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WordPerfect 8 for Unix, purchased through the Student will not be lost.  Save your document periodically.  By
Technology Enhancement Program, is a word default, WordPerfect saves backup files to the ������ 
processing application capable of producing high quality
documents.  Files created with other word processing
applications can be opened and edited with WordPerfect
8.  

Getting Started
To use WordPerfect 8 on UCS, you need:! An active UCS account and password

(available from the Help Desk)! Access to a UCS workstation in the
Conference Center or Stephens Memorial
Hall.

Starting  WordPerfect  and Creating a New Documen t
To use WordPerfect you must be logged in to a UCS
workstation.  Right-click on the desktop to display the
Workspace Menu.  Click Applications, then select
WordPerfect.  If the WordPerfect choice is not available
from the Workspace Menu, open a terminal window and
enter "�# at the command prompt.

Once the WordPerfect window appears on the screen,
you may begin to type your document.  Text may be
centered, bolded, italicized, underlined, and double-
spaced by selecting the appropriate command from the
menu bar, toolbar, or through a keyboard shortcut.  A
list of the most common keyboard shortcuts is available
at the end of this document.

WordPerfect  Basics
WordPerfect uses a menu bar and a number of toolbars
to access the features that you use most frequently.
Additional toolbars may be displayed by selecting
Toolbars from the View menu.

When typing a document, only press the $&%('�)�*(%�+-,  key
to begin a new paragraph.  Word processors
automatically wrap the text of the sentence to the next
line.  Do not press $&%('�)�*(%�+-, after each line.  To move
the cursor five spaces to begin a new paragraph, press
the $�)�.(/-,  key once.  Do not press the space bar five
times.

Margins are preset to one inch and line spacing is
automatically set to single space.  Line spacing may be
turned on before or after typing the document.  Refer to
the Line Spacing section of this document for more
information.

Saving a Document
Properly saving a document insures that the contents

directory.

To save a file for the first time:
1. Choose Save from the File menu.   
2. Locate the Filename/Current Selection text box, then

type the name for the file.
3. Choose OK.
The file is saved in the current directory.

To save changes you have made to a file, choose Save
from the File menu.  The file replaces the previous
version of the file in the current directory.

To save changes without replacing the original copy:
1. Choose Save As from the File menu.
2. Activate the Filename/Current Selection text box,

then type a new name for the file.  The file is saved
under the new name in the current directory.

To save a file in a different file format:
1. Choose Save As from the File menu.
2. Locate the Filename/Current Selection text box, then

type a new name for the file.
3. Select the file format you want from the File Format

drop-down list, then choose OK.

Closing the Document Window
To close the current document:
1. Choose Close from the File menu.
2. If you have not changed the document since the

last time you saved it, the document closes. If you
have changed the document, you are prompted to
save your work.

3. Choose Yes to save the changes and exit the
document, or choose No to close the document
without saving it.

Opening an Existing Document
To open and edit an existing document from your home
directory:
1. Start WordPerfect.
2. Choose File and select Open.
3. Type the name of the document you want to open

in the Current Selection text box, or select the name
of your document from the File List and click Open.

Printing a Document
To print the document that you have opened:
1. Choose File and select Print .
2. Locate the Current Printer  region of the Print dialog

box and choose Select...  A list of available printers



is displayed.   Select the appropriate printer and
click OK.  

3. Click OK to close the Print dialog box and begin
printing.  The printer that you selected will become
your default printer.  To change your default printer, checking the entire document.
repeat step two.

Exiting WordPerfect
To exit WordPerfect: number of characters, words, lines, sentences, and
1. Close the document(s) that you are working on. pages in a document.
2. Locate the WordPerfect window in the upper right-

hand corner of the screen, choose Program and To display document information, choose Properties
select Exit .

Formatting a Document
WordPerfect includes numerous features that allow you
to improve the style and appearance of your document.
  
Centering a Line
1. Place the insertion point in front of the text you want

centered.
2. Choose Line from the Format menu, then choose

Center, or highlight the text that you want centered
and choose the center icon from the toolbar.

Line Spacing
1. Place the insertion point anywhere in the paragraph

where you want the spacing change to begin.
2. Choose Line from the Format menu, then choose

Spacing.
3. Specify the line spacing by entering the number �

for double-spacing.
4. Choose OK.

Page Numbering
To add page numbering to your document, move the
cursor to the area of the document where you want to
begin page numbering.  If you are creating a document
that must adhere to MLA format, move the cursor to the
top of the second page.

1. Move the insertion point to the page where you want
numbering to begin.

2. Choose Page from the Format menu, choose Page
Numbering, then choose Numbering.

3. Select a location for the page numbers from the
Position options menu.

4. Click OK.

Spell Check
Use Spell Check to check documents for misspelled
words, duplicate words, and irregular capitalization.
Spell Check is not a replacement for proofreading
documents.

1. Choose Spell Check from the Tools menu.
2. Select the options you want from the Check,

Dictionaries, and Options menus, then choose Start.
3. When Spell Check selects a word or phrase as a

possible error, choose from the following options:

Replace , Resume , Skip Once , Skip Always , Add ,
Suggest

4. Chose Yes to exit Spell Check when the spell
checking is completed or chose Close to exit before

Document Information (Word Count)
The Document Information feature can count the

from the File menu and select Document Info.

Common  Keyboard Shortcuts (To use these key
sequences, hold down the first key and press the
second.)

Key(s) Description

Ctrl + S Save the document

F3 Save As a different name

F5 Print

Ctrl + F4 Close 

Shift + Ctrl + F4 Exit

Ctrl + F8 Set Margins

Ctrl + N New Document Window

Shift + Ctrl + F3 Reveal Codes

F9 Change the Font

Ctrl + F1 Spell Check

Additional Assistance  
Online help is available by selecting Help from the
menu bar. Contact the Help Desk for additional
assistance.


