Review of 4 Word Processors 


Charles V. Balch, Revision F94.1


There are usually a variety of commands that accomplish a desired result.  The following commands were chosen for ease of memory over ease of use.  Many of the following commands require that you first select a block of text and/or make additional keystrokes.


Program�
WP�
Works�
WinWord�
QA�
�
Executable filename�
wp.exe�
Works.exe�
word.exe�
QA.COM�
�
�
�
�
�
�
�
Create new doc�
 F7�
{F} N�
{F} N�
 New�
�
Load/Open doc�
 F5�
{F} O�
{F} O �
 Get�
�
Save doc�
 F10�
{F} S�
{F} S �
 Save�
�
Save W/ new name�
 F10�
{F} A�
{F} A �
 Save�
�
Help�
 F3�
 F1�
 F1 �
 F1�
�
Quit�
 F7�
{F} X�
{F} X �
 ESC, X�
�
Show all Characters�
(F3)�
{O} L�
[H]  �
 N/A�
�
Print doc�
(F7)�
{P} P�
{F} P �
 Print�
�
Print Preview�
(F7)�
{P} V�
{F} V �
 N/A�
�
Select Block�
{F4}�
(arrows)�
(arrows)  �
 F5�
�
Center line�
(F6)�
[C]�
[C]�
 F8�
�
Underline block�
 F8�
[U]�
[U]�
(F6)�
�
Bold block�
 F6�
[B]�
[B]�
(F6)�
�
Remove B&U in block�
(F3)�
[space]�
[space]�
(F6)�
�
Move Text�
[F4]�
{E} M�
{E} V�
 N/A�
�
Copy selected Text�
{F4}�
{E} C�
{E} C�
 N/A�
�
Undo last event�
 N/A�
{E} U�
[Z]�
 N/A�
�
Move cursor a word�
[arrow]�
[arrow]�
[arrow]�
[arrow]�
�
Move cursor a page �
Pg Up, Pg Dn�
Pg Up, Pg Dn�
Pg Up, Pg Dn�
Pg Up, Pg Dn�
�
Move to Top of Doc�
[Home]�
[Home]�
[Home]�
[Home]�
�
Move to Bottom of Doc�
[End]�
[End]�
[End]�
[End]�
�
Format line�
(F8)�
{T}�
{T}�
F8�
�
search �
F2 and (F2)�
{E} S�
{E} S�
�
�
replace  �
{F2}�
{E} R�
{E} R�
�
�
macros  �
[F10] defines�{F10} executes�
[F10]�
[F10]�
N/A�
�
margins�
(F8)�
{P} M�
{F} R�
F8�
�
Make Header�
(F8)�
{P} H�
{V} H�
 F8�
�
  Add Page number�
[B]�
 &P�
({P})�
  #�
�
Make Footnote�
[F7]�
{E} T�
{I} N�
 N/A�
�
Thesaurus�
{F1}�
{O} T�
{O} T�
 N/A�
�
Spell Check�
[F2]�
{O} S�
{O} S�
(F1)�
�
Tutorial�
(F10)�
{H} W�
{H} L�
 N/A�
�
Style Sheets available?�
yes�
no�
Yes�
no�
�
Outliner available?�
yes�
no�
Yes�
no�
�
Mail Merge available?�
yes�
yes�
Yes�
yes�
�
Audit Trail available?�
yes�
no�
Yes�
no�
�
�
�
�
�
�
�









Commands in () are shifted,  Commands in {} are alt,  Commands in [] are control














