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Word Processing 


Although the manual typewriter existed for many years, serious word processing took shape with the classic IBM Selectric which was introduced in July, 1961. The Selectric had changeable ball fonts which allowed better control over typeface size and quickly became the executive and corporate standard. By 1971 Wang Labs brought to market the Wang 1200 dedicated word processing system which stored up to 133,000 characters on crude cassette tapes. Unlike the Selectric typewriter, you could format documents and store them on tape for later recall and editing. Wang improved on this model and five years later had expanded document storage to a disk system having 4,000 page capability and additional word processing features. 

In September of 1976, personal computers were one year old and the original CP/M operating system was introduced which allowed early personal computers to store data and documents on disk. Wordstar for the CP/M operating system, the grandfather of all personal computer word processing programs, appeared in June of 1979 from a company named MicroPro. At about the same time, Alan Ashton and Bruce Bastian of the WordPerfect Corporation of Orem, Utah were working to develop a powerful, but easy word processing program for the town government. Their original product, the WordPerfect Word Processor, ran only on the Data General Minicomputer. Between 1980 and 1981 both Wang Labs and IBM introduced two dedicated word processing systems with the IBM DisplayWriter appearing in June of 1980 and the WangWriter in December of 1981. 

IBM introduced the original desktop PC hoping for modest corporate sales in August of 1981. A relatively simple machine by today's standards, the machine initially held only 64 KB of RAM (compared to the current standard of 64,000 KB) and a crude cassette recorder port for data storage. But the PC attracted favorable reviews for its reliable design, exceptional keyboard and quality workmanship. The official and only word processing package for the PC at that time was EasyWriter. In September of that year, another software package called VolksWriter for the PC, was added. 

Despite this initial small offering of software packages, most serious word processing continued to be done on dedicated systems and CP/M (Control Program for Microcomputers) personal computers with Wordstar as the standard for CP/M hobbyists. One odd solution for some early IBM PC enthusiasts was to retrofit the early IBM PC with a card which could run CP/M word processing programs - the so called Baby Blue card. 

However, the momentum was building behind the IBM desktop PC standard and other suppliers were busy re-writing word processing packages from CPM to the IBM standard. Wordstar for the PC was introduced in June of 1982 and was an instant hit. In July of 1982 Wordmate appeared which was a redesign of the popular MultiMate corporate standard word processing package. 

In April of 1983 Wordstar version 3.3 was released which brought a robust and full-featured package to the needs of corporate user anxious to do serious word processing on the IBM PC. By then, the desktop PC was becoming an inexpensive option compared with dedicated word processing office equipment. 

Momentum continued for simpler word processing packages as PFS: Write emerged to capture the market for home and small office word processing users requiring simplicity and ease of use. 

Later in the year, Microsoft Corporation of Redmond, Washington became the first to issue a full-featured WYSIWYG (what-you-see-is-what-you-get) word processing package called appropriately enough, Microsoft Word. The new concept of seeing graphics and text on the screen was stunning. Unlike the Wordstar image of text and funny control codes representing differing styles of bold and italic type, Microsoft Word showed the actual letters on screen in the same glorious form as they would appear on the printed page. 

By 1984, word processing packages were proliferating rapidly in features and menu options and the Hewlett-Packard Company released the desktop laser printer which produced print close to typeset in quality. Now text could look great both on screen and on paper. The feeling was addictive. The printed page looked better than ever and the computer and printer now formed a professional image team which rivaled professional typesetting at a fraction of the cost. 

By 1985 the first desktop publishing packages began to appear. Desktop publishing combined typeset quality text with images and layout design concepts. Pagemaker, the first desktop publishing package, appeared for the Apple Macintosh computer and was available for the IBM PC family by 1986. 

During the following years, word processing packages began to incorporate features formerly seen in desktop packages - such as graphics images and columnar layout capabilities. Another trend is that packages have become more feature rich offering nearly something for everyone at constantly decreasing prices. Spelling checkers, thesaurus options, footnotes and even style checking have become standard. When you consider the fact that word processing programs are generally more difficult and time consuming to design than spreadsheets and databases, it is surprising how inexpensive the packages have become in such a short time. 

Today there are hundreds of word processing packages from which to choose, but how do you determine which package is best? Some initial considerations are the type of operating system you are using, compatibility with other software and/or hardware, and any special features such as graphics, mathematical function support, document merging, and macro support. Oh, and don't forget the cost. 

In the pre-Windows days, word processing applications were a stand alone entity. In other words, you purchased a word processing application, a spreadsheet application, and anything else that you needed or could afford. Today, word processing applications are usually bundled together with several other applications that you may or may not need and are sold as a package suite. 

Features and Options 


Most word processing applications share the same basic features and the amount of features that are typically available can be overwhelming. Below I have highlighted some of the more important features that you should be aware of. 

Compatibility 


Unless you do not share word processing documents, compatibility is an essential feature. A word processing application should be able to open documents that were created in older versions of the software as well as documents that were created in other word processing applications. For example, in this department all of the support staff use WordPerfect to type documents, but some of their faculty prefer Word. So both of these applications must be able to open the other's document (which they do). 

Create Web Documents 


With the proliferation of people posting documents on the World Wide Web, creating a Web document directly from your word processing application makes it relatively easy. Once you have a word processing document completed, including any graphics, you are just a mouse click away from having it posted on the Web. 

Templates 


The ability to use and create templates for use with word processing documents is important. Although most applications have pre-designed templates available, being able to create your own is a handy feature. For example, rather than going through all the steps to format a letter and add a company logo, creating a template with all the correct formatting and logo will save a lot of time. 

Footnotes and Endnotes 


The ability to easily create footnotes and endnotes in a document is essential, particularly when writing research or other technical papers. Footnotes and endnotes are used to indicate the origin or to provide additional information about a statement or topic that is used in a document. Typically a footnote is used at the bottom of a page within the document and an endnote is used at either the bottom of the last page or on a separate page at the end of the document. Although you can use either footnotes or endnotes, you can also use both by using the footnote to provide additional information and the endnote to cite the source for the information. 

In word processing, footnotes and endnotes have two parts, a reference mark and the corresponding text. The body of your document will contain the reference mark and this will be displayed as a number or symbol in superscript text such as: 

Everything that goes up must come down.1 

The red 1 in the above line is the reference mark and this number is generated automatically by your word processing application (note, no space between the reference number and the period in the sentence). Some word processing applications will allow you to define your own numbering scheme or replace use symbols or letters in place of numbers. 

Each reference mark in your document is linked to corresponding text in either the footnote or endnote. The above reference mark could point to additional information in a footnote such as: 

Newton's theory of gravity. 

Or it could be used as a citation in either a footnote or endnote such as: 

Newton, Sir Issac. (1687). Principia Mathematica Philolophis Naturalis. London, England. 

Or you could use both of these footnotes and endnotes in the document. 

For more information on using citations see: 

Internet Public Library at the University of Michigan
APA Guidelines: APA Publication Manual Crib Sheet
MLA Guidelines: MLA-Style Citations of Electronic Sources 

Formatting 


This means the ability to neatly and automatically move text into tightly aligned columns between two or more tab or margin marks. Is the process easy or complex? How do you set the margins? Can you store different column mark settings or must you manually set and reset this option each time. Is the process intuitive? Can centering, right flush and left flush formatting be done in various sections of the same document at the same time? Does the package support ruler lines or similar formatting option? 

Help 


Word processing packages, by their nature, are complex. Faulty documentation, non-intuitive help screens, and overwhelming and difficult commands may be interesting later on, but finding the keys to doing the job at hand is frequently more important. The best packages give you a choice between drop-down or mouse driven menus for beginners and shortcut key combinations for speed as you grow more proficient. 

Macros 


Sounds intimidating, but macros merely mean the useful capability for a package to memorize frequently used keystrokes and then type them in rapid fashion to the program when you press a single trigger key. You can prepare macros to type routine phrases like your address, initiating long menu sequences for saving documents to disk and other useful functions. 

Document Merge 


As you become more sophisticated working with documents, you start merging old ones with new text. The ease and logical fashion with which this can be done is important. 

A variation of document merging is mail merge. This allows you to type a form letter annotated with blank spots for names, addresses, and other details. The software can then automatically merge it with another list of the data to produce form letters which have the names, addresses and data plugged into the proper slots. Mail merging also goes hand in hand with your database. Can the word processor accept data from your database to create these mail-merged documents? Can the program prepare mailing labels with ease and minimum waste? 

Search and Replace 


This is an essential item. If you have a long document and entered David Smythe when it should have been David Smith, the package can find all occurrences of Smythe and instantly switch it to Smith. This feature is an essential jewel. 

