
• Symbols and
Numerics •
* (asterisk) multiplication symbol, 200
. . . (ellipses), in menu commands, 26
/ (front slash) division symbol, 200
– (minus) subtraction symbol, 200
+ (plus) addition symbol, 200
2D Options tab (TextArt dialog box), 224
3-D Chart button (property bar), 227
3D Options tab (TextArt dialog box), 224

• A •
Acrobat (Adobe) PDF Web document format,

264–266
action shapes, 221
Activate Hyperlinks setting (Environment

Settings dialog box), 259–260
addition symbol (+), 200
addresses

printing on envelopes, 238–239
printing on labels, 240–242
from Windows Address Book, 234, 282

Advanced dialog box (Format Typesetting
menu), 237

Advanced tab (Print dialog box), 85, 90–91
All Caps button (application bar), 30
all justification, 122
Alt+Ctrl+F1, 75–76
Alt+F3 key combination, 174, 303
Alt+F5 key combination, 81, 141–142, 148
Alt+F8 key combination, 165
Alt+F12 key combination, 200
Alt+Shift+F1 key combination, 75
Alt+Shift+F3 key combination, 113, 126
application bar

accessing Go To dialog box, 41
buttons, 12, 29–31, 293
settings options, 325

arrows
adding to documents, 209
on keyboard, 39
on property bar, 29
right arrows on menus, 26
on scroll bars, 35
shapes for, 221
with Undo and Redo buttons, 57
up/down cursor-control keys, 39

Associate Form and Data dialog box 
(Merge dialog box), 281–282

asterisk (*) multiplication symbol, 200
Auto Hyphen EOL code, 307
autocorrect feature, 68–70
automatic formatting, 166–167
automatic save feature, 16
Automatically number paragraphs button

(toolbar), 28
Autoscroll button, 37–38
auto-select feature, 45
axis lines (charts), 227, 228
Axis Properties dialog box (Chart dialog

box), 228

• B •
back tabs, 132–133
background fill, 186
backing up files, 327–329, 340–341
Backspace key, 39, 54
bad breaks, 143
balanced newspaper columns, 188, 191
barcodes, 238–239
Baroudi, Carol (Internet For Dummies), 255
basic shapes, 220–221
beginning of document

moving to, 36, 40, 50
starting searches from, 59

beginning of line, moving to, 50
beginning of page, moving to, 41
beginning of paragraph, moving to, 50
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bitmap graphics, 216, 222
blank document, creating new, 23
Block Pro code, 311
Block Protect option (Keep Text Together

dialog box), 144–145
Bold button (property bar), 29
Bold codes, 303, 308, 316
bold property, 28, 97–98
booklets, 243–244
Bookmark dialog box (Tools menu), 257, 330
bookmarks, 258–259, 266 
Border/Fill dialog box (Format menu), 184–185
borders

for charts, 227
selecting and applying, 185
for text boxes, 202–203
for TextArt, 224
tips for using, 184, 186–187
turning off, 187

Bot Mar code, 311
Box Position/Box Size dialog boxes 

(Graphics menu), 204–206
boxes. See drawing boxes; text boxes
breaks

column, 191
page, 142–143

Browse By options (scroll bar), 36
browsers, previewing documents in, 262
built-in styles, 169
Bullet paragraphs button (toolbar), 28
bulleted lists

adding bullets to existing paragraphs, 135
bullet display options, 136–137
creating new, 135–136
multileveled lists, 136–137

Bullets & Numbering dialog box 
(Format menu), 136–137

business letter
mail merge for, 275–288
templates for, 233–235

buttons
adding to toolbars, 332–333
application bar, 29–31
Close, 10, 11
dialog boxes, 31
Maximize/Restore, 10, 11
Minimize, 10, 11
Position Hyphen dialog box, 125
property bar, 28–29, 103, 108, 121–122
scroll bars, 35–36
Tab Settings, 113
toolbar, 28, 56
turning on and off, 27

• C •
C (center) tab stop, 127
calculations (tables), 198–200
callout shapes, 221
Cancel button (dialog boxes), 31
Cancel Printing option

Print Status and History utility, 93
Printers folder, 94

capitalization changes, 109–110
Caption dialog box (Graphics menu), 207
captions, adding to text boxes, 207
case sensitivity

of filenames, 17
in searches, 60–61

Cell tab (Properties for Table Format 
dialog box), 196

cells (tables), deleting contents, 194
center (C) tab stop, 127
Center command (Format menu), 123
center justification, 122
Center Page(s) dialog box (Format menu),

146–147
chaining styles, 174
Change the Body button (PerfectExpert

dialog box), 235
chapters, 244–247
character codes, 302
character formatting

copying, 53, 108–109
options for, 104–108
reveal codes, 308–309
styles for, 164, 168
subscripts and superscripts, 106

character styles
applying, 168
creating new, 164–165, 173
turning off, 176

Character with Automatic Update option
(QuickStyle dialog box), 165

character-related reveal codes, 307–309
characters

in filenames, forbidden, 17
selecting using key combinations, 50
and text box positioning, 206

charts
components of, 226
creating, 226–227
formatting, 227–228
uses for, 225–226

check marks (menu commands), 26
Checking Styles option (Grammatik 

feature), 75
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clearing tab stops, 129
click-and-drag action, 44–46
clipart images

importing from the Internet, 215
inserting in documents, 213–215
resizing, 214
as vector graphics, 222
as watermarks, 158

Clipboard
character formatting, 53
copying and pasting text, 51–53
copying text between documents, 54

Close button
on dialog boxes, 31
File menu, 10, 11, 20

closing
documents, 19–20, 294
Reveal Codes window, 305
styles, 171

Cntr Cur Pg code, 311
codes. See reveal codes
Codes dialog box (Find and Replace 

dialog box), 312–314
collating printed copies, 89
color settings, 106

for charts, 227
for fonts, 106
for TextArt, 224

columns, in tables, 193–196, 198 
columns, in text documents

adding, 188–189
formatting options, 188
hard column breaks, 191
placing line between, 187
turning off, 190
width settings/spacing, 189–190

commands
choosing from menus, 24–27
executing, 24–32

condensing documents, subdocuments,
246–248 

Conditional End of Page section (Keep Text
Together dialog box), 145–146

Condl EOP code, 311
Contents option (Help menu), 20
Contents window (Styles Editor dialog box),

