we may need for the marketing
conference and charge them to the account.

With the final paragraph typed, you are ready to print and save the memo.
You may want to display the memo in View Document before printing (or
instead of printing).

3 Press Print (Shift-F7).
Select Print from the File menu.
4 Select Full Document (1) to print the memo.

Exiting the Second
Editing Screen

LESSON 9: EDITING SCREENS

Before saving the memo and clearing the screen, return to the letter and exit
the second editing screen.

1 Press Switch (Shift-F3) to display the letter.
Select Switch Document from the Edit menu.

2 Press Exit (F7) and type n to indicate that you do not want to save the
letter.



A EXIT MESSAGE

When using one editing screen, WordPerfect simply asks if you want to exit
the program (“Exit WP?”). Now, because there are two active editing
screens, WordPerfect asks if you want to exit document 2.

We would like to order a selection of music boxes from the
following list for the conference:

Fairies

Pan's Pipes
Gondolier

Silver Harmonies
Return to the Danube
Patterns

Autumn Memories
Paris at Night
Follow the Leader
Secrets

Symphony Strings
Black Forest Summer
Punting on the Thames
Winter's Wonder
Goatherd

In addition to the above music boxes, our marketing department

would also like to request one or more transparencies for as many

music boxes as possible for our catalog and other advertising

promotions. For the immediate future, we would like to have

Exit doc 2?7 No (Yes) (Cancel to return to document)

3 Type y to exit the second editing screen and return to the memo.

“_ 9

You could have also chosen to type “n” to clear the second editing screen without

exiting.

Saving the Memo

With the first editing screen displayed, you are ready to save the memo.

1 Press Exit (F7), type y to save the memo, and enter musbmemo to create

a file for the memo.
2 Type n to clear the screen and stay in WordPerfect.

For details on other methods of moving a block of text, turn to the Special

Techniques lesson at the end of Fundamentals I.
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Lesson 10: Letter 2 — Final Draft

The second draft of the Swiss America letter has been returned with a note to
alphabetize the two lists of music boxes and change the style of page
numbering. The current date also needs to be added to the letter.

Inserting the Date

Let’s begin by retrieving the letter and adding the date.
1 Press List (F5), then press Enter to display the list of files on your disk.
Select List Files from the File menu.

2 Move the cursor to the MUSICBOX filename, then select Retrieve (1) to
retrieve the file.

3 Press Date/Outline (Shift-F5) and select Date Text (1) to insert the
current date.

Select Date Text from the Tools menu.

4 Press Enter twice to add extra spacing.

Changing the Page
Numbering Style

The style of page numbering needs to be changed so that the name of the
Director of Sales and the current date are printed with the page number.

Beautiful Dreamer e P“7L

Always chaM® st Je.
Christmas Fantasy " flﬂj 7 t/ [/aff»
Little Flower Girl no ¢ an

Just a Song lvdt panm

Easter Parade Inec

Somewhere, Somehow
Joplin

San Francisco Nights
Happiness

Grecian Holiday
Lazy River

Blues

Copenhagen Tales

It would be greatly appreciated if you could ship an assortment of
approximately 5 music boxes to each of our regional marketing
representatives by the last week in November. Our corporate
accountant will be in touch with you to set up an account within
the week. If there is any charge for music boxes, transparencies,
etc., please bill them to the account.

The following is a current 1list of regional marketing
representatives:

Robin Pierce

544 Westminster Circle NW
Atlanta, Georgia 30327
(404) 359-2828

Let’s check the Page Numbering menu to see what options are available.
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1 Press Format (Shift-F8), then select Page (2).

Select Page from the Layout menu.

2 Select Page Numbering (6).

3 Press Help for information about the options on the menu.

New Page Number lets you start page numbering over from that point,
beginning with any number. A Page Number Style (format) can be set to
have Insert Page Number and Page Number Position include text with the
page number. However, only one line of text can be entered. What you
need for this letter is several lines of the same text printed at the top of each
page with a page number included.

Whenever the same text needs to be printed at the top of each page, you can
create a header.

4 Press Enter to exit the Help screen, then press Exit (F7) to return to the
editing screen.

Deleting a Code

A\ PAGE NUMBERING CODE

Before creating the header, however, you should first delete the old Page
Numbering code.

1 Press Page Up (PgUp) to move the cursor to the very beginning of the
first page.

Because page formats need to be at the very beginning of the page (before
any text) for the feature to work correctly, using Page Up and Page Down to
move from page to page will always ensure that the cursor is at the top of
the page.

2 Press Reveal Codes (Alt-F3) to display the codes at the beginning of the
page.
(B Select Reveal Codes from the Edit menu.

September 21, 1989

Ms. Heather Wilson
Director of Sales
Swiss America, Inc.
1030 Harrington Blvd.
Newark, NJ 07112

Dear Ms. Wilson,

After recently visiting the Sundheim booth at the WURLD trade
C:\WP51\LEARN\MUSICBOX Doc 1 Pg
s ) . .

[

D [Pg Number
[HRt]
Ms. Heather Wilson[HRt]
Director of Sales[HRt]
Swiss America, Inc.[HRt]
1030 Harrington Blvd.[HRt]
Newark, NJ 07112[HRt]
[HRt]
Dear Ms. Wilson, [HRt]
{HRt]

1 Ln 1" Pos 1"
v s

s s . . . . . i
PLL IR OS] [ Suppress : PgNum] September 21, 1989[HRt]

Press Reveal Codes to restore screen
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Instead of deleting the Page Numbering code in the Reveal Codes screen, try
erasing the code from the normal editing screen.

3 Place the cursor on the Page Numbering code (if it is not already there).
4 Press Reveal Codes to display the normal editing screen.