Spelling Checkers 


A spelling checker may not seem an essential item, that is until you have used one. The better packages can call up a spell checker in simple fashion and have alternate words, alternate spellings and the ability to add unusual or technical words which the user may need but which are not within the normal dictionary. 

Word Processing Basics 


A nice feature of working in a windows environment is that you can have multiple windows open at the same time, each running a different application. If you have a large enough monitor, you can view the contents of the windows side-by-side and use cut & paste to move information back and forth. 

Most word processing software applications have built-in help available which can be handy if you can't figure out how to do something. In Microsoft Word 2000, help is available by clicking on Help in the menu bar, then selecting Show Office Assistant. In older versions of Microsoft Word, there is a tutorial available by clicking on Help in the menu bar, then selecting Examples and Demos. In WordPerfect 2000, help is available by clicking on Help in the menu bar, then selecting PerfectExpert. For older versions of Wordperfect, there is a tutorial program available by clicking on Help in the menu bar, then selecting Tutorial. The easiest way to master a software application is to just start with the basics and learn only what you need to know to get a job done. Word processing software can be a bit overwelming with all of the functions that are available to you, but if you concentrate on what you really need to know, you can learn the other functions as you need them. So lets start with the basics of typing a document, some of the basic formatting keystrokes, retrieving and saving a document, and finally, printing a document. We will start off by typing the following memo, announcing the availability of this course: 

Date:
To:
From:
Subject:
January 1, 2001
New Computer Users
Dave Krauss
Introduction to Home Computing
 

For those of you that are new to using a computer, there is a course available on the World Wide Web called Introduction to Home Computing. If you would like to participate in this class, start your web browser and enter the following Universal Resource Locator:
 

http://www.css.msu.edu/webclass.html
 

Beginning in January, 2001, Introduction to Home Computing will be available for credit for those of you that are interested. For more information, contact the instructor of the course. 

Thank you!
One of the most common mistakes that new users make when typing a document is using the space bar to do all of the document formatting. Although this is the way it was done in the days of the IBM Selectric Typewriter, word processing software has special keystrokes to simplify this process and make the document look a lot neater. 

Before you start typing, here's the keystrokes that I used to type the above document: 

Date:[image: image15.png]
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From:[image: image21.png]
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Introduction to Home Computing[image: image24.png]
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For those of you that are new to using a computer, there is a course
available on the World Wide Web called Introduction to Home Computing.
If you would like to participate in this class, start your web browser
and enter the following Universal Resource Locator:[image: image26.png]
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http://www.css.msu.edu/webclass.html[image: image31.png]
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Beginning in January, 2001, Introduction to Home Computing will be
available for credit for those of you that are interested. For more
information, contact the instructor of the course.[image: image33.png]
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Thank you![image: image35.png]


 
Note that I did not press the [image: image36.png]


key after each line in the body of the memo. The reason for this is because the word processing software has a built-in function called line wrap which breaks off a line between words, taking into consideration the font size and style that you are using and the margins settings for the page. 

Start your word processing application. Once the application has started, you will have a blank page to type on, this is called your desktop. Type in the above document, using the same keystrokes that I used. 
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Once you have the document typed in, you will need to save it so that we can use it later. To save a document, just click on the diskette icon in the menu bar at the top, or click on File, then click on Save. Your word processing software will then prompt you for a file name, I just called mine memo, but you may call it anything you like. Once you have saved the document once and given it a name, the next time you save the document, it will automatically save it to the same name. 
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To print the document, just click on the printer icon in the menu bar at the top or click on File, then Print. 
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To retrieve a document that you have previously typed and saved, either click on the File icon in the menu bar at the top of the screen or click on the word File, then Open, and finally the name of the document. With some word processing software applications, previously accessed documents will appear at the bottom of the File menu. Clicking on the document name is a shortcut to clicking on File, then Open, then the document name. 

Text Appearance and Font Styles 


Text appearence in a document can be changed quite easily using a Windows based word processing application. Lets change the appearance of the memo document that we created above by using bold, italic and underlined text. Also, we will see how easy it is to change the style of font that is used to display and print the document as well as changing the size of the font. 

· We will start by positioning the mouse pointer over the letter I of the word Introduction in the Subject: line. Holding down the left mouse button, we drag the mouse to the right until Introduction to Home Computing is highlighted. 

· The left mouse button is then released and in the menu bar at the top of the screen, we click on the [image: image41.png]


bold text icon. 

· Positioning the mouse pointer anywhere in the document and then clicking the left mouse button will release the highlighted text. The subject Introduction to Home Computing now appears in bold text. 

· We make the same changes in the other places where Introduction to Home Computing appears in the first and second paragraphs of the body of the memo. 

· Next we locate the phrase Universal Resource Locator at the end of the first paragraph in the body of the document and using the same procedure that we used above to select the text, we highlight Universal Resource Locator. 

· In the menu bar at the top of the screen, we click on the [image: image42.png]


italic text icon. 

· Positioning the mouse pointer anywhere in the document and clicking the left mouse button releases the highlighted text. The phrase Universal Resource Locator now appears in italic print. 

· Next we locate the URL containing information about this course (http://www.css.msu.edu/webclass.html) between the first and second paragraphs of this document, then select this text using the procedure discussed above. 

· In the menu bar at the top of the screen, we first click on the [image: image43.png]


underline text icon to underline the text and then click on the [image: image44.png]


bold text icon. 

· We position the mouse pointer anywhere in the document, then click the left mouse button to release the highlighted text. The URL http://www.css.msu.edu/webclass.html now appears in both underlined and bold print. 

Once we have completed the above steps, the memo document will look like this: 

Date:
To:
From:
Subject:
January 1, 2001
New Computer Users
Dave Krauss
Introduction to Home Computing
 

For those of you that are new to using a computer, there is a course available on the World Wide Web called Introduction to Home Computing. If you would like to participate in this class, start your web browser and enter the following Universal Resource Locator:
 

http://www.css.msu.edu/webclass.html
 

Beginning in January, 2001, Introduction to Home Computing will be available for credit for those of you that are interested. For more information, contact the instructor of the course. 

Thank you!
Located in your menu bar at the top of the screen are places where we can select the style of font that we are using in the document as well as the size of the font. To change the style and/or size of font that the document is displayed and printed with, the mouse pointer is placed in the upper left hand corner of the document, then clicked once to move the cursor to that position. In most word processing applications, this can also be accomplished by pressing the [image: image45.png]


and [image: image46.png]


keys together. With the cursor in the upper left hand corner of the document, we click on [image: image47.png][Times New Roman




to change the style of font and [image: image48.png]


to change the size (pitch) of the font. 

Besides the click and drag method that we described above for highlighting and selecting text, most word processing applications allow you to select individual words by merely double-clicking on a word. Also, clicking the the left mouse button a third time will allow you to select a group of words. 

Spell Check 


Most word processing software applications will allow you to check for spellings errors in your document by simply clicking on an icon in the toolbar. Lets check the document that we created above for spelling errors and also look at some of the other tools that are available to us when creating a document. 

A spell checker is a handy feature and is available in most word processing software applications. The spell checker allow us to concentrate on the content of the document that we are creating and not worry about spelling. Once the document is complete, we can simply launch the spell check program to locate any spelling errors. Some of the newer word processing applications, will even check for spelling errors as text is entered into a document. Any words that are found that do not appear in the word processing application's dictionary are also marked so that we can return to them later and make corrections. 

If we were using Microsoft Word, we could access spell check by left clicking on the [image: image50.png]


spell check icon, pressing the [image: image51.png]


key on the keyboard, or selecting Tools from the menu bar at the top of the screen, then left clicking on Spelling and Grammar. If we were using Corel WordPerfect, we access spell check left clicking on the [image: image52.png]


spell check icon, pressing the [image: image53.png]
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keys, or selecting Tools from the menu bar at the top of the screen, then left click on Spell Checker. 

Spell checking the above document would detect Krauss, http, www.css.msu.edu, and webclass.html as spelling errors. Some word processing applications may also flag browser as a spelling error. 

A nice feature of spell checkers is that they allow us to incorporate new words into the dictionary that it uses to check a document or even create additional dictionaries to be used with certain documents. When the spell checker finds a word that isn't in the dictionary, we have the option of either selecting another word from a list of suggestions, skipping the word, or adding the word to the dictionary. In the case of our memo document, if we planned to create several documents in which we were going to be using http, www.css.msu.edu, etc., we would probably want to include these in the spell checker's dictionary. 

Thesaurus and Other Tools 


A Thesaurus is another handy program that is available in most word processing software applications. The Thesaurus allows us to look up synonyms, antonyms, and other related words in a document. To access the Thesaurus program in Microsoft Word, we press the [image: image56.png]
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keys together or select Tools from the menu bar at the top of the screen, then left click on Language, then finally Thesaurus. To access the Thesaurus program in WordPerfect, we press the [image: image58.png]
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keys together or select Tools from the menu bar at the top of the screen, then left click on Thesaurus. 