173–175
context-sensitive help, 21–22
Continue Merge button (Merge dialog box),

286–287
controls

on application bar, 12
in dialog boxes, 31

on document windows, 11
on property bar, 11

Convert Case dialog box (Edit menu), 110
Convert Settings dialog box (Settings 

dialog box), 325
Copy button (toolbar), 28
copying

character formatting, 108–109
from Dictionary tool, 78
files, 299–300
inter-document, 54, 293
using keyboard, 51–53
using mouse, 54–55

Corel Knowledge Base option (Help menu), 21
covers, for booklets, 243
Ctrl key, 39–40, 54
Ctrl+B key combination, 98
Ctrl+C key combination, 52
Ctrl+D key combination, 124, 237
Ctrl+down arrow key combination, 39
Ctrl+E key combination, 123
Ctrl+End key combination, 40
Ctrl+Enter key combination, 143, 191
Ctrl+F1 key combination, 71
Ctrl+F4 key combination, 294
Ctrl+F5 key combination, 148
Ctrl+F6 key combination, 292
Ctrl+F7 key combination, 120–121
Ctrl+F8 key combination, 117
Ctrl+F11 key combination, 209
Ctrl+F12 key combination, 196
Ctrl+G key combination, 41
Ctrl+Home key combination, 40, 117
Ctrl+I key combination, 98
Ctrl+J key combination, 123
Ctrl+L key combination, 123
Ctrl+left arrow key combination, 39
Ctrl+O key combination, 17
Ctrl+R key combination, 123
Ctrl+right arrow key combination, 39
Ctrl+S key combination, 14, 247
Ctrl+Shift+F6 key combination, 292
Ctrl+Shift+F7 key combination, 121
Ctrl+Shift+F11 key combination, 209
Ctrl+Shift+P key combination, 83
Ctrl+Shift+Z keystroke combination, 56
Ctrl+U key combination, 98
Ctrl+up arrow key combination, 39
Ctrl+V key combination, 52, 53
Ctrl+X key combination, 52, 53
Ctrl+Z key combination, 56
Current Page option (Print dialog box), 

81–82, 84
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cursors
cursor-control keys, 39
hourglass icon, 83
insertion points, 30, 33
mouse pointer, 13, 33
shadow cursor, 30, 34
tab stops, 113

curves, drawing in documents, 217
customizing

environment settings, 325
number formatting, 150–151 
toolbars, 27, 332–333 
Undo/Redo feature, 57–58

customizing templates, 232
Cut button (toolbar), 28
cutting text, 52, 53

• D •
D (decimal) tab stop, 127
.dat (data) files, 16
data source file (mail merge), 274–275,

278–280 
datasheets, 225, 226–227
DATE merge code, 282
dates

adding to business letters, 237
in headers/footers, 154
right flush justification, 124

decimal (D) tab stop, 127
defaults

auto-select feature, 45
document folder, 327
DocumentStyle settings, 169
file format, 270–271
fonts, 107, 324
insert mode, 13
property bar display, 29
templates, 177, 178–179

Define Table of Contents dialog box
(Reference Tools dialog box), 250

Delete key, 54
deleting

backup files, 329
character formatting, 309
data from built-in charts, 226–227
files, 300
headers and footers, 156
reveal codes, 306–307, 318
styles, 175, 180
tab stops, 129
tables and cell contents, 194
text, 54–55

toolbars and property bars, 331
watermarks, 159

Demote button (property bar), 137
demoting list items, 136–137
Description box (QuickStyle dialog box), 165
diagonal lines, adding to table cells, 196
dialog boxes, 22, 31
dictionary (spell-checking tools), 67–74
Digital signature button (application bar), 30
discontinuing

headers and footers, 156
watermarks, 159

disk drives, saving files to, 15
Display Formula Toolbar button 

(property, bar), 199
Display Settings dialog box (Settings 

dialog box), 325, 326
displaying toolbars, 27
Divide Page section (Page Setup 

dialog box), 243
division symbol (/), 200
document area, 292
Document Default Font dialog box 

(File menu), 324
document formatting. See also styles

arrows, 209–210
borders, 184–187
bulleting paragraphs and lists, 135–137
business letters, 236–237
centering pages, 146–147
columns, 187–192
document styles, 164, 169
draw lines, 209
fitting to page, 159–160
headers and footers, 151–156
horizontal and vertical lines, 209
hyphenation option, 124–126
indenting paragraphs, 120–121, 130–131
justification, 121–124
line spacing, 133–134
margin settings, 112–120, 141–142
numbering pages, 148–151 
numbering paragraphs and lists, 138
page breaks, 142–143
page size settings, 139–141
during printing, 82
property bar buttons, 28–29
removing reveal codes, 310–311
shading, patterns, 186
styles, 162–164, 177
tab settings, 112–114, 125–130, 131–132
tables of contents, 249
text boxes, 201–204
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watermarks, 156–159
WordPerfect 12 versus Microsoft Word, 120