Select Reveal Codes from the Edit menu.

5 Press Delete (Del) to erase the Page Numbering code.

You should now see a message at the bottom of your screen asking if you
actually want to delete the code from the letter.

A\ DELETE MESSAGE

September 21, 1989

Ms. Heather Wilson
Director of Sales
Swiss America, Inc.
1030 Harrington Blvd.
Newark, NJ 07112

Dear Ms. Wilson,

After recently visiting the Sundheim booth at the WURLD trade
exposition in Amsterdam, I was very impressed with both the
quality and variety of hand-crafted music boxes displayed. While
speaking with the Sundheim marketing director, I was informed
that distribution of the music boxes in the United States is
handled directly through your company.

As you know, HALVA International has retailed an exclusive line
of jewelry from Europe for over 50 years. Until recently, we
have handled the majority of our business through a mail order
service.

We are now planning to expand our business by opening several

retail outlets in major cities through the United States. At the
p Delete [Pg Numbering:Top Center]? No (Yes)

Because you cannot see codes in the normal editing screen, WordPerfect
makes sure that you know you are about to delete a formatting code
whenever Backspace or Delete is being used to erase text.

6 Type y to have WordPerfect erase the Page Numbering code.

7 Press Reveal Codes (Alt-F3) to display the codes at the beginning of the
page.
Select Reveal Codes from the Edit menu.
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The Page Numbering code should no longer appear at the beginning of the
page.

A\ NO PAGE NUMBERING
CODE

September 21, 1989

Ms. Heather Wilson
Director of Sales
Swiss America, Inc.
1030 Harrington Blvd.
Newark, NJ 07112

Dear Ms. Wilson,

After recently visiting the Sundheim booth at the WURLD trade
C:\WP51\LEARN\MUSICBOX q

1 Ln 1" Pos 1"
} N

{ 0 [ . )
D Tt lSeptember 21, 1989 [HRt]

[HRt]

Ms. Heather Wilson[HRt]

Director of Sales[HRt]

Swiss America, Inc.[HRt]

1030 Harrington Blvd.[HRt]

Newark, NJ 07112[HRt]

[HRt}

Dear Ms. Wilson, [HRt]

[HRt]

Press Reveal Codes to restore screen

8 Press Reveal Codes to return to the normal editing screen.
Select Reveal Codes from the Edit menu.

Creating a Header With the Page Numbering code deleted and the cursor at the very beginning
of the first page, you are ready to create the header.

1 Press Format (Shift-F8) and select Page (2).

Select Page from the Layout menu.

2 Select Headers (3).

A menu on the status line indicates that two headers can be placed on one
page.

A\ TWO AVAILABLE HEADERS

Format: Page

1 - Center Page (top to bottom) No

2 - Force Odd/Even Page
3 - Headers
4 - Footers
§ - Margins - Top i
Bottom i
6 - Page Numbering
7 - Paper Size 8.5" x 11"
Type Standard

®
t

Suppress {(this page only)

> 1 Header a: 2 Header B: 0
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3 Select Header A (1), then select Every Page (2) from the next menu that
appears on the status line.

After selecting the type of header, WordPerfect places you in an editing
screen very similar to the one you use for typing and editing documents.

A\ HEADER A MESSAGE
A STATUS LINE

v
Header A: Press Exit when done Ln 1" Pos 1" 43

In fact, the screens are so similar that some people have actually typed an
entire document in the header/footer editing screen. If you do become
confused, simply check the status line and notice the “Header A” message
along with “Press Exit when done” message. Also notice that there are no
document (Doc) or page (Pg) indicators on the status line, as you cannot have
a header that is larger than a page.

While there is a limitation (one page) on the size of the header, there are
very few limits on the features that can be used while creating a header. In
other lessons we’ll show you some creative ways that headers can be used.

4 Type Ms. Wilson and press Enter to return to the left margin.

5 Press Date/Outline (Shift-F5), select Date Code (2), then press Enter to
return to the left margin.

Select Date Code from the Tools menu.
6 Type Page and press the Space Bar.

For the actual page number, you need to put in a code that automatically
updates the page number each time a new page is printed. However, instead
of using the Page Number Position feature to place the page numbering on
the page, you can use the special AB code to print page numbers.
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7 Press Format (Shift-F8) and select Page (2).
Select Page from the Layout menu.

8 Select Page Numbering (6), then select Insert Page Number (3). This
inserts a AB into the text.

The current page number is substituted for the AB when the document is
displayed in View Document or printed. The header you’ve created should
now look like the one on the header A editing screen below.

Ms. Wilson
September 21, 1989
Page "B_

Header A: Press Exit when done Ln 1.33" Pos 1.7"

You do not need to add extra spacing after the header because WordPerfect
adds a blank line between a header and the text (as with Page Number
Position). The lines for the header and spacing are automatically subtracted
from the overall length of the page.

9 Press Exit (F7) to save the header, then press Exit again to return to the

letter.
Suppressing Now that you have changed from page numbering to a header, you also need
a Header to delete the Suppress code for page numbering and replace it with a code

that suppresses the header on the first page of the letter.

1 Press Delete (Del), then type y to delete the Suppress code.
2 Press Format (Shift-F8) and select Page (2).

Select Page from the Layout menu.

3 Select Suppress (8).

4 Select Suppress Header A (5), type y for Yes, then press Exit (F7) to
return to the editing screen.
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Previewing the
Header

A HEADER

A header (like a page number) can be seen by displaying the letter in the
View Document screen.

1 Press Print (Shift-F7) and select View Document (6) to display the
header.

Select Print from the File menu.

2 Press Page Up (PgUp) or Page Down (PgDn) to scroll a page at a time
through the letter.

Notice that the header has been suppressed on the first page of the letter.