With the document that we created above loaded in our word processing application, if we were to double-click the left mouse button on the word Home to select it, then start the Thesaurus program, it would give us several options for the word Home (habitation, abode, domicile, dwelling, etc.). If we wanted to replace the word Home with one of the words listed, we can select the new word then left click on Replace. We could either repeat this exercise to replace other occurences of the word Home or use another handy feature found in word processing applications called Search and Replace. 

Search and Replace 


The search and replace feature allows us to search for a specific word or phrase and change it to something else. For example, imagine if all of the materials for this course were contained in one large document several hundred pages long and in that document, we forgot to capitalize the word Microsoft. By using search and replace, we could quickly search for each occurrence of the word microsoft and replace it with Microsoft. Or maybe we had several quotes from an author named Willy Smith and decided that we needed to be more formal and wanted to change Willy Smith to Dr. William A. Smith, PhD. By using the search and replace feature, we could make this change in a matter of seconds. 

Additional Tools 


In addition to the spell check, thesaurus, and search and replace features, your word processing application may have some additional tools to aid you in creating a document. Some of the more common tools are: 

· Grammar Checking - Identifies sentences in your document that may have errors in grammar and/or writing style. Most grammar checking programs also check for misspelled words. 

· Language - Sets the formatting conventions for another language. 

· Macro - Record and playback commonly used keystrokes or mouse selections to perform tasks automatically. 

· Merge - Used to mass produce letters, memos, invitations, labels, envelopes, etc. Using a single document and a data file containing names and addresses, the merge function is used to mass produce documents based on the information in the data file. 

· Template - Used tp set formatting options for a new document, such as margins, tab settings, etc. 

· Sort - Used to sort a column of words or numbers. 

Do's and Don'ts 


Before moving on to the tasks for this lesson, here are some tips for working with word processing documents: 

· Get in the habit of making backup copies of all your important documents and don't store the backup copies in the same place as the original document, such as the same diskette or hard drive. 

· When editing a large document, use bookmarks so that you can quickly find where you were in the document. 

· If you find words that are marked as having an incorrect spelling, but you know they are correct (such as scientific terminology), add the words to the word processing application's dictionary. 

· Don't worry about including footnotes and endnotes in a document that requires citations until you have the first draft completed. Typing the citations while working on the document will detract from your train of thought. 

· Plan your time so you don't have to complete a report all at once. Type a rough draft of the document first and don't worry about the grammar, spelling, or any objects such as pictures or data that you need to include. Once the rough draft is done, locate any additional information, pictures, etc. that you need to complete the work and insert where appropriate, making sure the formatting is correct. Next, carefully edit the document, checking for grammar and spelling errors. 

· If you get writer's block while working on a document, take a break, go for a walk, or play a game of solitaire rather than force yourself to be creative. When I get writer's block, I start mowing the lawn and the ideas start to flow! (I don't know if that is because I am more relaxed or because I hate mowing the lawn and would rather be doing something else). 

Microsoft Word 


Microsoft Word is the word processing application that comes with Microsoft Office. Before we move on to the hands-on tasks for this lesson, lets take a moment and familiarize ourselves with the Word menus and toolbars. As we go through the various menus and tools available in Word, note the similarities between the available options and the buttons and shortcuts associated with these options. 

File Menu 
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The File menu is probably the one that you will use the most. Note in this menu that several of the menu items have associated buttons and shortcut keystrokes that you can use in place of opening the menu and selecting the appropriate option. 

The New option is used for creating a new Word document using one of the default formats or templates that is included with Word 2000. We will discuss templates in more detail in the Word Templates task. The New option can also be accessed from the button bar by selecting the [image: image66.png]


button or using the [image: image67.png]
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shortcut keys. 

Word has an option to Open existing documents in this menu. This simply means that you can open additional documents in the workspace that you have already created so they are available to you. Open can also be accessed from the button bar by selecting the [image: image69.png]


button or using the [image: image70.png]
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shortcut keys. 

Close is used to close the current document, thus removing it from your workspace. 
When you are finished creating or editing a document in Word, you need to save the document before exiting the program. This is accomplished by either selecting Save from the File menu, clicking on the [image: image72.png]


button on the button bar, or using the [image: image73.png]
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shortcut keys. If you need to convert a document from Word format to another format such as a format that will work with an older version of Microsoft Word, WordPerfect, or a simple text format, then select the Save As... option. If you have a Word document (such as the resume that we will create later on in the course) that you would like to convert to an HTML document, select Save as Web Page or click on the [image: image75.png]


button on the button bar if it is displayed). If you have saved a document as HTML document, you can preview what the document will look like in your browser by selecting Web Page Preview. In addition to saving a document, you can also send a copy of the document to another source such as your E-mail program or a fax machine, by selecting Send To. 

If you need to change the default settings for your document's layout, margins, or paper size, use the Page Setup option. Prior to printing a document, preview what the final result will look like before printing by either selecting the Print Preview option or clicking on the [image: image76.png]


button in the button bar. When you have the document exactly the way you want it, either select the Print option from the menu, click on the [image: image77.png]


button in the button bar, or use the [image: image78.png]
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shortcut keys to send the document to your printer. 

There is information about the current document available by selecting Versions and Properties. These options do not automatically display in the File menu, but if you double-click on File from the menu bar or just leave the menu open for a few seconds, they will appear. Versions display information about the various versions of the current document if they exist. Properties displays history of the current document such as the original author, the date and time that the document was originally created, when revisions were made, whether the document has ever been printed, etc. 

Finally, the last item in the File menu is Exit and selecting this will close Word. If you previously created documents in Word, they will be listed just above the Exit option. This is your document history, similar to the Documents option in the Windows Start menu, but the documents displayed here are only the ones that you used Microsoft Word to create or edit. In the example above, there are only two documents that I have created in Word, Review.doc and Homework.doc. The document that you accessed last in Word will be the first one displayed in the list. 

Edit Menu 
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The Edit menu contains options that are used in editing a Word document. The first option in the list is the most important, the Undo option. Undo is used to return the document to its state, previous to your last editing operation. For example, if you did a Search & Replace in a document and accidentally removed all of the spaces between the words, using the Undo option would return the document to its form prior to removing all the spaces. To use this feature, select Undo from the menu, click on the [image: image82.png]2l



button in the button bar, or use the [image: image83.png]
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shortcut keys. Along with the Undo option is the Repeat (or redo) option. Repeat is used to do just that, repeat the last operation that you did in Microsoft Word. To use the Repeat option, select Repeat from the menu, click on the [image: image85.png]4



button in the button bar, or use the [image: image86.png]
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shortcut keys. 
The next three options and the ones that you will probably use the most in Microsoft Windows, are Cut, Copy, and Paste. These three functions are universal in all Windows applications, with their origins dating back to the early days of Microsoft DOS (Disk Operating System). To copy and remove a portion of text or an object from a Word document, select Cut from the menu, click on the [image: image88.png]


button in the button bar, or use the [image: image89.png]
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shortcut keys. To just copy a portion of text or an object from a Word document, select Copy from the menu, click on the [image: image91.png]


button in the button bar, or use the [image: image92.png]
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shortcut keys. To select the entire contents of a page, use the Select All option or use the [image: image94.png]
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shortcut keys. You can also delete the contents that are highlighted by selecting the Clear option or simply pressing the [image: image96.png]


key. 

To paste a portion of text or an object that you previously Cut or Copied from a Word document, select Paste from the menu, click on the [image: image97.png]


button in the button bar, or use the [image: image98.png]
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shortcut keys. You can also use the Paste Special... option to link another document, such as a spreadsheet, in a Word document and the Paste as Hyperlink option to embed a hyperlink in the document. 

Find..., Replace..., and Go To... are all available from the Find and Replace window: 
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Find... is used to locate a word or phrase in the document. Replace... is used to find and replace a word with something else. Go To... is used to jump to a certain page, a certain section of the document, a line, a bookmark, etc. within the document. You can either use the appropriate menu options for these features or use the shortcut keys for Find... ([image: image101.png]
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), Replace ([image: image103.png]
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), or Got to... ([image: image105.png]


 [image: image106.png]


). 

The last two items in this menu are Links... and Object. The Links... option displays information about any links that are contained in the document and also allows you to edit the links properties. The Object option is used to edit any object, such as a clipart picture in the document. 

View Menu 
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The View menu contains options for changing to one of the four workspace layouts in Word. Normal is the default layout for Word and the one that you will probably use the most. The workspace contains the basic editing buttons for Word, along with a ruler across the top of the workspace indicating any tabs that you have set along with the document width. This layout is available by selecting Normal from this menu or click on the [image: image109.png]


button at the bottom of the screen. 

