Changing WordPerfect's Default Document & Footnote Styles

May 2005, Doug Loudenback, Oklahoma City, OK
Click on Setting Up The Document Style, or Changing A Footnote Style, to move to the other's discussion
After this page, click on the page header to return here

SETTING UP THE DEFAULT DOCUMENT STYLE. Other ways exist to set up the default
document style (font, justification, etc.), but what's shown here does work and it just involves a few
steps.

Step 1: Open A Blank Document & Turn On Reveal Codes. While this could be done in any
document, it's more simply and cleanly shown in a blank document:

@WoldPerfecl 12 - Document2? 2]
a File Edit “iew Ingert Format Table Tool: Window Help Maco Cale  Chgrandemacros‘wiscalendar _|E|i|
BDhHWeEedEBEe & i BRE - -9- A F-S-s-E-F-0K-3 &9
ITimesNewHoman j|‘|2 j B 7 U~ E=~A:~|Noner o gt b e o i 5
=
Open Style: DocumentSter.
1] \ 1+
|Document2 ‘ DefaulD ocumentd Footnotes. ... I"AB &) Insett [ S e
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In the Contents box, existing code may ormay ==

not exist. It doesn't matter. You can safely conens
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present, it can be safely deleted. shown here. You can delete any or
all of this code.
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Step 3: With the insertion point in the & Slsfdﬂm — 21|
Contents box, select the font (and/or font ——— S o £ 0 E e 3
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Here, I've selected Arial, but select any font
you want as your default.
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That inserts the [Font: Arial] code into the
Contents box.

Now, click the v next to the justification icon,
as shown below ...

and select the justification you want (Im

selecting Full) ...
now present.

and the [Just: Full] code is

You may want to include default code other
than that shown here, such as turning on the
Widow/Orphan feature (Format | Keep Text
Together... Widow/Orphan checkbox), or
Suppress codes to prevent page numbering,
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Font: Arial. Just: Full
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and/or headers and/or footers on the 1% page
(Format | Page » Suppress...).

Step 4: When done entering code, click the
"Use as default" box so that it is "checked"
(v ), just as is shown here.




Changing WordPerfect's Default Document & Footnote Styles Page 3

When done, click the OK button. 2] x]
File Edit Inzet Fomat Tools
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Click the Yes button and you're done.

Now, when you make a new blank document,
|t W|” be set up exaCtly ||ke What yOU'Ve Just ¥ Reveal codes [ Show 'off codes' ¥ Use as default
done.

CHANGING A FOOTNOTE STYLE.

A. Single Document. If all you want to do is edit the Footnote Style for a particular document,
you could use procedures similar to the above. The document would need to contain at least one
footnote, and you'd need to be IN a footnote with Reveal Codes turned on so that you could "see"
the Footnote Style code at the beginning of the footnote. Double-click on Footnote Style code in
Reveal Codes, and, as above, the Footnote Style would be open in the Styles Editor for you to
make changes that you'd want to make.

B. Changing the Default Footnote Style. The above procedure will not cause a "default"
change, other than in the open document. Why? When editing a Footnote Style, the Styles Editor
does not contain a "Use as default" check box as was true for the "DocumentStyle" Style. A

different and more complicated procedure needs to be

followed to make changes to the default Footnote Style.
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Step 1: In any document, create a Footnote. Unless a gs o @7 .z @ =o | Fort-
footnote has been made in a document, the Footnote Style [fi r ;'"E ) .
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Step 2: Open The Styles Editor. In the WordPerfect =
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Step 3: In the Styles Editor, Edit the Code.
In this picture, I'm showing the "normal"
WordPerfect Footnote Style code, before any
editing.

Change whatever you want, but take care not
to delete [Suprscpt] [Footnote Num Dlsp]
[Suprscpt] codes. You may want the font size
to be 10 point. The Font itself should
automatically adjust to the document's default
font, so you probably shouldn't change that
(but, if you find I'm mistaken about that, re-edit
the style and insert the Font into the Contents
box, as was done for the DocumentStyle).

If you want the justification to be "Full", select
"Full" justification to insert that code into the
Contents box, as I've done here.

Enter any other codes you want to use as part
of the default Footnote Style.

For example, some prefer at least some
spacing after the note number in the footnote
— | like a single space, others prefer a tab.

I'm adding a space at the end of the code (by
pressing the spacebar at that point in the
code).

When done, click the OK button to return you
to the Styles dialog
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Step 5: Saving the Footnote Style. This is
where it can get a little tricky, but the avaistie syies Preview:
following works for me. Douga |

In the Styles dialog, click the Options button.
In the drop-down list, select Settings...

i Type: Open
- . i Location:  CurmentD ¢ (Template style]
| .. and then in the Style [E3i Locston  Cuerk osaner
i = Settings dialog click the Save  Irabet ~
% Create... | Edi... | QuickStyle... | q
Delete. .. Style Settings T |]
| | Close | Help |
e Auailable styles list 5 legtn ———————
Fetrieve. vlia e styles lisk a:f hew styles to ?
v Styles in curent document Current document
Save Az _ ol | new styles to
¥ Styles in default template & Default template Default Template
v wiordPerfect system styles ) Sdditiang abjects temmlate Help | radio button and
% wordPerfect heading stules click the OK
" WordPerfect heading styles and all other system styles [header/footers, numbering, ste..] button.
7 Styles from addiional ohiest femplate

| Click the Options button again. This time, select Save As...

Sethings...

In the Save Styles To... dialog which

Copy... Save SIPESEESY 212 opens, type the same Style name,
Delete... Filename: Footnote, in the Filename box, click the
Fizset.. Footnotd =] ﬁ Both radio button, and then click OK. You
R Cancel | will then get the message below, asking if
Sl Tipe ———— Help | you want to overwrite the Style. Click Yes.
& Both
o~ User St_lrlleS WordPerfect 12 E
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like to ovenarte it?
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Available styles: Preview:

Now, click the Close button in the Styles dialog
and you're done.

Now, when you make footnotes in a totally new

Type  Open blank document, the Footnote Style you just

Location:  Current Docurment [Template ztyle) . .

R, S made/modified will be your default Footnote
Style.
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