3 Select 200% (2) to zoom in on the letter, then press Page Up or Page
Down to see the text of the header at the top of page 2.

Ms. Wilson
September 22, 1989
Page 2

Beautiful Dreamer

Always

Christmas Fantasy

Little Flower Girl
b Just a Song

Easter Parade

Somewhere, Somehow

Joplin

San Francisco Nights

nnnnnnnnn

1 100% 2 200% 3 Full Page 4 Facing Pages: 2 Doc 1 Pg 2

While in the View Document screen, you can press Switch (Shift-F3) to
display the text reversed out of a dark background. Pressing Switch again
returns the page to a normal display. The illustrated View Document screens
in the manual were created with dark text and a light background. Using the
Switch feature in the View Document screen does not affect the appearance
of the printed document.

4 Press Exit (F7) to return to the normal editing screen.

Sorting the Lists

The final editing change to the letter involves alphabetizing (sorting) the two
lists of music boxes. You could retype the lists or use Move to reshuffle the
music box titles.

However, there is a feature in WordPerfect that can do all the sorting for
you. All you need to do 1s highlight the list with Block, and press two keys.
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A\ SORTED LIST

1 Place the cursor on the letter “B” in “Beautiful Dreamer” at the top of
page 2 (if it is not already there).

2 Press Block (Alt-F4) and move the cursor to the end of the last music
box title in the list (Copenhagen Tales).

With all the titles in the list completely highlighted, you are ready to begin
sorting.

3 Press Merge/Sort (Ctrl-F9) to display the Sort menu.
Select Sort from the Tools menu.

The title at the top of the menu should be “Sort by Line.” If another title is
displayed, simply select Type (7) and select Line (2) before continuing.

4 Select Perform Action (1) from the menu that appears at the bottom of
your screen.

After a moment, the menu disappears, and the letter is redisplayed with the
sorted list.

Winter's Wonder
Goatherd

In addition to the above music boxes, our marketing department
would also like to request transparencies for as many music boxes
as possible for our catalog and other advertising promotions.

For the future, we would like to have transparencies sent for the
following:

Always

Beautiful Dreamer

Blues

Christmas Fantasy
Copenhagen Tales

Easter Parade 4
Grecian Holiday

Happiness

Joplin

Just a Song

Lazy River

Little Flower Girl

San Francisco Nights
C:\WP51\LEARN\MUSICBOX Doc 1 Pg 2 Ln 1" Pos 1"

You probably noticed that the Sort menu took up half of the screen and
offers several options. Although the WordPerfect sorter is a powerful feature,
it is quite easy to use if all you want to do is alphabetize a list.

Now that you see how easy it is to sort a list of names, try sorting the list
on the first page. However, instead of using Home and the arrow keys to
move the cursor to the beginning of the list, you can use Search.

Searching for a
Word

Search helps you move the cursor to an exact location in a document by
letting you give WordPerfect a word to find. You already know that the first
title in the list on page 1 is “Fairies,” so,
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A\ CURSOR POSITION
AT END OF SEARCH

1 Press 4Search (Shift-F2) to search back through the letter.

Select Backward from the Search menu.

2 Type fairies and press #Search (F2) to start the search.

Select Forward from the Search menu.

You can start a forward search or a backward search by pressing $Search.

The cursor should stop at the end of “Fairies” when the word is found.

have handled the majority of our business through a mail order
service.

We are now planning to expand our business by opening several
retail outlets in major cities through the United States. At the
same time, we would also like to include a line of Sundheim music
boxes.

We would like to order a selection of music boxes from the
following list for the conference:

FairiesY

Pan's Pipes
Gondolier

Silver Harmonies
Return to the Danube
Patterns

Autumn Memories

Paris at Night

Follow the Leader
Secrets

Black Forest Summer
Punting on the Thames
Winter's Wonder
C:\WP51\LEARN\MUSICBOX Doc 1 Pg 1 Ln 6" Pos 1.7"

If a “* Not found *” message appears, you may have typed the title incorrectly. Try
repeating steps 1 and 2.

3 Press Home and Left Arrow («) to move to the beginning of the title.

With the cursor at the beginning of the first title in the list, you are ready to
sort again.

4 Press Block (Alt-F4) then move the cursor to the end of the last title in
the list (Goatherd).

5 Press Merge/Sort (Ctrl-F9).
Select Sort from the Tools menu.
6 Select Perform Action (1) from the Sort menu.

Finishing the
Editing

Now that both lists have been sorted, you can save the letter on disk, spell-
check and preview the letter, then send it to the printer. Because you have
already done all three before, the steps are provided with little explanation.

Just remember that during the spell-check, WordPerfect frequently stops at
proper names it does not recognize. Simply select Skip (2) to continue spell-
checking.
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1 Press Save (F10), press Enter to use the MUSICBOX filename, then type
y to replace the file.

Select Save from the File menu.

2 Press Spell (Ctrl-F2) and select Document (3) to check the spelling of the
letter. Press any key when the spell-checking is completed to return to
the letter.

Select Spell from the Tools menu.

If you made changes to the document during the Spell operation, you may
want to save it again by repeating step 1.

3 Press Print (Shift-F7), then select Full Document (1) to print the letter.
Select Print from the File menu.
4 Press Exit (F7) and type n twice to clear the screen.

You have been introduced to headers and sorting in this lesson—both of
which are powerful features of WordPerfect.

As you are introduced to other WordPerfect features, keep in mind that most
features do not demand a lot of time to learn if you are using them for basic
word processing. However, the flexibility is always there if you want to use
the features for more advanced applications.
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Lesson 11: File Management

Most of the documents you create in WordPerfect will be saved in files on

disk. After several weeks, these files will begin to accumulate. Some will

be worth saving; others can be erased from the disk. You may also decide

that some files need to be renamed, while others can be copied to a diskette
for long-term storage.

