WordPerfect Works ~ Key Shortcuts

Key Legend

]

=,

=
4o 98

RPN oy tcisn o sirina T s

Filing and Printing Commands

Editing Commands

R R - i s
Ouick Publish .......... P AL BC L T
Quick Subscribe ..o,

New (current module) ...........ccooeeece. &N R S 38"

R ot e b i LY %0

BRI o s R s e A el

RO = o i S #E=all) Fﬂ.rma“lng Commands

Save ... e UL

R R ®{rs PR TRD - coonsoncioniisimmtivmmoeies BOT

PREIE o e %P BV i s e s e ®UB

PR PIOARBTE c.ciccaiiinsisibinassnssomsssnsa 4P MR ® il

Ol s 8 T SR ® U
CIRERCHET il s rmiamar s ®E
Create Type Style .........cocviiiessasisnas ®OE

Window Commands Enl TN oo iiiniisciacicaasionss i ®UL

Cemer Toslfy <cananasnaas #2{C

Show/Hide Buler .....ccooopomcresrensarasmns: %R R Rty i i i #{R

Show/Hide Tool Bar ........c..cc.cceemieernne 887 Pionire Uptiurh. S {0

B00p TOOM....onmismsmsimmiing ®i6

Magnification 25% ...........coconmsemcsiereans ®3

Magnification 50% ... #5 Word Processor

Magnification 100 .........occvvvnriirereres 38 1

Magnification 200% .............occonssesennss #2 Spell Check Selection ...........cccocecccene. L

Magnification 400% ..o %4 POl JUSHEY ....coonvsiiinissiniiacminissanivnisis B B F

Magnification B00% ............cocecciiniin ®8 Insert Page Break .. ®.
Insert Section Break .........cocovianeinnns L AT
Paragraph Styles ........c.ccocvcvereereresenre. B H

Miscellaneous Commands Paragraph Ruler .............ccccccccooiunn EH

e ) R N S %L

BRI st ol Show/Hide InVisibles .......o.c.corcvenee #®I

Preferences ..., ey SOft HYPHEN ......coceiermensnsnsemsanemsensnsnnes B0 =
WORd COME .....c.omninamrmnsmmmsrsassssnsnsss il

Word Processor (continued)
GO TO PSR .l T

o Back ....... 3 E o g el e (NI O #Lh
Left One Character .........ccoceeeeececereeeess —
Right One Character ..........cccccumicciiinns —>
Left One Word ........oooieeeerenrenermsssnnes 06—
Right One Word ...........cocereveevesssisesinns =5 —
Setollame . -

End of LiDE ... imencsemasens 98—
UpOne LIme,.......ocovccinsasssansins PMhAR

Down One LIDE .......ooncammssrisassnmanas e’

Up One Paragraph ..............coemecsensesens: =T
Down One Paragraph _........cococcinininnn, o 1!
R B s TR RS R ®==T
PREE ORI i i ¥k
Start of DOCUMENE ....cecoonverrremeaerarrrenns #®T
End of Docnment ... L

Hold down the Control key to use these numernic
keypad shorcuts:

Lip e Lire

Cipli: Up One Parageaph

Slar ol Docurment i Fape Lp

|
Al wnhiesl]
BENIE
i b
L= One hﬁ.d“&u #L, High! et
Characher R
Diption: L& ""‘"J'iﬂ ‘;:(-‘ B Unfioe: Right (ing
Jini Ward il e il gl  'Wordl
;- 2' |
- > Wikl o
LI

End of Document | Fage Down

Dhowent Chroz Lire2
Option: Dowm Oine Paragrapk

Spreadsheet

Calenlate NOW .......coooiimismimarassanssnss =
DRl s i S s A #*K
BRI DIRTE o e e i #=zD
1 E T SRR, ko |
P Y .o e sk ®UTF
ek R e faliodll S n R #*b
e SN M e et WAL B S #1
MOVE TRl ... virmsmarsismmissssisssnsssensc M
Epen Cell OME ... .coonnminsmrsmississsunisass 0N

Paste FUNCHON v.ovveeereereresemreesessasnssess Eirl

Database

Define FIEMS oooeoeicisvssssiesessnsseeseesr, B 1D

1 R ey N SO N LAt e *K
Modiy COmERL ...........ooim e rsamimmeniss *M
NEW RECOPE ..0veseniirssiossasinassassnanssianmusss ®AiN
e B GRS P L
Select ReCOrdS ......oveooeeveeevecessnemesssnsins XUA
Show All Records .........ccciverrensrereerers S0 2 H
Previous Record ........ R A R TR £ |
KL OO ... oinsxeisninsanmuiinssrasssinssnses BED
SR P SRR AR OS e |
Fomt WEEEAR i st i i i # =]
Form Layoults:
Previous Field .......o.cooeeeenne.. T, &, {¥Tab, 11.
NextFiedd ... .. 4, —». Tab, .J
Previous Record .................... 1t.! in first field

Mext Record ...............