Document menu, 93–94 
Document on Disk option (Print dialog box),

90–91
Document Settings dialog box (Settings

dialog box), 269–271 
Document Summary Setup dialog box

(Properties dialog box), 335
document window

components, controls, 10–12
typing text, 13

Document/Macro box (Hyperlink Properties
dialog box), 258–259

document-related buttons (application 
bar), 30

documents. See also printing; templates; 
Web documents

blank, creating new, 23
booklets, 243
character formatting, 104–105
closing, 19, 294
copying styles from, 177–178
copying/cutting and pasting text, 51–53
data tables in, 191–198
deleting text, 54–55
entering text, 13
filenames and formats, 16–17
finding files, 296–297
finding text, 58–60
fonts, 100–104, 107
grammar checking tools, 67, 74–75
hyperlinks, 256
importing graphics into, 213–216
importing styles with, 170
insert and typeover modes, 55
master documents, 245–248
menus, 24–26
Microsoft Word, 268–270
multiple, working between, 54, 292–294
navigating, 33–40, 50 
opening, 17–18
previewing, 80, 101
printing, 18–19, 81–92 
Prompt-As-You-Go feature, 67–68
properties, 28
prototype, creating and saving, 237–238
QuickCorrect feature, 66, 68–70
QuickMenus for, 31–32
replacing text, 61–63
rulers, 32–33, 112–113
running Spell Checker, 72
saving, 14–16, 58, 270–271
scroll bars, 35–37

selecting text in, 44–51
spell-checking tools, 67–74
storing, 327
styles, 162–164, 175–177
summary pages, 335
tables of contents, 248–250
as templates, 233
text emphasis, 97–98
view options, 147–148
as watermarks, 158
Web documents, 263–264
word wrap feature, 13

DocumentStyle (built-in style), 169
DocumentStyle code, 306–307
dotted tab stops, 127
Double Indent command (Format menu), 121
double-click mouse action, 46–47
double-sided printing, 86–88, 244
double-spacing text, 133
Draft view, 147
drag-and-drop action,201, 214
draw lines, adding to documents, 209
Draw Picture dialog box (Insert Graphics

menu), 217
drawing boxes. See also text boxes

adding text to, 223
drawing in, 217
resizing, 204–206 
selecting elements in, 217–220

drop-down menus, 25, 26, 29
duplex printing, 86–88, 244

• E •
Edit menu commands, 25
editing, modifying

business letter template, 234
data source files, 279
data source records, 280–281
formatted text, 309
headers and footers, 153
horizontal and vertical lines, 209
master documents, 247–248
merged documents, 288
print settings, 87
return to last edit feature, 330
reveal codes, 306
shapes, 221
styles, 171–173
text, 55–59 
text boxes, 203
TextArt images, 224
watermarks, 157–158
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ellipses (. . .) in menu commands, 26
End key, 39, 40
end of document

moving to, 36, 40, 50
starting searches from, 59

end of line, paragraph, moving to, 50
end of page, moving to, 41
ENDFIELD merge code, 280
ENDRECORD merge code, 277, 280
Enlarge/Reduce option (Print dialog box), 89
Enter key, 168, 174, 339
envelopes

mail merge documents, 286–287
printing addresses on, 238–239

Environment Settings dialog box 
(Settings dialog box)

accessing, using, 201, 325
address book options, 271
auto-select options, 45
hyperlink options, 260
interface options, 329
word selection options, 331

Equal button (Page Setup dialog box), 117
errors, spelling, correcting automatically,

68–70
Exit command (File menu), 19
expanding master documents, 246

• F •
F1 key, 21, 26
F2 key, 26, 60, 62, 312
F3 key, 26
F4 key, 26
F5 key, 26, 81
F7 key, 120
F9 key, 26, 107
Fancy option (Page Border/Fill 

dialog box), 187
faxes, 101
Field Codes (Microsoft Word), 305
FIELDNAMES merge code, 277
fields

in data source files, 275–278
in form files, inserting, 282–283

file formats
bitmap graphics, 222
data source files, 279
form files, 284
HTML documents, 264
text documents, 15, 327
vector graphics, 222
Web images, 264

file management, 298
File menu commands, 25
File Settings dialog box (Settings dialog box),

325, 327–328
filename rules, 16–17
files

backup settings, 327–329
finding, 296–297
moving, 298–299
naming, 15
opening, 17–18
saving styles with, 179

fills, patterns
adding to documents, 185–186
adding to text boxes, 203–204 

Find and Replace dialog box (Edit menu)
exiting from, 339–340
finding, replacing reveal codes, 311–318
finding, replacing text, 58–63
match options, 60–61, 312–314 
Word Forms feature, 63

Find option (Help menu), 21
Find Setup Wizard, 21
finding files, 17, 296–297
Finish button (PerfectExpert), 23
First Line Indent box (Paragraph Format

dialog box), 130–131
flowchart shapes, 221
Flush Right command (Format menu), 123–124
folders

creating new, 298
default, 327
finding files in, 17
saving files to, 15

Font codes, 308, 314–315 
Font Face button (property bar), 102–103
Font Properties dialog box (Format menu),

31, 105–107 
Font Size box (property box), 100–101
Font Size code, 308
fonts

in charts, 227
changing in selected text, 102–103
color settings, 106
default, 107, 324
embedding in documents, 104
formatting options, 105–107
for page numbers, 149
size settings, 100–101
special effects, 106
typefaces, 101–102
in Web documents, 263

Footer codes, 311
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footers
adding, editing text, 153–154
deleting, 156
discontinuing, 156
including in searches, 60
inserting in documents, 151–152
printing, 154–155
reveal codes, 311

footnotes, 60
form file (mail merge files), 275, 281–285 
Format menu commands, 25
Format Records in a Table (Merge 

dialog box), 276–277
Format Typesetting menu, 
formatting characters 

copying, 53, 108–109
options for, 104–108
reveal codes, 308–309
styles for, 164, 168
subscripts and superscripts, 106

formatting charts, 226–228 
formatting documents. See also styles

arrows, 209–210
borders, 184–187
bulleting paragraphs and lists, 135–137
business letters, 236–237
centering pages, 146–147
columns, 187–192
document styles, 164, 169
draw lines, 209
fitting to page, 159–160
headers and footers, 151–156
horizontal and vertical lines, 209
hyphenation option, 124–126
indenting paragraphs, 120–121, 130–131
justification, 121–124
line spacing, 133–134
margin settings, 112–120, 141–142
numbering pages, 148–151 
numbering paragraphs and lists, 138
page breaks, 142–143
page size settings, 139–141
paragraph styles, 164
during printing, 82
property bar buttons, 28–29
removing reveal codes, 310–311
shading, patterns, 186
styles, 162–164, 177
tab settings, 112–114, 125–130, 131–132
table of contents, 249
text boxes, 201–204
watermarks, 156–159
WordPerfect 12 versus Microsoft Word, 120