WordPerfect includes a List Files feature which lets you take care of
managing your files quickly and efficiently.

Important: This lesson is designed for individuals who are running WordPerfect
from a hard disk. If you are running WordPerfect from two disk drives, then turn to
the Two Disk Drives information in Appendix before continuing.

Backing up Files

Let’s assume that it is the end of the day, and you are about to leave the
office. Is there anything you should do with your files before exiting
WordPerfect and turning off your computer?

It is important to remember that your files are simply electronic information
on a disk. If the disk is damaged, there is a good chance that you will not
be able to recover the information. However, because the information is

electronic, it can also be quickly copied to another diskette for safekeeping.

A diskette to which you copy files for safekeeping is called a backup diskette.
Let’s begin by copying the final draft of the reservation letter to a backup
diskette.

For this exercise, you will need an extra formatted diskette. If you do not
have a formatted diskette and do not know how to format one, turn to the
Formatting a Disk information in Appendix.

1 Press List (F5) then press Enter to display a list of filenames.
Select List Files from the File menu.
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Searching for If you have completed all the lessons to this point, you should have at least
a Filename the following files in the list on your screen.

. C nt D Parent <Dir>
ADDRESS .TUT 978 08/25/89 01:11p ADDRESS .WKB 415 09/21/89 11:07a

ADVANCED. TUT 3 08/25/89 0O1:1lp | BANNER .TUT 631 08/25/89 01:1llp
BEGIN . TUT 11 08/25/89 Ol:1lp | CUSTOMER.WKB 1,986 09/21/89 11:08a
EQUATION.WKB ,365 09/21/89 11:03a | INTRO .TUT 29,936 08/25/89 Ol:1llp

6
INTRO_1 .TUT 9,408 08/25/89 0l:11p | LESS .TUT 11 08/25/89 01:1lp
LESS1 . TUT 4,989 08/25/89 0l:11p | LESS2 . TUT 8,980 08/25/89 01l:1llp
LESS3 .TUT 7,631 08/25/89 0l:11p | LESS4 .TUT 10,851 08/25/89 01:1lp
LESS5 .TUT 13,413 08/25/89 0l:11p | LESS6 . TUT 7,229 08/25/89 01:1lp

LETTER .TUT 653 08/25/89 01:11p LETTER_F.TUT 679 08/25/89 01:1lp
LETTER_P.TUT 652 08/25/89 0l:11p | LETTER1 .TUT 778 08/25/89 01:1llp
MEMO . 768 09/20/89 04:17p | MEMO -WKB 785 09/21/89 11:09a
MUSBMEMO . 1,509 09/20/89 04:39p | MUSICBOX. ,320 09/20/89 11:07a

3
MUSICBOX.WKB 3,338 09/21/89 11:10a | NEWSLTR .WKB 14,977 09/21/89 11:05a
NEWSTABL.WKB 2,537 09/21/89 11:15a NEWSTEXT.WKB 2,844 09/21/89 1ll:lla
OUTLINE .WKB 1,210 09/21/89 11:lla 3 . 1,002 09/19/89 02:32p
PARKMEMO . 1,253 09/14/89 05:28p PARKSPEL. WKB 967 09/21/89 1l:12a
REPORT .WKB 9,240 09/21/89 11:12a | RETAIL .WKB 1,435 09/21/89 11:13a
STORES .WKB 1,476 09/21/89 11:13a v TABLE .WKB 3,808 09/21/89 11:13a

1 Retrieve; 2 Delete; 3 Move/Rename; 4 Print; 5 Short/Long Display;
6 Look; 7 Other Directory; 8 Copy; 9 Find; N Name Search: 6

Other files may be listed with the ones above if you have created other files on your
own. If the Learning files are not listed at all, then you are probably in the wrong
directory. Select Other Directory (7) and enter the name of the directory where the
files are kept.

1 Select Name Search (n), type park, then press Enter to end the search.
2 Place a formatted diskette in drive A.

Copying a Single 1 Select Copy (8) from the menu at the bottom of the screen.
File 2 When you see the “Copy this file to:” message, type a: and press Enter.
The file is copied to the formatted diskette, which has now become your
backup diskette for keeping an extra copy of important files. Let’s check and
make sure that a copy of the file is actually on the diskette in drive A.

Checking the 1 Move the cursor to the CURRENT directory (<Dir>) at the top of the list.

Backup Diskette 2 Press Enter, type a: and press Enter to display all the files on the

diskette in drive A.
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Unless you have other files on the diskette in drive A, your list files screen
should look like the one illustrated below.

09/22/89 10:49%a Directory A:\*.*
Document size: 4] Free: 361,472 Used: 1,002 Files: 1

| .. parent <Dir>

1 Retrieve; 2 Delete; 3 Move/Rename; 4 Print; 5 Short/Long Display:
6 Look; 7 Other Directory; 8 Copy; 9 Find; N Name Search: 6

You can return to the directory where your files are stored by using the
CURRENT directory option again.

3 Make sure that the cursor is on the CURRENT directory.

4 Press Enter, type c:\wpS1\learn, and press Enter to return to the
directory where the original files are stored.

If you are keeping your WordPerfect Learning files in a directory other than
“CAWPSI\LEARN,” you need to type the name of that directory for step 4.

Copying Several
Files

While you’re copying files to a backup diskette, you may as well copy any
other important files. For example, you should make sure that the two
memos, the memo form, and the music box letter are also copied to the
backup diskette.

However, instead of copying them one at a time, you can use the
WordPerfect file marking feature to mark each file, and copy them all at
ornce.