List Layouts:

Previous Field ... «, 1UTab
MNext Field ............. N s L —, Tab
Previous Record ...........c.c..... A T. 04
Mext Record.........ccoonn. R i

Draw

Alignment ....... R s
Bl e N P R,
e R R
Fip Horeontal ............veniiiic
Flip Vel < conaaaiaiasnig }
R s R i

Object Info ...... TSRS D e Nt
I i e
LIREIORID - oermenins imiiansionins

Paint

Brush Shape ................... el IR LT
. B0y S (R eryhe L S R
Flip HORZONEA ... oo isnsnimisnsssnsssnassas
EIE VEIBEEL ..o i vtk
IR mnnminss oo e iesrsnsi

Edns ¢, R

Communications

Open/Close Connection .........coeeeeeeeees
PO B L e
T W T S S s f e S

E'WordPerfect Corporation 19492
All Rights Reserved
QRUSMWWI12-11/92

®BK

.. %D

®4D
®irH
B4y
£
*®L
=3l
B=LF
®1ird
®UF
#1
#®=2H

.. %U

B

®LF
®UH
E TS |




i

WordPerfect Works ~ Tool Bar Shortcuts

Common Tools
e | New Frame
To create a frame,

click this icon, then drag

to draw a frame where you
wanl new material to
appear.

= | Left Justify

Aligns text left,

= | Center Justify
Centers text.

= Right Justify

Aligns text nght.

| B Bold
Applies or removes

Bold text stvle.

(7] Mate
Applies or removes
ltalic text style.

Underline
Applies or removes
underiining.

Print Preview

Displays your
document a full page at a
time,

Reduce
Zooms out to show
maore of the document.

Enlarge
Zooms in to magnily
part of the document.

| Type
Styles
Lise this menu to choose a
type style for text. To
define a style, select
formatted text, then
choose Create Type Style
in the Type men.

| Headline. ..

Word Processor

Full Justity
Aligns text flush

against left and rnght margins.

Superscripl
Faizes text and makes
il smaller.

@ Subscript
Lowers text and makes

il smaller.

All Caps

Makes text all
UPPERCASE letters.

All Lowercase

Makes text all
lowercase lefters,

Invisibles

Msplays or ndes
nonprinting characters such
as tabs and paragraph
markers.

E Left Tab

Left-aligns text againsi
the tab.

Center Tab
Centers text at the tab.

zl Right Tab

Righr-aligns text
aguinst the tab.

E Decimal Tab

Aligns abbed text on a
decimal point.

Vertical Tab

Places a vertical line
through paragraphs at the tab
location,

Single Space
Single-spaces lines of
paragraphs.

1-1/2 Space
Sets one-and-one-half
line spacing for paragraphs.

E] Double Space
Double-spaces lines of
paragraphs.

E_. Closed Paragraph
~ v
Spacing

Leaves no vertical space afler
paragraphs.

E Open Paragraph
spacing

Adds 16 points of vertical
space after paragraphs.

e 2] Page Number |
Tl'lhll.,'l't:'-. an aulomat
page number,

|E Date
Insers the current date.

@ Time

Inserts the current time.

Font

| Palating

Lse this menu o choose a
font for [ext.

Size
-l 2
- Lse ithis menu 1o

choose a point size for text.

' Calumns
1.
E Use this menu W

format a section in mulople
text columns.

Spreadsheet
Accept Entry

Enters the entrv bar’s
contents into the active cell
or field.

b4 Cancel Entry

Cancels changes made
in the entry bar and leaves
the cell or field contents
inlact.

Live Editing

Switches between ool
bar editing and live cell or
ficld editing. You can also
press Command-Space Bar,

General Justily

Aligns text to the left.
numbers to the right.

Sum

Totals selected cells.
Totals appear below the
range. Opuon-click o make
totals appear o the nght.