formatting graphics, 203–204; 224
formatting paragraphs

borders, 184–185
columns, 187–192
indents, 120–121, 130–131 
justification, 121–124
line spacing, 133–134
numbering paragraphs and lists, 138
reveal codes for, 309–310
ruler settings, 112–113
shading, 186
spacing, 134
styles, 164, 166–168, 176
tab settings, 125–132

formatting properties, 28–29
formatting tables, 196–200 
formatting text

capitalization, 109
case conversions, 109–110
columns, 187–192
default font settings, 107
direct formatting versus styles, 163
embedding fonts, 104
emphasis, 97–98
font size, 100–101
font type, 101–104
hyphenation, 124–126
linking and unlinking formatting, 109
modifying formatting, 99

formatting text boxes, 202
forms, file format, 16
formulas, spreadsheets, 198–199
.frm files, 16
front slash (/) division symbol, 200
Full Document option (Print dialog box), 81–82
full justification, 122
Full Page view, 215
function keys, 26

• G •
Generate dialog box (Reference Tools 

dialog box), 250
GIF file format, 264
Go To dialog box (Edit menu), 40–41
grammar tools

Grammar-As-You-Go feature, 67
Grammatik feature, 74–75

graphics
bitmap versus vector, 222
boxes for, 211–212, 217–220 
built-in shapes, 220–222
charts, 225–228 
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graphics (continued)
custom letterheads, 236
file formats, 264
formatting, 203–204
in HTML documents, 263–264
importing, 215–216
lines and curves, 217
TextArt images, 224
in text boxes, selecting, 212
types of, 216–217

Graphics menu, 204–207 
Graphics tab (Environment Settings 

dialog box), 201
Graphics-formatting buttons (property bar),

203–204
green wavy line, 67
grouped items, selecting using mouse, 46–47
guidelines (margins), 115–116, 119, 

141–142, 236

• H •
handles

built-in shapes, 220–221
charts, 228
drawing boxes, 217–219
text boxes, 202–203, 212

Hanging Indent command (Format menu), 121
hard hyphens, 126
hard page breaks, 142–143, 307
hard return reveal code, 307
hard versus soft reveal codes, 308
Hd Back Tab code, 307, 310
Hd Center on Marg code, 310
Hd Flush Right code, 310
Hd Left Ind code, 309
Hd Right Ind code, 310
Header codes, 306, 311
Header/Footer placement button 

(property bar), 154–155
headers

adding, editing text, 153–154
deleting, 156
discontinuing, 156
including in searches, 60
inserting in documents, 151–152
print placement setting, 154–155
reveal codes, 311
suppressing printing of, 155

Headers/Footers dialog box (Insert menu),
152, 156

headings
built-in styles for, 169
keeping together with text, 145–146
placing lines under, 187
recommended font sizes, 101

Help menu commands, 25
help tools

context-sensitive help, 21
Help menu, 20–21
PerfectExpert feature, 22–23
toolbar button hints, 27

hiding toolbars, 27
highlighting text, 44–51
Home key, 39, 40
horizontal lines, drawing on documents,

208–209 
hourglass icon, 83
HRt code, 307
HRt-SPg code, 307
HTML (Hypertext Markup Language), 261–264
hyperlinks

activating and deactivating, 259–260
adding to documents, 256
linking bookmarks, 258–259
managing using property bar, 260–261

hypertext, 256, 259
Hypertext Markup Language (HTML), 261–264
Hyph: On, Hyph: Off codes, 310
hyphenation, 124

• I •
icons

on application bar, 30
Close button, 11
hyperlink-related buttons, 260–261
Insert key, 56
justification buttons, 121–124
Maximize/Restore button, 10, 11
Minimize button, 10, 11
Print button, 81
QuickFonts button, 103
QuickFormat button, 108
on scroll bars, 35
tab set icon, 128
for tab stops, 127
Undo button, 56
watermark-related buttons, 158

Image button (property bar), 158
Image QuickMenu, 214
images. See graphics
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importing clipart, 215
Indent code, 302
Indent command (Format menu), 120
indenting paragraphs, 120–121, 130–131, 310
indents, on rules, 32–33
Index option (Help menu), 20
Initial Capitals option (Convert Case 

dialog box), 109–110
Insert a table button (toolbar), 28
Insert Charts menu, 225–226
Insert Columns/Rows dialog box 

(Table menu), 194
Insert command, 30
Insert Field button (Merge dialog box), 286
Insert Field Name or Number dialog box

(Merge toolbar), 282
Insert File dialog box (Insert menu), 295
Insert Graphics menu, 213–217, 224–225
Insert Hyphen button (Position Hyphen

dialog box), 125
Insert Image dialog box (Insert Graphics

menu), 215–216
Insert key, 56
Insert menu

commands on, 25
Headers/Footers dialog box, 152
Insert File dialog box, 295
Lines command, 209
Shapes command, 209
Text Line and Text Box commands, 201, 223
Watermark dialog box, 157–158

insert mode, 13, 55
Insert option (Styles dialog box), 171
Insert Shapes menu, 220–221
Insert Space button (Position Hyphen 

dialog box), 125
inserting documents into other 

documents, 295
insertion points, 13, 33
Insert/typeover mode button 

(application bar), 30
Internet

obtaining clipart from, 215
Web documents, 261–266

Internet For Dummies (Levine, Baroudi,
Young), 255

inter-paragraph spacing, 134
Italic button (property bar), 29
Italic codes, 304, 308
italics property, 97–98