Web Layout is used mainly when creating web documents in Word. In this format you have the same buttons available in the button bar, but the ruler across the top of the workspace indicates the width of the web page that you are creating. This layout is available by selecting Web Layout from this menu or click on the [image: image110.png]


button at the bottom of the screen. 
Print Layout displays a similar workspace to the Print Preview option from the File menu, but besides the ruler across the top of the workspace indicating your tabs and page width, there is also a ruler along the left-hand side of the page indicating the length of the page along with the page break. This layout is available by selecting Print Layout from this menu or click on the [image: image111.png]


button at the bottom of the screen. 

The final layout option is Outline. Outline splits the workspace into two halves, your document on the right side and an outline form on the left. This layout is available by selecting Outline from this menu or click on the [image: image112.png]


button at the bottom of the screen. In addition to these four layouts, you can also select the Zoom... option: 
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In the Zoom window, you can zoom in or out from 10% to 500% and also control how many pages are displayed on the screen at the same time. 

The Toolbars option allows you to change which menus and buttons are available in your Word workspace. The default toolbars are Menu bar and the Standard and Formatting button bars. Selecting the Toolbars option will display which bars are available. This will depend on what other Office 2000 programs that you have installed on your computer. There is also the Customize option that allows you to configure the toolbars for what works best for you, including the ability to create your own custom commands. 
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In addition to the toolbars, you can control whether the Ruler is displayed or not by selecting the Ruler option in the menu. If you would prefer to work without the menus and toolbars, select the Full Screen option or click on the [image: image115.png]


button. 

Document Map splits the screen into two halves, map of topics or headings appears on left, document on right. Click on a document map item to quickly move around in the document. This is similar to the Outline Layout discussed above. To use the Document Map feature, select it from the menu or click on the [image: image116.png]


button (if it is displayed in the button bar). 

The Header and Footer option is used to create headers and footers in a Word document. Headers (top margin of the page) and footers (bottom margin of the page) are used to incorporate page numbers, a document date, title, author's name, or a logo into a Word document. After selecting the Header and Footer option, the following menu bar appears: 
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Click on the buttons to insert the various attributes into the document. 

Finally, Footnotes and Comments can be viewed in a Word document by selecting the option in the View menu. Both Footnotes (endnotes) and Comments are added to a Word document from the Insert menu which we will discuss in the next task. 

Insert Menu 
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The Insert menu is used to insert objects into a Word document. An object can be text, a symbol, a graphic image or sound, a link to another document, or a format. The first few options in this menu deal with formatting and text options. The Break... option is used to insert format commands like a page break into a Word document. Page Numbers... is used to insert a page numbering scheme into the document (ie. top of the page, bottom of the page, on the left, center, right, etc.). The Date and Time... option inserts the date and/or time into a document and this can be set to automatically update each time you edit the document. AutoText is used to insert canned text into the document, such as a salutation Dear Mom and Dad or a closing line such as Respectfully yours. You can also add your own phrases that you use a lot. The Field... option is used to insert a placeholder for dynamic (changing) data into a Word document. A simple example of the Field option would be adding PAGE field or a DATE field to a document. The value that is displayed in the document for the PAGE field would change if you were to insert pages within the document and the value for the DATE field would change to reflect today's date when you save a document. 
Another use of the Field option would be in the creation of a form letter in which fields for a name and address were entered into the form letter. Using the Mail Merge option available in the Tools menu, a document containing names and addresses is merged with the form letter to create an individually addressed letter to each of the people in the list. 

The Symbol... option is used to insert a non-standard character into a Word document. The Symbol window looks like this: 
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To get a better view of what the symbol is, just select it. Above I have select the Omega symbol. To use this symbol in a Word document, once the symbol is selected, just click on the [image: image121.png]


button. 

The Comment option is generally used in a workgroup environment where you'd like to have other members of your workgroup electronically review your document using Microsoft revision marks. This is the equivalent to giving people a printed document and they in turn make revisions using a red pen (this is called redlining). When the Word document is returned to you, you can view the revisions that each person has made, these will be displayed in a different color for each person reviewing the document. To use this feature, select Comment from the menu or click on the [image: image122.png]


button (if it is displayed in your toolbar). 

A Footnote... (or endnote) is used in a document to add comments or provide reference. For example, if you were typing a research paper and needed to cite the work of another author, then you would add a note reference mark next to his/her name. You would then include the citation that corresponds to the note reference mark either in a footnote (appears at the bottom of the current page) or in an endnote (appears at the end of the document). Footnotes and endnotes are added via the Footnote... option: 
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The Caption... option is used to add a title or description to an equation, figure, or a table. 

The Cross-reference... option is used in Word to reference one item in a document to another item in a different location in the document. For example, you might use something like See Figure 3 on page 10 for more information. Cross-references can be made to a numbered item, heading, bookmark, footnote, endnote, equation, figure, or a table. If you are going to use this document on the web, you can make the cross-references hyperlinks so that users can jump directly to the reference. 

Another type of reference that you can use in Microsoft Word is Index and Tables.... The Index and Tables... option gives you the ability to create an index of words, phrases, symbols, and topics that are contained in a Word document, along with their location (page number). 
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With the Picture option, you can add graphics to your document. 
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There are two basic types of graphics that can be used in a Word document, drawing objects and pictures. A drawing object includes AutoShapes, curves, lines, and WordArt drawing objects. These types of objects become a part of the document. Pictures are graphic images that were created with another application such as Paint or Adobe PhotoShop and can include bitmaps, scanned pictures, digital camera pictures, and the clipart images that come with Microsoft Office: 
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The Text Box option creates a box within your Word document that is treated like any other object in that it can be moved around on a page and formatted separately from the rest of the document. In the Text Box you can either type in text, copy text from another file, or paste an object into the box. To use this option, either select Text Box from the menu or click on the [image: image127.png]


button (if it appears in the tool bar). 

The File... option is another method for adding content to a Word document. With this option, you can insert a file into the document. Unlike the other insert options, using File embeds the file into the document. In other words, the file becomes an integral part of the document and is not an object like a Text Box. A File can be just about anything, other word processing document, a spreadsheet, database, text file, or even an image. 

Object... is another method of inserting a file into a Word document. The Insert Object window below shows some of the file types supported by this option: 
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The Bookmark... option allows you to insert a link in a document so that the reader can quickly jump from one location to another. 

The Hyperlink... option allows you to add a hyperlink in a Word document. The hyperlink can link to another location in the document, to another document or file, to a web page, or to an E-mail address. The hyperlink can either be a graphic image or different colored and/or underlined text. When the user moves his/her pointer over the hyperlink in the document, it will change to the [image: image129.png]


symbol. To use this option, select Hyperlink... from the menu, click on the [image: image130.png]s



button, or use the [image: image131.png]
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shortcut keys. 

Format Menu 
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The Format menu gives you several options for controlling the layout and appearance of your Word document. 

The Font... option allows you to change the font type (Arial, Courier, Times, etc.), the font style (regular, italic, bold), the font size and any additional characteristics such as underlining, strikeout, subscript or superscript, shadow, character spacing, special effects, etc. You can change the default font for the entire document or just a portion of text. Select this option in the menu or click on the [image: image135.png]


button (if it appears in your toolbar). 

You can also change the font settings in the toolbar by changing the font type [image: image136.png]Arial =



and font size [image: image137.png]


settings. 
The Paragraph... option is used to change the default settings for indents, line spacing, and line and page breaks. Select this option in the menu or click on the [image: image138.png]


button (if it appears in your toolbar). 

[image: image139.png]e e e

fEEM=] ekt [sodytot o
Indentation

= —— By

|

o pt EI‘

ms rore) =] =

Spacing
Before Line spacing: &t

sfter oo = [sree 3]

Preview





Bullets and Numbering... are an easy way to make a document look professional. You can add bullets or numbered lists to existing text or you can automatically create bullet and numbered lists as you type. If you are creating a document that will be used as a web page, you can also use graphic images or pictures as the bullet. To use this feature, select the option in the menu or click on the [image: image140.png]


. There should also be [image: image141.png]


and [image: image142.png]


buttons in your toolbar. 
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The Borders and Shading... option allows you to change or add borders and shading to a page, portion of text, a table, or around a graphic image (picture or clipart). 
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You can either select on the border types listed in the Borders and Shading window or create your own style. 

Columns... Select this option in the menu or click on the [image: image145.png]


button (if it appears in your toolbar). 

With the Tabs... option, you can set the tab stops for indents in your document. To use this feature, either select the Tabs... option from this menu or use the slider across the top of the Word document to change the tab settings. 

Drop Cap... is used to begin a paragraph with a large capital letter: 
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With the Text Direction... option, you can change the orientation of text in a document. Select this option in the menu or click on the [image: image147.png]


button (if it appears in your toolbar). 