1 Move the cursor to PARKMEMO by using the arrow keys or Name
Search (n).

If you use Name Search, remember to press Enter to end the search.

2 Type an asterisk (*) to mark the file. Notice that the cursor moves to the
next file.

An asterisk should appear next to the filename, indicating that the file has
been marked. Now that you know how to mark one file, go ahead and mark
the rest of the files you need to copy.
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3 Mark the following files:

MEMO
MUSBMEMO
MUSICBOX

Once you have marked the files, the rest is as easy as copying a single file to
the backup diskette.

4 Select Copy (8) and type y (for yes) when you see the “Copy marked
files?” question at the bottom of the screen.

5 When the “Copy all marked files to:” message is displayed, enter a: to
copy the files to the diskette in drive A.

The files are copied one at a time while a “* Please Wait *” message is
displayed at the bottom of the screen.

When the copying is completed, the files are still marked. Often when you
copy files to a backup diskette, you may no longer want them on your hard
disk. This is especially true if the files have been stored for several weeks
and are no longer useful.

Deleting Several Let’s assume that the memos and letters do not need to be kept on the hard
Files disk. However, you will probably still want to keep the MEMO file for
creating other memos.

1 Place the cursor on the MEMO file, then type an asterisk (*) to unmark
the file.

With the memo form unmarked, Delete can be used to erase the rest of the
files from the list. Before using Delete, check your screen to make sure that
only the following files are marked.

A\ MARKED FILES

Current <Dir> .o Parent <Dir>
ADDRESS .TUT 978 08/25/89 01:11lp ADDRESS .WKB 415 09/21/89 11:07a
ADVANCED. TUT 3 08/25/89 01:11p BANNER .TUT 631 08/25/89 Ol:1lp
BEGIN . TUT 11 08/25/89 O1l:llp CUSTOMER . WKB 1,986 09/21/89 11:08a

EQUATION.WKB 6,365 09/21/89 11:03a | INTRO .TUT 29,936 08/25/89 0l:1llp
INTRO_1 .TUT 9,408 08/25/89 01:11p | LESS < TUT 11 08/25/89 01:11p
LESS1 .TUT 4,989 08/25/89 01:11p | LESS2 .TUT 8,980 08/25/89 01:11p
LESS3 «TUT 7,631 08/25/89 01:11p | LESS4 .TUT 10,851 08/25/89 Ol:1lp
LESSS .TUT 13,413 08/25/89 Ol:11lp | LESS6 .TUT 7,229 08/25/89 01:1lp
LETTER .TUT 653 08/25/89 Ol:11p | LETTER_F.TUT 679 08/25/89 0l:11p

LETTER_P.TUT 652 08/25/89 Ol:1lp | LETTERI .TUT 778 08/25/89 01:11
MEMO . 768 09/20/89 04:17 w
> emusememo. ,509 097/20/89 04:39f% *MUSICBOX. 3,320 09/20/89 11:07a
MUSICBOX.WKB 338 09/21/89 11:10a | NEWSLTR .WKB 14,977 09/21/89 11:05a
NEWSTABL . WKB 537 09/21/89 11:15a | NEWSTEXT.WKB 2,844 09/21/89 1l:lla
09/21/89 11:1la | PARK . 1,002 09/19/89 02:32p
253 09/14/89 05:28p | PARKSPEL.WKB 967 09/21/89 11:12a
240 09/217/89 11:12a | RETAIL .WKB 1,435 09/21/89 11:13a
476 09/21/89 11:13a | TABLE .WKB 3,808 09/21/89 11:13a

OQUTLINE .WKB
*PARKMEMO .

REPORT .WKB

STORES .WKB

FORPNWR
N
=
)

1 Retrieve; 2 Delete; 3 Move/Rename; 4 Print; 5 Short/Long Display:
6 Look; 7 Other Directory; 8 Copy: 9 Find; N Name Search: 6
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It is important to understand that once a file is erased, you cannot get it back
without using special recovery programs. (These recovery programs are not
WordPerfect products. See your dealer.) Even then, the file may never be
put back together exactly the way it was first created. So, always check
twice to make sure that you are deleting the file(s) you no longer want on
your disk.

2 Select Delete (2) and type y when you see the “Delete marked files?”
message.

A second message appears, letting you know that the marked files will be
deleted if you continue. Because the marked files have already been copied
to a backup diskette, it is safe to go ahead and delete them from the hard
disk. They can always be copied back onto the hard disk when they are
needed.

3 Type y to delete the marked files.

WordPerfect erases the files from the directory, then redisplays the list with
the remaining files in alphabetical order.

While keeping the files in your directory well-organized is easier if you
backup and delete every day, some people wait until their hard disk “crashes”
(i.e., is damaged with resulting loss of data). They then realize that there are
no backup copies of their files and no way of getting them from the hard
disk.

If you do nothing else, always take a moment to make a copy of the files
you create or edit before exiting WordPerfect or turning off your computer.
It’s the best protection available for your files, and can be done quickly and
easily from the List Files screen.

Deleting a
Single File

The first ten lessons in Fundamentals I provide an overview of some basic
word processing skills. If you want to set up your directory for repeating
these lessons, you should also delete the MEMO file.

1 Move the cursor to MEMO, select Delete (2), then type y to delete the
file.

Moving a File
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You have already been shown how to copy files to a diskette with Copy,
then erase them from your hard disk with Delete. If you want to have
WordPerfect perform both jobs at the same time, then you can use the
Move/Rename option.

For example, the PARK letter still needs to be removed from the hard disk.
1 Move the cursor to PARK and select Move/Rename (3).



A “New name:” message appears with the filename C\WPSI\LEARN\PARK
displayed. By simply deleting the “C\WPS5I\LEARN” and typing an “A:,”
you can have WordPerfect move the file from the hard disk to the A drive.