• J •
JPG file format, 264
Just codes, 310
justifying text, 121–123, 310

• K •
Keep Text Together dialog box (Format

menu), 144–145
key combinations, shortcuts

back tabs, 132
closing documents, 294
copying and pasting text, 52
Ctrl key combinations, 39
dates, 237
Draft view, 148
Find and Replace dialog box, 312
function keys, 26
Go To dialog box, 41
Grammatik feature, 75
hard column breaks, 191
help tools, 21–22
horizontal and vertical lines, 209
instant printing, 83
opening files, 17
Oxford Dictionary access, 76
page breaks, 143
Page Setup dialog box, 117, 141
Page view, 148
paragraph indents, 120–121
Properties for Table Format dialog box, 196
QuickStyle dialog box, 165
Redo command, 56–57
Reveal Codes window, 174, 303
ruler, 113, 126
saving files, 14, 247
selecting and highlighting text, 49–50
Spell Checker tool, 71
switching between documents, 292
text emphasis, 98–99
switching to Page view, 81
text justification, 123
today’s date, 124
Undo command, 56

keyboard
deleting text using, 54
key definitions, customizing, 334–335 
navigating documents using, 38–40
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• L •
L (left) tab stop, 127
labels

in charts, 226–227
mailing labels, 240–242

landscape orientation, 140, 141
Language command (Tools menu), 125
Layout preview pane, 90
layout, printing, set up for, 81–82, 87
Layout tab

Page Setup dialog box, 243
Print dialog box, 86–87, 89–90 

left justification, 121
left (L) tab stop, 127
left-arrow key, 39
Left\/Right Ind code, 310
legends (charts), 226–227
letters, business

dates and page numbers, 237
form templates for, 233–235
letterheads, 233–237
mail merge for, 275–288
as prototype document, 237–238

Levine, John (Internet For Dummies), 255
Lft Mrg code, 302, 310, 312
Limit Find Within Selection option (Find 

and Replace dialog box), 59
Limit Number of Changes dialog box (Find

and Replace dialog box), 62–63
Line command (Format menu), 123–124, 128
Line Hyphenation dialog box 

(Tools menu), 125
line shapes, 220
line spacing, 133–134, 310
Line Spacing dialog box (Format menu),

133–134
Lines command (Insert menu), 209
lines, drawing, 216–217 
links, hyperlinks

automatic creation of, 259
bookmarks, 258–259
for formatting, 109

lists, bulleted and numbers, 135–138 
Ln Spacing codes, 310
logos, as watermarks, 156
lowercase characters, converting to

uppercase, 110

• M •
mail merge documents

data source, 274–275, 278–280
fields, 275
file format, 16
form file, 275, 281–285
merge process, 285–288
uses for, 273–274

mailing labels, 240–242
Main tab (Print dialog box), 87
Make It Fit dialog box (Format menu), 159–160
margin settings

for document pages, 141–142
for document sections, 118–119
Page Setup dialog box, 117–118
purpose, 114
reveal codes for, 310
using guidelines, 115
using ruler, 112–113

margin strip (ruler), 113, 118
Margins command (Format menu), 142
master documents, 244–247
Match options (Find and Replace dialog box),

60–61, 312–314 
mathematical calculations, 200
Maximize/Restore button, 10, 11
Menu bar, 11, 25, 48
menus

accessing help from, 22
command symbols, 26
drop-down menus, 25
right-click menus, 31–32

merge codes, 275, 280, 286–287
Merge command (Tools menu), 242
Merge dialog box (Tools menu)

accessing, 274
Create Data File dialog box, 276
Create Form Document option, 281
Output options, 285–286

Merge toolbar, 277, 280
Microsoft Access files, 282
Microsoft Outlook, enabling support for, 271
Microsoft Word

documents from, using in WordPerfect, 268
enabling Word-like interface, 271–272
incompatibility issues, 269–270
Microsoft Word mode, 322
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paragraph formatting, 120
reveal codes, 305
switching to WordPerfect from, 335
tables, 195

Minimize button, 10, 11
Minimum button (Page Setup dialog box), 117
minus sign (–) subtraction symbol, 200
modes, workspace, 322–324
mouse

accessing help, 22
accessing QuickMenus, 31–32
changing margin guidelines, 116, 119
extending lines, 209
extending text selections, 51
highlighting and selecting document

elements, 44–46
moving cursor, 13
navigating documents, 33–34
repositioning tab stops, 128–129
scrolling, 36–38
viewing reveal codes, 304

mouse pointer, 33
moving. See also navigating

text, 54–55, 292–293 
files, 298–299
toolbars, 27

multiple documents, working with, 91–92,
292–294

Multiple Pages setting (Print dialog box), 85
multiplication symbol (*), 200
My Documents folder, 15, 17

• N •
Name a Field box (Merge dialog box), 276
naming

files, 15, 16–17
styles, 165

navigating
documents, 12, 33–41, 50 
Reveal Codes window, 304

new documents, blank, creating, 23, 230
New from Project command (File menu), 

23, 231–243 
New menu option (File menu), 25
New Project/Existing Document button

(PerfectExpert), 23
Newspaper option (Columns dialog box), 

188, 191

Next Page button (scroll bar), 36
normal template, 232
Number of Copies box (Print dialog box), 89
Numbering button (property bar), 138
numbering pages, 148–151
numbers, in tables, formatting, 200
Numeric Format dialog box (Table menu), 200

• O •
Object Properties dialog box (Shapes

QuickMenu), 221
ODBC databases, 282
OfficeReady browser, 250–251
OK button (dialog boxes), 31
On Save options (Settings dialog box), 269
open documents, identifying, 293
Open File dialog box (File menu)

opening files, 17–18
opening Word documents, 268
selecting documents for printing, 92

Open Style code, 306–307
Options option (Find and Replace dialog box),

62–63
Orph code, 311
orphans, preventing, 143–144, 311
outlining TextArt, 224
Outlook (Microsoft), enabling support for, 271
Oxford Dictionary, accessing, 75–76

• P •
Page Border/Fill dialog box, border 

options, 187
page breaks, 142–144
Page Definition area (Page Setup dialog box),

140–141
page formatting, reveal codes, 311
page layout, 112–113
page numbers

adding to business letters, 237
formatting options, 148–150
for headers/footers, 154
manual numbering, 339
reveal codes, 311
roman numerals, 149–150
for table of contents, 249
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Page Setup dialog box (Format menu) 
for booklets, 243
margin settings, 142
page sizes, 139–141
using, 116–118
WordPerfect 12 versus Microsoft Word, 120