The Change Case... option allows you to change the case of highlighted text. Sentence case capitalizes the first character in the sentence, lowercase uses all lowercase letters, UPPERCASE uses all uppercase letters, Title Case capitalizes each word in the sentence or phrase, and tOGGLE cASE converts uppercase to lowercase and lowercase to uppercase. 

The Background option is used to change the background color of the document. If you are going to use a document on the web, then you will want to select some background color otherwise the color will change to the user's default browser colors. Select this option in the menu or click on the [image: image148.png]


button (if it appears in your toolbar). 

A Theme... is used to provide a specific look to your documents which includes settings that you routinely use, such as a background color, document styles, bullets, horizontal lines, hyperlink colors, table border styles and colors, etc. Word has several built-in themes that are available or you can customize your own. 

[image: image149.png]Theme

Choose a Therne:

(Geared Up Factory
Gobal Marketing
Industrial

aze

ature

Network Btz
Poetic
Postmodern

Rice Paper

I~ vivid Colors
I Active Graphics.
¥ Background Image:

Set Default

Heading 1 style

o Bullet
o Bullet

Horizontal Line

Heading 2 style

Regular Text Sample
Reguler Hyperlink
Followed Hypetink

Style Gallry.

Cancel





A theme is different than a template in that it doesn't provide support for AutoText entries, customized toolbars, macros, menu settings, or shortcut keys. Themes just provide a specific look for the document with the use of color, fonts, and graphics. Select this option in the menu or click on the [image: image150.png]


button (if it appears in your toolbar). 

The Frames option is used when you are designing web pages. Basically, a frame divides up the page in sections, synonymous to the way a table divides up a word processing document. The difference with a frame however is that each section (or frame) in the page is actually a separate web document. The container (or document) that displays the group of frames is called a frames page. 

The Word AutoFormat... option is used to quickly apply formatting to a document. The formatting options include headings, bullet lists, numbered lists, borders, symbols, and hyperlinks. AutoFormat can either be applied after a document is created or it can automatically format the document as you type. Select this option in the menu or click on the [image: image151.png]


button (if it appears in your toolbar). 

The Style... option is used to quickly change the appearance of the text in a document. When you start creating a document in Word, Word uses the Normal template which in turn uses the settings for the Normal style. You can view the current style settings by click on the Style field in the toolbar: 
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Styles allow you to quickly change a whole set of formatting characteristics in one simple task. For example, to format a title in your document, instead of taking three steps to change the title to 16 pt, Arial, and center-aligned, you can achieve the same result in one step by applying the Title style. 

Finally, the Object... option allows you to change the formatting for an object in a Word document. In order to use this option, you must have already added an object via the Insert menu. Select this option in the menu or click on the [image: image153.png]


button (if it appears in your toolbar). 

Tools Menu 
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The Tools menu contains several features to assist in creating a document. One of the most important features in a word processing program is spell check. The Microsoft Word Spelling and Grammar... option is very handy for checking your document for spelling and grammar mistakes. You can also add new words to the Word dictionary. 

There are three basic ways that you can use the Spelling and Grammar option. Word can automatically correct your spelling and grammar mistakes without having to confirm each correction (using the AutoCorrect feature), automatically check for mistakes as you type and flag the errors, or check for spelling and grammar mistakes all at once. 

To use the Spelling and Grammar feature, either select the option from the menu, click on the [image: image156.png]


button in the toolbar, or simply press the [image: image157.png]


key. 
The Language option is used to set the default language for Word, open the Thesaurus (you can also use the [image: image158.png]
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shortcut), or configure how Word handles Hyphenations. 

The Word Count... option will total the number of pages, words, characters, paragraphs, and lines in a document. 
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The AutoSummarize... option is used to summarize the key points of a document and assign a score for each sentence. The sentences that contain words used frequently in the document are given a higher score. This information can then be used to choose the highest-scoring sentences to display in the document summary. This feature is used primarily in reports, articles, and scientific papers. Select this option in the menu or click on the [image: image161.png]


button in the toolbar (if it is displayed). 

The AutoCorrect... option is used with the Spelling and Grammar option. This feature will automatically detect and correct mistakes in your document which include typos, misspelled words, grammatical errors, and the use of incorrect capitalization. For example, if you typed teh (a common typing error), AutoCorrect would replace that with the. Also, you can configure AutoCorrect so that it will insert text, graphics or symbols into a document. For example, if you typed (c), you could have AutoCorrect insert a ©, or if you typed yo! it would insert Welcome to the class!. 

If you have Microsoft BookShelf Basics or any other reference applications loaded on your computer, then you will have a menu option for Look Up Reference.... 
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This option is used for searching through these on-line reference materials for definitions of a term. 

The Track Changes option is used along with the Comment option from the Insert menu. With Comments enabled in a document, Track Changes uses revision marks (called redlining) to display the comments for people reviewing the document. 

To use the Merge Documents... option, you need to have a master document setup with a series of subdocuments. This option allows you to merge the documents together. For example, you might have a master document that contains the names of the chapters in a book and each chapter is a separate subdocument. The Merge Documents option allows you to merge all these documents into one document. 

The Protect Document... option is use to password protect a document. 
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You can use a password to prevent others from opening a document, allows others to open the document but require a password to modify the document, have Word suggest that anyone opening the document open it in read-only mode so they can modify the document and save it only if they give the document a new name, or prepare the document for review by protecting for comments and tracked changes. 

Use the Online Collaboration if you need to meet with another individual on-line using Microsoft NetMeeting or schedule a meeting using Microsoft Outlook. 
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The Mail Merge... option is used to create form letters, mailing labels, and envelopes. To use this option you need a form letter with the appropriate data fields and a data document that contains all of the names and addresses that the letter is going to be sent to. When you launch the Mail Merge wizard, it will guide you through the process of merging the form letter and the data together to create the letters and envelopes or mailing labels. 

The Envelopes and Labels... option is used to print delivery and return addresses on envelopes and mailing labels and if the letter is used in the USA, you can also add the delivery point barcode. 
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To use this option, select Envelopes and Labels... from the menu or click on the [image: image166.png]


button in your toolbar (if it is displayed). 

The Letter Wizard... option uses a series of wizards and templates to assist in creating commonly used types of documents, such as letters, memos, letters, faxes, and reports. 
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A wizard will present you with several options for formatting the document, including templates for some commonly used formats. 

If there is a series of actions that you commonly use in Word, the Macro option will let you create a macro to playback the sequence. A macro can record keystrokes or you can use the mouse to click on commands and options. 
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To record a macro, select the Record New Macro... option, to play a macro, either select the Macros... option or use the [image: image169.png]
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shortcut. You can also create your own macros using Visual Basic or the Microsoft Script Editor. 

The Templates and Add-Ins... option displays which templates or add-ins are currently in use. Every document that you create in Word is based on some template and there are two basic types, global templates and document templates. Global templates include the Normal template (the default for new documents) which contains settings that are available to all documents. Document templates, such as the memo or fax templates, contain settings that are available only to documents based on that template. For example, if you create a memo using the memo template, the memo can use the settings from both the memo template as well as the settings in any global template. Word provides a variety of document templates, and you can create your own document templates. 

The last two options Customize... and Options are where you configure your Word workspace environment. The Customize... option is where you choose how menus and toolbars are displayed, which toolbars are displayed, and if you would like Word to display screen tips. Options... is where you can select options for viewing, editing, saving, and printing documents, how you would like Word to handle spelling and grammar errors, the locations for your document and supplementary files, set your user information, and how Word should handle compatibility issues. 

Table Menu 
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The Table menu offers options for controlling the appearance of a table in a Microsoft Word document. 

The Draw Table option allows you to draw a table with a pencil tool in a document. A Tables and Borders toolbar window will appear containing all the tools you need to control the appearance of the table. To use this option select it from the menu or click on the [image: image173.png]


button in the toolbar (if it is displayed). 

The Insert, Delete, and Select options in this menu allow you to insert, delete, or select cells, rows, or columns within a table. 

The Merge Cells option is used to merge or combine two or more adjoining cells together. To use this option, first highlight the cells that you want to join, then either select this option in the menu or click on the [image: image174.png]


button in the toolbar (if it is displayed). 
Split Cells... does the opposite of what the Merge Cells option does, it splits a cell into one more cells. To use this option, first select the cells that you want to separate, then either select this option in the menu or click on the [image: image175.png]


button in the toolbar (if it is displayed). 

The Split Table option works similarly to the Split Cells option. The Split Table option is used to separate a table into two parts. Place your pointer on the row where you want the split to take place, then select this option from the menu. 

You can quickly change the format of a table using the Table AutoFormat... option by selecting one of the many pre-designed format templates. 
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To use this feature, select the option in the menu or click on the [image: image177.png]


button in the toolbar (if it is displayed). 