2 Press Delete (Del) to erase “C\WP5I\LEARN,” type a: for the new drive,
then press Enter.

A second message appears asking if you want to replace the PARK file
already on the diskette. This message is displayed when you copy or move a
file to a new location and the same filename already exists on the disk.

3 Type y to replace the PARK file.

Notice that not only does WordPerfect copy the file to drive A, but the file is
automatically removed from the file list on the screen. Like the Copy option,
you can mark several files to move to the same location.

Printing a List
of Files

To help you keep a record of your files, you can use Print to send a copy of
the file list on your screen to the printer. All files in the directory or on the
diskette are included— even those not currently on the screen.

1 Press Print (Shift-F7) to send the list of files on your screen to the
printer.

The printed list includes the heading information you see on your screen with
the current date, time, and directory. Other items include the size of the
document currently on your screen, the amount of free space on the disk, the
amount used by the directory, and the number of files in the directory.

All this information can be valuable in helping you to keep your diskettes or
hard disk organized. You may want to keep a printed list of each directory
and backup diskette for quick and easy reference.

Exiting WordPerfect

WordPerfect creates several files of its own each time you start the program.
By using Exit to leave the program, WordPerfect has a chance to erase these
program files.

If you simply turn off the computer without exiting properly, WordPerfect is
not able to erase the files, and the next time you start WordPerfect you will
probably see a message asking if there is another copy of WordPerfect
running. Type n (for no), and WordPerfect will delete the old temporary
files and replace them with new ones.

You may also see a message asking if you want to rename or delete your
timed backup files. Select Rename if you want to restore the document that
was on your screen; otherwise, select Delete. Turn to Timed Document
Backup in lesson 12 for details.
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Assuming that you have finished your file management for the day, it’s time
to exit WordPerfect and turn off the computer before leaving the office.

1 Press Exit (F7) to return to the normal editing screen.

2 Press Exit again, type n to indicate that you do not want to save anything
from your screen, then type y to exit WordPerfect.

Once you leave WordPerfect, you are returned to the place where you started
the program. If you started from DOS, then you should see the DOS prompt
at the top of the screen.

A DOS PROMPT

Do

If you started WordPerfect from a menu, such as the one in the WordPerfect
Library program, then you are returned to that menu.

A - Appointment Calendar P - PlanPerfect
C - Calculator W - WordPerfect
E - Edit Macros

F - File Manager

G - Go to DOS for One Command
N - NoteBook

T - Program Editor

D - DataPerfect

C:\LIBRARY
1 Go to DOS; 2 Clipboard; 3 Other Dir; 4 Setup; 5 Mem Map; 6 Log: _ (F7 = Exit)

The topic of file management includes a lot of information about the way
your computer stores and organizes files. In this lesson you have been
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introduced to copying and deleting files as an important part of word
processing. You have also been introduced to some terms, such as
“directory,” that may be unfamiliar to you.

If you feel you need more information about maintaining files, turn to the
List Files heading in the WordPerfect Reference Manual for detailed
instructions.

An exercise on document summaries in the Document Management lesson (lesson 27)
in Special Features gives you additional information on how to find files from the List
Files screen.
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Lesson 12: Special Techniques

Now that you have completed Fundamentals I, there are some additional
features and insights in this lesson that you might find helpful when first
learning WordPerfect.

Each feature (e.g., Date Format, Initial Settings) is written as a separate
exercise. Simply select a feature you want to learn about, then read through
the material and complete the steps. You do not need to finish the entire
lesson from beginning to end.

Date Format

A\ FORMAT CHARACTERS
A FORMAT EXAMPLES

When you select Date Code (2) from the Date/Outline menu (Shift-F5), the
current date is displayed as month, day, and year (e.g., July 14, 1991). The
same menu also lets you change the way the date is displayed (the format),
as well as add the time to the date.

1 Press Date/Outline (Shift-F5), then select Date Format (3).
Select Date Format from the Tools menu.

The top half of the screen displays a table of characters you can use to create
a format, while examples of formats are provided below the table.

Date Format

]» character  Meaning
Day of the Month
Month (number)
Month (word)
Year (all four digits)
Year (last two digits)
Day of the Week (word)
Hour (24-hour clock)
Hour (12-hour clock)
Minute
am / pm
s Used before a number, will:
Pad numbers less than 10 with a leading zero or space
Abbreviate the month or day of the week

FOORNC AN

E}Examples: 31, 4 = December 25, 1984
%6 %3 1, 4 = Tue Dec 25, 1984
%2/%1/5 (6) = 01/01/85 (Tuesday)

$2/$1/5 ($6) = 1/ 1/85 (Tue)
8:90 = 10:55am

Date format: 3 1, 4

2 Type the following date format:
%6 %3 1, 4 (8:90)
3 Press Enter, then press Exit (F7) to return to the editing screen.
4 Press Reveal Codes (Alt-F3).
Select Reveal Codes from the Edit menu.
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A\ DATE FORMAT

Notice that a Date Format code is not placed in the editing screen.
5 Press Date/Outline (Shift-F5), then select Date Code (2).
(B Select Date Code from the Tools menu.

The inserted Date code not only displays the current date and time in the
editing screen, but includes the format that you set for the Date feature.

P> Fri sept 22, 1989 (1:50pm)_

Doc 1 Pg 1 Ln 1" Pos 3.6"
[Date:%6 %3 1, 4 (8:90)]

Press Reveal Codes to restore screen

Because the format is included with the Date code, you can change the
format as often as you like in a document, and the date codes that already
exist will remain the same.