Page view (View menu)
changing margin guidelines, 116
features and uses, 81, 141, 147
for headers/footers, 151, 154

pages
centering, 146–147
positioning text boxes, 205
printing, 84
selecting, 46–48

paired codes, 302–303, 317–318
palette form (toolbars), 333
Paper Sz, Paper Typ codes, 311
Para Spacing code, 306
paragraph formatting

borders, 184–185
columns, 187–192
indents, 120–121, 130–131 
justification, 121–124
line spacing, 133–134
numbering paragraphs and lists, 138
reveal codes for, 309–310
ruler settings, 112–113
shading, 186
spacing, 134
styles, 164, 166–168, 176
tab settings, 125–132

paragraph styles, turning off, 176
Paragraph with Automatic Update option

(QuickStyle dialog box), 167
paragraphs

fonts and font sizes, 101–102
navigating, 50
selecting, 46–48
text boxes, 205–206

Parallel options (Columns dialog box), 
188, 190, 191

pasting text
from clipboard, 28
from Dictionary tool, 78
between multiple documents, 293
using keyboard, 51–53

patterns
background, 186
for TextArt, 224

PDF (Adobe Acrobat) documents, 264–266

PerfectExpert dialog box
built-in templates, 22–23, 231
creating new templates, 232
OfficeReady templates, 251
personalizing templates, 234

PerfectScript macros, 231, 234
Pg Num Pos code, 311
PgDn, PgUp keys, 39, 40
picture wrapping, 264
pixels, 222
Placement dialog box (headers, footers),

154–155
plus sign (+) addition symbol, 200
pop-up menus, 31–32
positioning

hyphens, 125
numbers, 149–149
text boxes, 204–206

POSTNET Barcode dialog box (Envelope
dialog box), 238–239

predefined styles, 169
previewing

documents, 80, 101
layout, 90
Web documents, 262

Previous Page button (scroll bar), 36
Print as Booklet checkbox (Print 

dialog box), 244
Print button

application bar, 30
toolbar, 28, 81–83

Print dialog box (File menu), 18–19, 81–82, 244
Print Preview feature (File menu), 80
Print Status and History utility, 92–93
Print Summary option (Properties 

dialog box), 335
printing

barcodes, 238–239
booklets, 244
canceling print jobs, 93–94
data source files, 288
from disks, 90–91
documents, 18–19
enlarged or reduced documents, 89–90
entire documents, 81–83
envelopes, 238–239
headers and footers, 154–155
individual or multiple pages, 84–85
mailing labels, 240–242
multiple copies, 88–89
page ranges, 84
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page setup for, 139–141
preparing for, 79–81
reverse order, 85
selected text, 84
two-sided (duplex), 86–88
watermarks, 159

Promote button (property bar), 137
Prompt-As-You-Go feature, 67–68
proofreading tools

Grammar-As-You-Go feature, 67
Grammatik feature, 74–75
Oxford Dictionary, 75–76
Prompt-As-You-Go feature, 67–68
QuickCorrect feature, 66, 68–70
Spell-As-You-Go feature, 66–67
Thesaurus feature, 75–76

Properties dialog box (File menu), 335
Properties for Table Format dialog box 

(Table menu), 196
Properties for Table Numeric Format dialog

box (Table menu), 200
property bar

adding and removing emphasis, 98–99
bookmark-related buttons, 257
Bullets button, 135
chart-related buttons, 227–228
customizing, 331–333
defaults, 29
Demote and Promote buttons, 137
Display Formula Toolbar button, 199
features and uses, 11, 27–29
font-related buttons, 100–103
Graphics menu, 204–207
header/footer buttons, 153
hyperlink-related buttons, 260–261
justification buttons, 121–122
line and arrow options, 209–210
Numbering button, 138
Prompt-As-You-Go box, 68
QuickFonts button, 103
QuickFormat button, 108
Select Style list, 165
table-related buttons, 29, 193
text box-related buttons, 203
text wrap button, 207–208
watermark-related buttons, 158

prototype documents, 237–238
publishing Web documents

HTML (Hypertext Markup Language) for,
261–264

hyperlinks, 256
PDF (Adobe Acrobat) for, 264–266

• Q •
Quattro Pro spreadsheet program, 197, 200
Quick Data Entry dialog box (mail merge),

277–281 
QuickCorrect dialog box (Tools menu), 

66, 68–70
QuickFinder feature, 296–297
QuickFonts button (property bar), 103
QuickFormat feature

copying formatting, 108–109
linking and unlinking formatting, 109
versus QuickStyle, 166–167
versus SpeedFormat, 198

QuickMenus, 31–32
QuickStyle dialog box (Styles dialog box) 

uses for, 164–166, 171
versus QuickFormat, 166–167

QuickSum button (Formula toolbar), 199–200

• R •
R (right) tab stop, 127
Rathbone, Andy

Windows ME For Dummies, 81
Windows XP For Dummies, 81

Read-Only documents, 238
RealTime Preview feature, 101
records (data source files), 279–280
rectangles of text, selecting, 49
Recycle Bin, 300
red wavy line, 66
Redo feature, 28, 56–58 
reference names (spreadsheet cells), 197
Reference Tools dialog box (Tools menu),

248–250
Relative Size setting (Font Properties 

dialog box), 106
removing/deleting

backup files, 329
character formatting, 309
data from built-in charts, 226–227
files, 300
headers and footers, 156
reveal codes, 306–307, 318
styles, 175, 180
tab stops, 129
tables and cell contents, 194
text, 54–55
toolbars and property bars, 331
watermarks, 159
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renaming backup files, 329
Replace All option (Find and Replace 

dialog box), 62
Replace options (Spell Checker tool), 72
replacing text

tips, 62–63
using Find and Replace feature, 56, 58–63
using Spell Checker tool, 72
using Thesaurus feature, 75–76
word forms, 63

resizing
charts, 228
clipart images, 214
columns in tables, 195–196
fonts, 106
text boxes, 202–203, 206–207

restricting watermarks, 159
Retrieve Styles From dialog box (Styles 

dialog box), 177–178
reveal codes

Advance code, 237
Center Page(s) code, 147
for character formatting, 308–309
for character manipulation, 307–308
for column breaks, 192
finding and replacing, 311–318
for formatting changes, 99
function of, 61, 302
hard versus soft codes, 308
for headers and footers, 156
for indents, 121
modifying, 306, 315
for page formatting, 311
for sentence and paragraph formatting,