If you ever work with tables, the AutoFit option is extremely useful. This allows you to create the table, not worrying about how everything fits together, and then using this option, it automatically formats everything to fit. 
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You can format the table based on the contents, window, or column width or you can format the table so that the cells in either the columns or the rows are all the same size. 

The Heading Rows Repeat option is either toggled on or off. This option is used if you want the headings in the table to be repeated on new pages in the document. For example, if you had a table that was too big to fit on one page, the Heading Rows Repeat option would automatically add the table heading to the following pages. 

The Convert option is used to convert text that already exists in a document (or text that you just typed) into a table. You can also convert text in a table back to plain text. Highlight the text or table that you want to convert, then select this option from the menu. 

The Sort... option works just like sorting in a spreadsheet or database, it sorts the information in a row or column either in ascending or descending order. To use this option, click on the table that you want to sort, then either select this option in the menu or click on the [image: image179.png]


button in the toolbar (if it is displayed). 

If you need to do a calculation in a Word table, use the Formula... option. This option allows you to create a formula (just like in Excel) to analyze the data in the table. A list of some commonly used functions is available from a drop-down menu that you can paste into your formula. 

The Show Gridlines/Hide Gridlines option is another option that is either toggled on or off. If you have the table gridlines set to not display (the default), then Show Gridlines will show up in the menu. If you have the table gridlines set to display, then Hide Gridlines will show up in the menu. To use this feature, select this option in the menu or click on the [image: image180.png]


button in the toolbar (if it is displayed). 

Finally, you can control the properties for a table by using the Table Properties... option. A window will appear that allows you to set the table size, alignment, text wrapping, borders and shading, and margins. 

Window Menu 
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The Window menu is used to organize your Windows desktop. 

To open a new window in Word, select the New Window option. 

If you have multiple documents open in your Word workspace, you can use the Arrange All option to arrange the windows. 
The Split option is used to split your Word workspace into two windows. This is a handy feature if you are working on a long document and constantly have to refer back to a different location. For example, if you were working on a report that contained a table with some data that you were typing a summary for, you could use this option to split the window into two windows, display the table in one window and type your summary in the other. Since you are working with the same document, any changes that you make in either window will be saved. If you select the Split option, the menu will change to display a Remove Split option, which removes the second window. 

Help Menu 
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The Help menu provides several methods for obtaining help in Microsoft Word. The Microsoft Word Help option allows you to query the help files by typing in a question, such as How do I make a table?. To use this feature, select the option in the menu, click on the [image: image185.png]


button in the toolbar, or use the [image: image186.png]


shortcut key. 
[image: image187.png]



The Show the Office Assistant option displays the Microsoft Office Assistant. This is an animated character that provides help topics and tips to aid you as you work in Word. 
The What's This? option is handy for identifying objects in the Office environment. When you select this option, your pointer changes to a question mark that you can then use to click on an object to get a brief definition of its purpose. To use this feature, select the option in the menu, click on the [image: image188.png]


button in the toolbar, or use the [image: image189.png]
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shortcut keys. 

Office on the Web will take you to the Microsoft web site for the latest information on Microsoft Office. 

If you have WordPerfect loaded on your computer, you will have a WordPerfect Help... option. This provides help for those that are familiar with WordPerfect and new to Word. 

The Detect and Repair... option is used to locate problems with Microsoft Word and repair them, including restoring any shortcuts that are missing. 
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Finally, the About Microsoft Word option displays the version, Product ID, and copyright information for Microsoft Word. 

Handy Shortcuts 


Function
Shortcut Keys
Bold
[image: image193.png]
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Change case
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Copy
[image: image197.png]
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Delete a word
[image: image199.png]
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Find and replace
[image: image201.png]
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Go to page, section, line, etc.
[image: image203.png]
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Go to the beginning of the document
[image: image205.png]
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Go to the end of the document
[image: image207.png]
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Insert a hyperlink
[image: image209.png]
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Italicize
[image: image211.png]
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Open
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Open the thesaurus
[image: image215.png]
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Paste
[image: image217.png]
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Print
[image: image219.png]
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Repeat your last action
[image: image221.png]



or
[image: image222.png]
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Save the active document
[image: image224.png]
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Select all
[image: image226.png]
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Select to the beginning of the document
[image: image228.png]
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Select to the end of the document
[image: image231.png]
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Undo your last action
[image: image234.png]
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Corel WordPerfect 


WordPerfect is the word processing application that comes with Corel Perfect Office. Before we move on to the hands-on tasks for this lesson, lets take a moment and familiarize ourselves with the Wordperfect menus and toolbars. As we go through the various menus and tools available in Wordperfect, note the similarities between the available options and the buttons and shortcuts associated with these options. 

File Menu 
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The File menu is probably the one that you will use the most in WordPerfect. Note in this menu that several of the menu items have shortcut keystrokes that you can use in place of opening the menu and selecting the option. 

The New option is used for creating a new blank document in a new window. The New option can also be accessed from the button bar by selecting the [image: image239.png]


button or using the [image: image240.png]
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shortcut keys. The New from Project option is used for creating a new document using one of the default WordPerfect templates. Select the option from the menu or use the [image: image242.png]
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shortcut keys. We will discuss templates in more detail in the WordPerfect Templates task. 

WordPerfect has an option to Open existing documents in this menu. This simply means that you can open additional documents in the workspace that you have already created so they are available to you. You can easily switch between opened documents by just clicking on the document that you want to view from the status bar at the bottom of the WordPerfect workspace. Open can also be accessed from the button bar by selecting the [image: image245.png]


button or using the [image: image246.png]
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shortcut keys. 
The Close option is used to close the currently displayed document (if more than one document is open), thus removing it from your workspace. Select the option from the menu or use the [image: image248.png]
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shortcut keys. 

When you are finished creating or editing a document in WordPerfect, you need to save the document before exiting the program. This is accomplished by either selecting Save from the File menu, clicking on the [image: image250.png]


button on the button bar, or using the [image: image251.png]
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shortcut keys. If you need to convert a document from WordPerfect format to another format such as a format that will work with an older version of WordPerfect, Microsoft Word, or a simple text format, then select the Save As... option or use the [image: image253.png]


shortcut key. You can also use the Version Control option to save or retrieve different versions of a document. 

The Properties option displays information about the document currently opened in WordPerfect. There is a summary that contains information about the author, creation date, revision date, etc.: 
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Also there is information about the number of characters, words, sentences, lines, and paragraphs contained in the document: 
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Use the Document option when you want to annotate and compare documents, use master and subdocuments documents, specify a default font or edit the style for the current document. 

If you need to change the default settings for your document's layout, margins, or paper size, use the Page Setup option. Prior to printing a document, preview what the final result will look like before printing by selecting the Print Preview option. When you have the document exactly the way you want it, either select the Print option from the menu, click on the [image: image256.png]


button in the button bar, or use the [image: image257.png]
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shortcut keys to send the document to your printer. 

The Printing Info Online option will take you to the WordPerfect Printing Information Online on-line help pages. Here you will find information on printing as well as some free downloads from Corel. 

The Internet Publisher option opens a window where you can select a template to use to create a web document, convert the current document to a web document, save a copy of the current document to HTML format, and launch your browser to view your document. 
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Internet and electronic publishing is available in WordPerfect via the Publish to Trellix, Publish to PDF, and New XML Document options. Publish to Trellix uses a graphical interface to organize and link documents. Publish to PDF allows you to save a document in the Portable Document Format (PDF) for use with the Adobe Acrobat Reader. New XML Document allows you to create and publish documents in the Standard Generalized Markup Language (SGML) or eXtensible Markup Language (XML) formats. 

The Send To option is used to send a document to another device (such as a fax machine or diskette) or another application (E-mail program or web publishing application). 
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Finally, the last item in the File menu is Exit, select this option or use the [image: image261.png]
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shortcut keys to close WordPerfect. If you previously created documents in WordPerfect, they will be listed just above the Exit option. This is your document history, similar to the Documents option in the Windows Start menu, but the documents displayed here are only the ones that you used Corel WordPerfect to create or edit. In the example above, there is only one document that I have created in WordPerfect, Document.wpd. The document that you accessed last in WordPerfect will be the first one displayed in the list. 