6 Press Reveal Codes to display the normal editing screen.
Select Reveal Codes from the Edit menu.
7 Press Exit, then type n twice to clear the screen.

Once you set the date format it remains the same until you change it or exit
WordPerfect.

You can change the initial setting of the date format by using the Setup key. Turn to
Initial Settings in this lesson for an example.

Filenames

The DOS operating system limits the number of characters in a filename to a
maximum of 8 with an additional extension of 3 characters if you type a
period. As soon as you type a period, you can only type three more
characters, even if there are fewer than 8 characters in the filename.

Only the following characters can be used to create a filename. A space
should never be used in a filename.

A-Z all letters
0-9 all numbers
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exclamation point
at sign
numbers/pound sign
dollar sign
percent sign
ampersand

left parenthesis
right parenthesis
hyphen

grave

single quote
underscore

- /|VA%$$#@-¢

If you want to add an extension to a filename, do not use .COM, .EXE, or
.BAT as these extensions are used for program files.

Fixed Pitch and
Proportional
Spacing

Depending on the type of font selected for your document, WordPerfect may
be printing characters with fixed pitch or proportional spacing. Fixed pitch
spacing means that each character you type in a line takes up an equal
amount of space. Proportional spacing means that each character you type is
given space in proportion to its width (e.g., a “w” takes more space than an
“1).

Fixed Pitch Fonts
Let’s retrieve a document that automatically selects the Workbook printer,
delete the text on the screen, then type three lines of characters.

1 Press Retrieve (Shift-F10), then enter address.wkb to retrieve an inside
address and salutation.

Select Retrieve from the File menu.

2 Press Delete to End of Page (Ctrl-PgDn), then type y to delete the text
on the screen.

3 Press Repeat (Esc), type 30, then type W to create a line of characters.

Press Enter to start a new line, press Repeat, type 30, then type i to
create a second line of characters.

5 Press Enter to start a new line, press Repeat, type 30, then type ? to
create a third line of characters.

The three lines of characters appear to be the same length in the editing
screen. Let’s check them in the View Document screen.

6 Press Print (Shift-F7), select View Document (6), then select 100% (1).
Select Print from the File menu.
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A\ EQUAL LENGTH

A\ FIXED PITCH FONT

Each line is exactly the same length, even though the

“?” or “W.”

1 100% 2 200% 3 Full Page 4 Facing Pages: 1

11341
1

is narrower than the

If each line is the same length, then each character is assigned an equal

amount of space.

7 Press Exit (F7) to return to the editing screen.

The font selected for the text is a fixed pitch font.

8 Press Home,Home,T to move the cursor to the beginning of the lines.

9 Press Font (Ctrl-F8), then select Base Font (4).
Select Base Font from the Font menu.

WordPerfect displays a list of fonts available for the Workbook printer.

Base Font

E}* Courier 1O

Courier 10«
Helvetica
Helvetica
Helvetica
Helvetica
Helvetica
Helvetica
Helvetica
Helvetica
Helvetica
Helvetica
Helvetica
Helvetica
Roman 6pt
Roman 6pt
Roman 8pt
Roman 8pt
Roman 10pt
Roman 10pt
Roman 12pt

1 Select; N Name search:

Cp i
icpi Italic
6
6pt Italic

8pt Italic
10pt Italic
t
12pt Italic
15pt
15pt Italic
18pt
18pt Italic
Italic
Italic

Italic
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The font currently selected is marked with an asterisk (*) and is the Courier
10cpi font. The “cpi” stands for characters per inch and lets you know how
many characters will print in one inch of space. Fonts with cpi
measurements are fixed pitch fonts, and will always print the same number of
characters per inch no matter which characters you type.

Proportionally-Spaced Fonts

Because each character can be a different width in a proportionally-spaced
font, the Helvetica and Roman fonts are measured by height. The Helvetica
10pt (1 point = 1/72 of an inch) is taller (and larger) than the Helvetica 8pt
font; the Helvetica 12pt font is taller (and larger) than the Helvetica 10pt
font.

Let’s select the Helvetica 12pt font, then check the lines of text in the View
Document screen.

1 Press Down Arrow () until the cursor highlights the Helvetica 12pt font.
2 Press Enter to select the font.

3 Press Print, then select View Document.

Select Print from the File menu.

Because each character in the Helvetica 10pt font is given a customized
width, the line of W’s is much longer than the line of question marks, and
the line of question marks is longer than the line of i’s.

A\ UNEQUAL LENGTHS

1 100% 2 200% 3 Full Page 4 Facing Pages: 1 Doc 1 Pg 1

Let’s check the line length in the editing screen.
4 Press Exit to return to the editing screen.

Each line is displayed as equal in length because the editing screen is not in
a graphics mode, and assigns the same width to each character on the screen.
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You can check the length of each line in the editing screen by using the
Position number (Pos) on the status line.

5 Press Home,-» to move the cursor to the end of the W’s line.

The Position number should be 7", which means that the end of the line of
W’s is 7" from the left edge of the page.

6 Press Down Arrow (1), then check the Position number for the line of i’s.

The Position number is 2.65", which is much shorter than the line length of
the W’s. Even though WordPerfect can’t display proportional spacing in the
editing screen, you can still check the actual line length by using the status

line.

7 Press Exit, then type n twice to clear the screen.
Editing and Proportional Spacing

Now that you have been introduced to fixed pitch and proportionally-spaced
fonts, let’s see what font spacing means when editing a document.

1 Press Retrieve, then enter musicbox.wkb to retrieve a letter.
Select Retrieve from the File menu.

The full length of each line is displayed on the screen with space displayed
to the right of each line.

2 Press Font (Ctrl-F8), then select Base Font (4).
Select Base Font from the Font menu.

The font currently selected is the Courier 10cpi fixed pitch font. Let’s select
the Helvetica 10pt proportionally-spaced font and see what happens.