309–310
for styles, 163, 168, 171–172, 176
for tab stops, 128
types of, 302–303
viewing, 303, 306

Reveal Codes window
accessing, 37, 174, 303
closing, 305
navigating and managing, 304–305
viewing data source files, 277

reverse order printing, 85
revertible codes, 303
Rgt Mrg code, 302, 310
right arrows (menu commands), 26
right justification, 121
right (R) tab stop, 127

right-click action (mouse), 202
right-click menus

accessing properties using, 31–32
adding tab stops, 129–130
removing tab stops, 129
scroll bar, 37

roman numerals, 149–150
rows (tables), 193–194, 198
ruler

displaying/hiding, 114
features and uses, 32–33, 112–114
tab stops, 126, 128–130

• S •
Save As dialog box (File menu)

creating folders, 298
deleting files, 300
features and uses, 15–16, 237–238
moving files, 298–299
TrueDoc check box, 104

Save button (toolbar), 28
Save dialog box (File menu), 

14, 246–247, 296
saving

data source file, 279
documents, 14–16
files, frequency of, 340–341
form files, 279
formats, 268–269
master documents, 246–247
Microsoft Word formatting, 268–269
styles, 179
Undo/redo items with documents, 58

scanners, 216
Scrapbook dialog box (Insert Clipart menu),

213–215
screen display

navigating using keyboard, 50
title bar, 10

scroll bars, boxes, 12, 35, 304
searching for files, documents, 58–60,

296–297. See also Find and Replace
dialog box (Edit menu)

Select option (Edit menu), 48–49
Select Style list (property bar), 165, 168
Select Table button (property bar), 194
Selected Text option (Print dialog box),

81–82, 84
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selecting
labels for printing, 242
page number formats, 148–151
table elements, 195
text, 44–51, 331 
text box elements, 202, 212

sentences
formatting, 309–310
selecting, 46–48

Set Value button (Select Page Number Format
dialog box), 151

Settings dialog box (Tools menu)
default file format, 270–271
disabling auto-select feature, 45
Environment Settings dialog box, 201
Keyboard Settings dialog box, 334–335
On Save, Keep Document’s Original File 

shading
documents, 186
fonts, 106
TextArt, 224
watermarks, 158

shadow cursor, 30, 34
shapes, built-in, 220–221
Shapes command (Insert menu), 209
sharing documents, 266
Shift key, 49, 51
Shift+F1 key combination, 21–22
Shift+F2 key combination, 26
Shift+F3 key combination, 26
Shift+Tab key combination, 132
shutting down WordPerfect, 19–20
single codes, 302
sizing, resizing, text boxes, 206–207
Skip in Document option (Spell-As-You-Go

feature), 66–67
Skip options (Spell Checker tool), 72
soft hyphens, 126
soft page breaks, 142–143, 307
soft return reveal code, 307
spaces, using sparingly, 338–339
spacing

columns, 189–190
lines, 133–34 

special effects. See also fills, patterns; shading
adding to fonts, 106
built-in shapes, 220–221

Specific Codes dialog box (Find and Replace
dialog box), 314–317

spelling correction tools
enabling/disabling, 67

QuickCorrect feature, 68–70
Spell Checker tool, 71–74
Spell-As-You-Go feature, 66–67

spreadsheet-like tables, 198–200
SRt code, 307
SRt-SPg code, 307
standard template, 230
star shapes, 221
Start button (PerfectExpert), 23
starting WordPerfect, 9–10
Status button (Print dialog box), 93
Style Settings dialog box (Styles 

dialog box), 170
Style Type area (QuickStyle dialog box), 165
styles

applying, 168, 174, 196–198 
character styles, 164–166
for columns, 188
copying, 177–179
creating new, 173–175
deleting, 175, 180
for documents, 164, 169, 175–176
editing, modifying, 171–175
for headings, 169
how they work, 163
importing with documents, 170
for paragraphs, 164
predefined, 169
property options, 170–171
retrieving, 177–178
reusing, 177
saving, 179
for text box elements, 203–204
turning off, 176
versus direct formatting, 162–163

subdocuments, 245–246
subscript characters, 106
subtraction symbol (–), 200
Summary page (Properties dialog box), 335
Summary Settings dialog box (Settings 

dialog box), 325
superscript characters, 106
Suppress code, 311
Suppress dialog box (Format menu), 155
suppressing watermarks, 159
switching between documents, 292
symbols. See also icons

display settings for, 326
menu commands, 26
shadow cursor, 34
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• T •
Tab code, 302
Tab Set code, 309
Tab Set dialog box (Format menu), 128
tab settings

paragraph indents, 120–121
reveal codes, 302, 307
setting tab stops, 125–130
viewing on ruler, 32–33, 112–113

tab stops
defined, 126
new, adding, 129–130
removing, 129
repositioning, 128–129
types and icons, 127

tab strip (ruler), 113, 126, 128–130
Table menu commands, 25
Table of Contents dialog box (Reference

Tools dialog box), 248–250
Table SpeedFormat dialog box, 196–198
tables

adding rows and columns, 193–194
calculations in, symbols or, 200
creating using QuickCreate feature, 192
deleting cell contents, 194
deleting entire table, 194
deleting rows and columns, 194
formatting, 196–200 
property bar, 29
resizing columns, 195–196
spreadsheet-like, 198–200
versus columns, 193
versus tabs, 132
viewing data source files as, 279

tables of contents
built-in styles for, 169
generating automatically, 248–250

Tables QuickCreate button (toolbar), 192
tabs

back tabs, 132–133
for indentation, 130–131
tab stops, 113
using effectively, 130–133
using sparingly, 338–339
versus tables, 132

templates
built-in, 231
for business letters, 233–235
creating new, 232
default, modifying, 177, 178–179
documents as prototypes for, 233