Edit Menu 
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The Edit menu contains options that are used in editing a WordPerfect document. The first option in the list is the most important, the Undo option. Undo is used to return the document to its state, previous to your last editing operation. For example, if you did a Search & Replace in a document and accidentally removed all of the spaces between the words, using the Undo option would return the document to its form prior to removing all the spaces. To use this feature, select Undo from the menu, click on the [image: image265.png]


button in the button bar, or use the [image: image266.png]
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shortcut keys. Along with the Undo option is the Redo option which is used to repeat the last editing operation that you did. To use the Redo option, select Redo from the menu, click on the [image: image268.png]


button in the button bar, or use the [image: image269.png]
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shortcut keys. 
The next three options and the ones that you will probably use the most in the Microsoft Windows environment, are Cut, Copy, and Paste. These three functions are universal in all Windows applications, with their origins dating back to the early days of Microsoft DOS (Disk Operating System). To copy and remove a portion of text or an object from a WordPerfect document, select Cut from the menu, click on the [image: image272.png]


button in the button bar, or use the [image: image273.png]
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shortcut keys. To just copy a portion of text or an object from a WordPerfect document, select Copy from the menu, click on the [image: image275.png]


button in the button bar, or use the [image: image276.png]
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shortcut keys. To select the entire contents of a page, use the Select All option or use the [image: image278.png]
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shortcut keys. You can also delete the contents that are highlighted by selecting the Clear option or simply pressing the [image: image280.png]


key. 

To paste a portion of text or an object that you previously Cut or Copied from a WordPerfect document, select Paste from the menu, click on the [image: image281.png]


button in the button bar, or use the [image: image282.png]
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shortcut keys. You can also use the Paste Special... option to link another document, such as a spreadsheet, in a WordPerfect document and the Paste as Hyperlink option to embed a hyperlink in the document. 

Another handy cut & paste operation is the Append option. Append allow you to append something that you copied or cut to that which is already stored in the Clipboard. Each time you cut or copy something, the information contained in the Clipboard is replaced with the new data. Using the Append option allows you to add additional information to the end of what is already there. For example, if you highlighted and copied the text Roses are red, and then highlighted the text Violets are blue. and selected the Append option, when you paste the contents of the Clipboard it would contain Roses are red, Violets are blue.. 

The Repeat Next Action option allows you to select the number of times to repeat an action: 
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For example, if we selected the Repeat Next Action option, used the default value of 8, and then pasted the previous text that we copied and appended to the Clipboard, we would get: 

Roses are red, Violets are blue. Roses are red, Violets are blue. Roses are red, Violets are blue. Roses are red, Violets are blue. Roses are red, Violets are blue. Roses are red, Violets are blue. Roses are red, Violets are blue. Roses are red, Violets are blue.. 

The Convert Case option is used to change the case of the text in a document. 
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The Select option is used to select an object or portion of text in a document. This works well if you need to select a whole paragraph, page, or the entire document to copy to your Clipboard. 
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This menu contains two options for editing graphics, the Edit Graphic Box option and the Edit Graphic Line option. The Edit Graphic Box option is used to change the content or appearance of information that is contained in a graphics box. Select the option from the menu or use the [image: image287.png]
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shortcut keys. The Edit Graphic Line option allows you to edit a line in the document. 

The Links option is used to display information about any links that are contained in the document. You can also edit the links properties. 

The Object option is used to edit any object, such as a clipart picture in the document. 

The Find and Replace option is used to locate a word or phrase in the document or to locate a word or phrase and replace it with something else. 
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To use Find and Replace select the option from the menu or use the [image: image290.png]
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shortcut keys. 

The Go To option is used to jump to a certain page, a certain section of the document, a line, or a bookmark in the document. To use this feature, either select the option from the menu or use the [image: image292.png]
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shortcut keys. 

View Menu 
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The View menu contains options for changing to one of the four workspace view layouts in WordPerfect. Draft view is the fastest method for working on a document. In this mode, WordPerfect does not display headers, footers, and watermarks. To use Draft view, select the option from the menu or use the [image: image296.png]
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shortcut keys. 

Page view will display the document exactly as it will appear when the document is printed. Page view will display the font, along with any headers, footers, footnotes, watermarks, rotated text, and labels and you can also zoom in or out of the document. To use Page view, select the option from the menu or use the [image: image298.png]
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shortcut keys. 

Two Pages view is similar to Page view as far as the quality of the display. The difference between Two Pages view and Page view is that Two Pages view displays two consecutive pages in the same window and you can not zoom in or out of the document. 
Web Page view is used when you are creating a web document. In this mode, you do not need to type in the HTML tags to create a web document. When Web page view is selected, an additional toolbar will appear for formatting the document for use on the web. 

The Toolbars option allows you to select which toolbars are displayed while you are working on a WordPerfect document. 
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The Application Bar option allows you to toggle the application bar at the bottom of the WordPerfect workspace on or off. If you are only working on a single document, the Application Bar can be turned off if additional viewing space is needed. Like the Application Bar, you can also toggle the Ruler on or off by selecting the Ruler option from the menu or using the [image: image301.png]
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shortcut keys. 

The Hide Bars option is used to remove all the menus and bars in your workspace: 
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To remove all the bars select the option from the menu or use the [image: image305.png]
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shortcut keys. 

If you are working on a table, you can toggle on or off guidelines by selecting the Guidelines option: 
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The Shadow Cursor option allows you to toggle on or off the Shadow Cursor [image: image309.png]


. The Shadow Cursor indicates the insertion point when you do a paste operation, insert an object, or start typing in a document. 

There are also options to toggle on or off Graphics, Table Gridlines, and Hidden Text, display or hide symbols for spaces, hard returns, tabs, etc. using Show ([image: image310.png]


 [image: image311.png]




 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-f3.gif" \* MERGEFORMATINET [image: image312.png]


) and display or hide all codes used in a document using Reveal Codes ([image: image313.png]
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). 

Finally, the Zoom option allows you to control the magnification of the active document: 
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Insert Menu 
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The Insert menu is used to insert objects into a WordPerfect document. An object can be text, a symbol, a graphic image or sound, a link to another document, or a format. 

The Symbol option lets you select a symbol from a popup menu and insert that into the current cursor location in the document. To insert a symbol, select the option from the menu or use the [image: image318.png]
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shortcut keys. The Date/Time option allows you to insert the date and/or time in a document based on several different formats. The date and time for the document is then updated each time the document is saved. Outline/Bullets & Numbering option is used to create an outline form for the document or to format the text into a bullet or numbered list. The Table option is used to insert a table into a document based on the number of rows and columns that you select. To use the Table option, select the option from the menu, click on the [image: image320.png]


button in the toolbar, or use the [image: image321.png]


shortcut key. 
The Header/Footer option allows you to create, edit or discontinue the use of headers and footers in a WordPerfect document. 
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Headers can be used to insert information such as a document title, chapter heading, or date at the top of a page. Footers are commonly used to insert page numbering, company name, or a file name in the bottom of a page. 

The Footnote/Endnote option is used in a document to add comments or provide reference for a topic discussed in the document. For example, if you were typing a research paper and needed to cite the work of another author, then you would add a footnote (displays at the bottom of the current page) or an endnote (displays at the end of the document) to cite the authors work. 
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The Watermark option allows you to add a watermark to a document. A watermark is a faint picture that appears to be in the background and behind the document text and may be a company logo or just an image to reflect the nature of the document. For example: 
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With the Graphics option, you can add graphics to your document. 
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You can insert WordPerfect clipart images, other types of images from a file, create a graphics using TextArt, or draw a picture in the document. If you have a scanner attached to your computer, you can use the scanner to acquire an image or you can select the scanning software source (such as Adobe PhotoShop). Also, you can create a custom graphics box: 
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A horizontal (left to right) line can be inserted into a document by selecting Horizonal Line in the Line option or you can use the [image: image327.png]
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shortcut keys. A vertical (top to bottom) line can be inserted into a document by selecting Vertical Line in the Line option or you can use the [image: image329.png]
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shortcut keys. A custom line can be inserted by selecting Custom Line in the Line option. Also, you can use the Shapes option to create a design in a page: 

[image: image332.png]Draw Object Shapes: 2lx]

(¥ Lines ) Stars oK
) Basic € Calout =
0 Arows. ) Action
Help.
(7 Flowchart
B EE B Y%
S5





The Chart option allows you to insert a chart into a WordPerfect document. A chart can be a diagram that contains data that is presented in a graphical format, text, organizational structures, or a table. 

The Text Box option creates a box within your WordPerfect document that is treated like any other object in that it can be moved around on a page and formatted separately from the rest of the document. In the Text Box you can either type in text, copy text from another file, or paste an object into the box. To use this option, either select Text Box from the menu or click on the [image: image333.png]


button (if it appears in the tool bar). 

The Comment option is generally used in a workgroup environment where you'd like to have other members of your workgroup electronically review your document. This is the equivalent to giving people a printed document and they in turn make revisions using a red pen (this is called redlining). When the WordPerfect document is returned to you, you can view the comments in draft mode. 

Equation is used to insert an equation into a WordPerfect document. An example for this would be to insert an equation to calculate the average value for a column of numbers in a table. 

The Sound option is used to create and edit sound clips. The sound clips are inserted into a document with an icon. The reader can then click on the icon to play the sound clip. 