Sort

Sorts rows in the
selection on one W0 three key
columns,

@ Border Cells

Borders selecied cells,

“:' Outline
Applies a border
around a range.

Shade Cells
Applies gray shading 1o

cells.

m Chart

Lipdates the active
chart with current spread-
sheet data. If no chart 15
active, the New Chan dialog
box appears.

Datahase
é Eﬂﬂ

Sorts datahase records
based on sort keys chosen in
the Set Sort/Totals dialog
box. If no sort keys have
been chosen, the 5S¢t Sory/
Totals dialog box appears.

Border Ficlds

Borders the selected
field in all records (Tistg
layouts only ).

@ show All Records
Displavs all records
regardless of selection rules.

Show Selected

Records
Shows only records that
match current record
selecton rules. If there are no
rules, the Select Records
dialog box appears.

Cycle Layouts

switches 1o the nexi
layvout. If anly two layouts
are defined, clicking this
button toggles between each
layot.

First Record
Scrolls 1o the first
record in the docwment.

Previous Hecord
Scrolls to the previous
record.

Nexl Record
Scrolls o the nexit

record.

Las! Reco.d
Scrolls o the last
record in the document.

Draw and Paint

W

Grabber
Dirag to scroll the

document within the window,

q Joom
Click the area you
want to magnify. Shifi-click

Loy Fowm ol
c,‘f:' Dropper
Chck the area whose
color you want to “suck up”
and make the new pen color.

A Text

Chick in the docu-
ment and begin typing to add
lext.

"\ Line
Drag to draw a
straight line. Shift-drag o

draw lines at 45 or ) degree
angles.
Arc

_H\l Drag (o shape an arc.
Shift-drag to draw a quarter

circle,
[:! Rectangle
Drag to shape a
reclangle. Shift-drag o draw
d HII,L:II'I:.

[:] Rounded

Rectangle

Dirag to shape a rectangle
with rounded comers. Shifi-
drag to draw a square with
rounded cormers.

Dﬂﬂl

Drag to shape an
oval. Shilt-drag 1o draw a
circle.

(2 Polygon

Chck in the docu-
ment, move to another
location, click again, and
repeat to shape a polygon.
Double-click to complete the

shape.
. Freehand
Drag o draw a

curving or irregular freehand

Ine,
) Freehand Shape
Drag to draw an
irregular freehand shape.

Selection Pointer
* Click the object you
wantl to select. To select
multiple objects, drag to
surround the objects you
wanl o select. To select all
objects, double-click this
1o,

Arrowhead Styles
—
: Use this pop-up menu

to chioose where arrowheads
appear on straight lines.
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Marquee
Drag to surround the

area you wanl o select. To
select the entire document,

double-click this icon.
Lasso

g [rag around the

image vou want to select.
The lasso tightens to fit the
image s shape when you
release the button.

ﬁy Pencil

Click pixels or drag
over them o change their
colors. For Fat Bits view

{ 800% ), double-click this

IO,

Paint Bucket
Click the tip of the

bucket on the area you want
to fill with a color or pattern.

&

_'g.'HLL WAL LY ETase. TI.J erase
the entire document, double-
click this icon.

é Brush
Drag 1o apply paint.

To change the brush shape,
double-click this icon.

5;-@ Spraycan

Drag to spray a misi

Eraser
Drragr over the area

of paint
Fareground
Background
Patiarn
Sampie Pan Size

YHH )& (=)
SLIm )

Choose pen and fill panems
fronn the pattern paleties.
Choose a color Tor black dots
in & pattern from a fore-
ground palette; choose a
calor for white dits in a
pattern from a hackground
paletie. Choose a line height
and width from the pen size
paletie. The sample boxes
show the current pen and fill
colors and patterns and the
pen width and height.

Communications

=) | Terminal
Seftings
Displays the Terminal
Emulation Settings dialog
ox,

File Transter

seltings
Displays the File Transter
Settings dialog box,

Receive File

Receives (down-
loads) a file from the
remote compuier.

Send File

Sends (uploads) a
[ile o the remaote
COMpLLer.

& Send Tex!

Sends text from
a text hile to the remote

computer.
3| Gapture Text
= Caplures

INCOMINE text in a text
file.

Phone Book

Displays the Phone
Book dialog box.

Quick Dial
[ials the phone
number you provide using

the current connection
seflings.

Close Connection

Closes the connec-
tion and hangs up the
mmosdenn.