OfficeReady browser, 251
standard template, 230
uses for, 229–230

temporary soft return reveal code, 307
text

blocks, 44–46
copying and pasting, 51–53
cutting and pasting, 53
deleting, 54–55
in drawing boxes, 218, 223
entering, 13
finding in documents, 58–59
as graphics, 217
in headers and footers, 153–154
inserting in columns, 191
keeping together, 143–146
line spacing options, 133–134
moving, 54–55, 292–293
printing text selections, 84
rectangles, 49
replacing, editing, 56, 61–63 
scrolling, 36
saving selections in new document, 

206, 296, 341
selecting, 44–51, 331
in text boxes, 202
TextArt images, 222, 223–225
word wrap feature, 13

Text Box command (Insert menu), 223
text boxes. See also drawing boxes

adding to documents, 201–204
adding to drawing boxes, 223
captions, 207
features and uses, 211–212
formatting, 202
positioning, 204–206
sizing, resizing, 206–207
text wrapping with, 207–208

text cursor position indicator 
(application bar), 30

text formatting
capitalization, 109
case conversions, 109–110
columns, 187–192
default font settings, 107
direct formatting versus styles, 163
embedding fonts, 104
emphasis, 97–98
font size, 100–101
font type, 101–104
hyphenation, 124–126
linking and unlinking formatting, 109
modifying formatting, 99
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Text Line command (Insert menu), 223
text wrapping, 207–208
TextArt images, 222–225 
Thesaurus feature, 75–76
3-D Chart button (property bar), 227
3D Options tab (TextArt dialog box), 224
thumbnails

clipart, 213–215
for previewing graphics, 216
printing out, 90

Timed Backup dialog box (File Settings 
dialog box), 329

timed backups, 329, 340
title bar (screen display), 10, 15
titles, 102
toolbar management

adding buttons to, 333
customizing, 27, 331–333
hiding/displaying, 27
hints feature, 27
moving, 27, 333–334
palette form, 333–334

toolbar (WordPerfect 12 toolbar), 11. 
See also application bar; property bar

accessing, 11
Autoscroll button, 37–38
buttons on, 27–28
Columns button, 188
Open button, 17
Print button, 18–19
Save button, 14–15
Tables QuickCreate button, 192
Text Box button, 201
Thumbnail button, 216
Undo button, 56

Tools menu commands, 25
Top Mar code, 311
triple-click mouse action, 46–47
TSRt code, 307
Turn Hyphenation On check box 

(Tools menu), 125
Two Pages view, 147
2D Options tab (TextArt dialog box), 224
two-sided (duplex) printing, 86–88
Type of Columns section (Columns 

dialog box), 188, 189
Type, Specific Codes dialog box (Find and

Replace dialog box), 314–315
Type, Word Forms option (Find and 

Replace dialog box), 63
typefaces, 101–106
typeover mode, 56

• U •
Und codes, 308
Underline button (property bar), 29
underlining

adding to text, 29, 97–98
options for, 106–107

Undo button (toolbar), 56
Undo last action button (toolbar), 28
Undo/Redo feature, 56–58 
unformatting text, 99
unlinking formatting, 109
updating tables of contents, 250
uppercase characters, converting to

lowercase, 109–110
Use columns button (toolbar), 28

• V •
VAdv (Advance code), 237
Values dialog box (Select Page Number

Format dialog box), 151
vector graphics, 222
vertical lines, drawing in documents, 209
View menu commands, 25
viewing, data source files, 279–280
views

Full Page, 215
Page view, 81
types of, 147–148

vocabulary
adding words to, 73
correcting and customizing, 73–74

• W •
Watermark dialog box (Insert menu), 157–158
watermarks

adding and editing, 157–158
placing on documents, 158
restricting or removing, 159
shading with, 158
uses for, 156–157

Web documents
HTML documents, 261–264
PDF documents, 264
previewing, 262
versus regular WordPerfect documents,

263–264
Web sites

Corel, 21
Corel clip art gallery, 215
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Web-ready documents, hyperlinks, 256
wheel, mouse, scrolling using, 37
Whole Word option (Find and Replace 

dialog box), 60
Wid code, 311
widows, preventing, 143–144, 311
width of columns

resizing, 195–196
settings for, 189–190

Window menu commands, 25
window, WordPerfect. See document window
Windows Address Book, as mail merge data

source, 282
Windows Explorer, file management using, 298
Windows ME For Dummies (Rathbone), 81
Windows XP For Dummies (Rathbone), 81
Wizard, Find Setup, 21
Word (Microsoft)

documents from, using in WordPerfect, 268
enabling Word-like interface, 271–272
incompatibility issues, 269–270
Microsoft Word mode, 322
paragraph formatting, 120
reveal codes, 305
switching to WordPerfect from, 335
tables, 195

word forms, searching and replacing, 63
word lists, 73
word wrap feature, 13, 124
WordPerfect 12 toolbar. See toolbar

(WordPerfect 12 toolbar)
WordPerfect 12 versus Microsoft Word

compatibility issues, 269–270
paragraph formatting, 120

reveal codes, 305
tables, 195

WordPerfect Classic mode, 322
WordPerfect Dictionary

adding words to, 67, 73
correcting and customizing, 73–74

WordPerfect Legal mode, 322–323
WordPerfect Office mode, 322
words

copying from Dictionary, 76–78
selecting using key combinations, 50
selecting using mouse, 46–47
spelling tools, 66–67
viewing definitions for, 76–78

word-wrap feature, 338
Workspace Manager dialog box (Tools menu)

Word-like interface, 271–272
workspace modes, 322–324, 330

.wpd files, 15
WPDOS keyboard definitions, 334–335
WPWin keyboard definitions, 334–335
wrapping text, 13

• Y •
Young, Margaret Levine (Internet For

Dummies), 255

• Z •
zoom settings, 128
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