The Spreadsheet/Database option is used to insert a link to a spreadsheet or a database. This option can also be used to modify and update these links when needed. 

The Other option is used to insert links to other types of files, a counter, or POSTNET bar codes. 
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The File option is another method for adding content to a WordPerfect document. With this option, you can insert a file into the document. Unlike the other insert options, using File embeds the file into the document. In other words, the file becomes an integral part of the document and is not an object like a Text Box. A File can be just about anything, other word processing document, a spreadsheet, database, text file, or even an image. 

Object is another method of inserting a file into a WordPerfect document. The Insert Object window below shows some of the file types supported by this option: 
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Finally, the New Page option inserts a new page within a document. Select the option from the menu or use the [image: image336.png]
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shortcut keys. 

Format Menu 
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The Format menu gives you several options for controlling the layout and appearance of your WordPerfect document. 

The Font... option allows you to change the font type (Arial, Courier, Times, etc.), the font style (regular, italic, bold), the font size and any additional characteristics such as underlining, strikeout, subscript or superscript, shadow, character spacing, special effects, etc. You can change the default font for the entire document or just a portion of text. Select the option from the menu or use the [image: image340.png]


shortcut key. 

You can also change the font settings in the toolbar by changing the font type [image: image341.png]Arial =



and font size [image: image342.png]


settings. 
The Fonts Online option is used to find information and to download new fonts from the Wordperfect web site. 

The Line option is used to control the line appearance in a document. 
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You can set the line height, spacing of the words in a line, turn on line numbering for manuscripts, and control justification and centering. 

The Paragraph option is used to control the appearance of the paragraphs in a document. 
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Using the Paragraph option, you can control indentation, paragraph spacing, add borders, or insert a Drop Cap which is used to begin a paragraph with a large capital letter: 
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With the Columns option, you can define, edit, or create columns and borders in a document. The preview window in the Columns window lets you see what the layout will look like before you make a change. 
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You can change the appearance of a document using the Page option. This option is used to change the document type, force pages, insert a page, add page numbering, and add border and fill colors. 
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The Justification option is used to align the text in a document. 
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Using the Justification option you can align text to the left, right, in the center of the page, or use full justification so that each line of text stretches across the page. 

The Margins option is used to control the left, right, top and bottom margins in a page. Select the option from the menu or use the [image: image349.png]
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shortcut keys. 

If you have trouble getting the text in a document to fit within a certain number of pages, try the Make It Fit option. 
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Make It Fit allows you to shrink or expand the text and objects within a document to fit the specified number of pages. A good example for using this option is making your resume to fit in one page. 

The Keep Text Together option is used to keep the first and last lines of a paragraph from being split between two pages or to keep a block of text on a specific page. 
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The Typesetting option is used to adjust the word or letter spacing in a document or to insert printer commands. 
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The Envelope option is used to create an envelope. 
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The Envelope option gets the addresses from the Corel AddressBook. 

You can create labels in WordPerfect with the Labels options. This option allows you to create, edit, and select labels for use in a document. 

The QuickFormat option is used to quickly apply formatting to a document. You can copy the formatting from one section of a document and apply it to other portions of text. 
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With QuickFormat you can copy paragraph formatting, fonts, styles, text colors, fill colors, and table structures. Select this option from the menu or click on the [image: image356.png]


button in the toolbar. 

WordPerfect has two options for controlling the style of a document Graphics Styles and Styles. The Graphics Styles options is used to change the styles used for images, text boxes, equations, figures, tables, watermarks, etc. in a WordPerfect document. The Styles option is used to quickly change the appearance of the text in a document. A style is a collection of formatting attributes applied to characters, paragraphs, or documents. When you change the formatting in a style, you change the appearance of all items that use that style in your document. WordPerfect uses five basic types of styles, Character, Automatic Character, Paragraph, Automatic Paragraph, and Document. Use styles will ensure a consistent formatting throughout your document. Select the option from the menu or use the [image: image357.png]
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shortcut keys. 
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Tools Menu 
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The Tools menu contains several features to assist in creating a document. One of the most important features in a word processing program is the ability to check spelling. 

The WordPerfect Spell Checker... option is very handy for checking your document for spelling mistakes. You can also add new words to the WordPerfect dictionary. Select the option from the menu or use the [image: image362.png]
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shortcut keys. 

In addition to the Spell Checker... option are the Grammatik... and Thesaurus... options. The Grammatik... option is very useful for checking the use of grammar in your document. If a mistake in grammar is found, Grammatik will display some suggestions for fixing the mistake. Select the option from the menu or use the [image: image364.png]
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shortcut keys. 

The Thesaurus... option is great when you can't think of the correct word to use. Select the option from the menu or use the [image: image367.png]
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shortcut keys. 
When you select the Spell Checker..., Grammatik..., or the Thesaurus... options, a window will open at the bottom of your desktop as follows: 
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The QuickCorrect option is used with the spelling and grammar options. This feature will automatically detect and correct mistakes in your document which include typos, misspelled words, grammatical errors, and the use of incorrect capitalization. For example, if you typed teh (a common typing error), QuickCorrect would replace that with the. Also, you can configure QuickCorrect so that it will insert text, graphics or symbols into a document. For example, if you typed (c), you could have QuickCorrect insert a ©, or if you typed yo! it would insert Welcome to the class!. Also in the QuickCorrect window are options for automatically correcting/formatting a WordPerfect document using QuickWords, SpeedLinks, Format-As-You-Go, and SmartQuotes. 

The Proofread option toggles the Spell-As-You-Go and Grammar-As-You-Go features on or off. 
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The Language option is used to change the document language settings. 
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The Macro, Template Macro, Visual Basic, and Macros Online options allow you to create macros for use in a Wordperfect document. A macro is a series of actions that you commonly use in WordPerfect, these options allow you to create a macro to playback the sequence keystrokes or mouse to click on commands and options. 

The Address Book option opens the Corel AddressBook. The AddressBook is commonly used to store names and address of people that you communicate with frequently. The data from the AddressBook can be used in a merge to create form letters. 
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The Merge option is used to combine data source files and forms document. To use this option you need to have data source files, such as a list of names and addresses, and a form document such as a memo or letter template. This option allows you to merge the data and form together to produce a individual letters and envelopes. Select the option from the menu or use the [image: image375.png]
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shortcut keys. 

The Sort option is used to sort text or data in a document. Select the option from the menu or use the [image: image377.png]
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shortcut keys. 
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The Highlight option allows you to change the way highlighted text is displayed. 

The Hyperlink option is used to insert a link in the document and to change the properties of that link. For example, you might have a link to a bookmark within the current document, a link to another document on the computer or on the web, or the link might execute a macro that you define. 

The Bookmark option is used to create, move, edit, or delete a bookmark. A bookmark allows is a link in the document that the reader can click on to quickly jump to another location in the document. 

The Reference option is used in a document to create an index, table of contents, list, or cross-references. 

[image: image380.png]List
Index
CiossReference
Tableof Conterts
Table of Autharties

Setings. AlsF12

Generate... CukF3




Finally, the Settings option is used to configure your WordPerfect workspace environment. Here you can change the settings for the default location for opening and saving documents, which buttons are displayed in the toolbar, and options for the editing environment. Select the option from the menu or use the [image: image381.png]
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shortcut keys. 
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Window Menu 
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The Window menu is used to organize your Windows desktop Document Window when you have multiple documents loaded. 

The Cascade option allows you to arrange the Document Windows so that they overlap each other. To make a window active, just click in the window. 
The Tile Top to Bottom option is used to arrange your Document Windows vertically so that they appear one above the other. This option does not overlap the windows. 

The Tile Side by Side option is used to arrange your Document Windows horizontally so that they appear next to each other. Like the Tile Top to Bottom option, this option does not overlap the windows. 

Help Menu 
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The Help menu provides several methods for obtaining help in Corel WordPerfect. 

Help Topics is used to display a list of help topics. Select the option from the menu or use the [image: image388.png]


shortcut key. 
Ask the PerfectExpert allows you to type a question to get an answer. 
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You can type in a question in plain English and get a list of topics that relate to the question. You can also load PerfectExpert in your workspace by selecting the option in the menu or clicking on the [image: image390.png]


button in the toolbar. 
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The PerfectExpert will assist you in creating and editing a document in WordPerfect. 

Corel Web Site will take you to the Corel Business Applications web site for the latest information on Corel Perfect Office. 

The Corel on the Web option displays technical support, tips & tricks, and where to get training in WordPerfect. 

The Microsoft Word Help option is displayed if you have Microsoft Word loaded on your computer. This option will display a list of help topics for Microsoft Word. 

Finally, the About WordPerfect option displays the version, Product ID, and copyright information for Corel WordPerfect. 
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