3 Press Down Arrow until the Helvetica 10pt font is highlighted, then press
Enter to select the font.

4 Press Home,! to reformat the text of the letter.

Because the Helvetica 10pt is proportionally-spaced (and because the font is
smaller), more characters can be printed in a line than with the Courier 10cpi
font.

However, the editing screen still only displays 80 characters per line. Lines
with more than 80 characters are longer than the width of the screen, and can
only be displayed a section at a time.
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A RIGHT MARGIN

5 Move the cursor to the second line of the first paragraph, then press
Home,Home,— to display the lines at the right margin.

ng the Sundheim booth at the WURLD trade exposition in

impressed with both the quality and variety of hand-crafted_

. While speaking with the Sundheim marketing director, I was
ution of the music boxes in the United States is handled directly

A

ternational has retailed an exclusive line of jewelry from
ars. Until recently, we have handled the majority of our
il order service.

o expand our business by opening several retail outlets in
the United States. At the same time, we would also like to
ne of Sundheim music boxes.

r a selection of music boxes from the following list for the

C:\WP51\LEARN\MUSICBOX.WKB Doc 1 Pg 1 Ln 2.5" Pos 7.32"

You can use the Home and arrow keys to shift the lines back and forth on
the screen for editing, or display the entire length of the lines in the View
Document screen using the 100% (on most monitors) or Full Page option.

6 Press Home,Home,— to display the lines at the left margin.

Now that you have learned a little about fixed pitch and proportional spacing,
you may want to try lessons 16 and 17 in the workbook to see what it is like
to edit with a proportionally-spaced font selected.

7 Press Exit, then type n twice to clear the screen.

Initial Settings

As you may have noticed, many of the formatting features (justification, tabs,
margins, etc.) are already set for you when you start creating a document.
For example, the left/right margins are set for one inch every time you clear
the screen and start typing.

These settings are called the default settings of WordPerfect, and are included
so that you can begin typing immediately when you first start the program.

If you want to change a setting for a document you are typing, use Format
(as you did in lesson 5) to insert a formatting code. The new setting will
change the text from the code forward through the document.

However, if you want to change a format setting so that WordPerfect uses it
each time you start the program or clear the screen, use the Initial Codes
option on the Setup key.

1 Press Setup (Shift-F1).
Select Setup from the File menu.
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2 Select Initial Settings (4), then select Initial Codes (5).

A Reveal Codes screen is displayed that lets you enter a new setting by
simply pressing the appropriate keys to insert a WordPerfect code.

3 Press Format (Shift-F8), select Line (1), then select Margins Left/
Right (7).

Select Line from the Layout menu, then select Margins Left/Right (7).

4 Enter 2 for the left margin, enter 2 for the right margin, then press Exit
(F7) to return to the Initial Codes editing screen.

A Left/Right Margin code is displayed in the Initial Codes editing screen.

A\ LEFT/RIGHT MARGIN CODE

Initial Codes: Press Exit when done Ln 1" Pos 2"

D[L/R Mar:2",2"]

If you returned to the normal editing screen at this point, each new document
you created would have 2" left and right margins.

5 Press Backspace to delete the Left/Right Margin code, then press Exit to
return to the Initial Settings menu.
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Besides setting formats for each document, you can also use the Initial
Settings menu to change settings for Date Format, Repeat Value, and several
of the Print options.

Setup: Initial Settings

1 - Merge

2 - Date Format 31, 4
September 22, 1989
3 - Equations

4 - Format Retrieved Documents No
for Default Printer

5 - Initial Codes
6 - Repeat Value 8
7 - Table of Authorities

8 - Print Options

Selection: 0

6 Press Exit (F7) to return to the normal editing screen.

If you find that you are changing an initial setting frequently with the Setup
key, then it would be wise to leave the initial settings alone and use keys
such as Format, Date/Outline, Repeat, and Print to make any changes to the
document or WordPerfect.

Check the index at the end of the workbook for other lessons that discuss Setup or
Initial Settings. You may also want to turn to the Setup heading in the WordPerfect
Reference Manual for details on using Setup to customize your copy of WordPerfect.

Justification

WordPerfect is set to keep all lines ending with a soft return [SRt] exactly
the same length when a document is printed. This is called full justification
because text at both the left and right margins is lined up evenly.

Because many business offices no longer use full justification for their
correspondence, most of the illustrations of printed pages in the workbook
show an unjustified (uneven or ragged) right margin.

If you want your printed documents to have an uneven right margin, but keep
the left margin even, use Setup to turn on Left Justification.

1 Press Setup (Shift-F1).

Select Setup from the File menu.

2 Select Initial Settings (4), then select Initial Codes (5).
3 Press Format (Shift-F8), then select Line (1).

Select Line from the Layout menu.
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4 Select Justification (3), select Left (1), then press Exit (F7) to return to
the Initial Codes screen.

A [Just:Left] code should be displayed in the Reveal Codes screen.
5 Press Exit twice to return to the normal editing screen.

Now each document you create will have left justification only. If you want
to turn full justification back on for a single document, then place your cursor
at the beginning of the document, and follow steps 3 and 4 above before
printing (select Full (4) to turn on full justification).

Moving Text

Although the Move feature is specifically designed for moving text from one
location to another, there are two other methods of copying or moving text
that some people prefer to use while editing in WordPerfect. These methods
are particularly useful if you are blocking text that needs to be moved.

For details on some shortcuts, see Move, Block in the WordPerfect Reference
Manual.

Copying a Block of Text
To copy a block of text without using Move,
1 Highlight the text with Block (Alt-F4).

2 Press Save (F10), then press Enter to save the hi