How to Convert Files From WordPerfect to Word

This document is to assist individuals at Salisbury University in converting WordPerfect files to Microsoft Word format.  Included in this document are instructions on converting single files as well as multiple files using the Word batch conversion utility.

Conversion Instructions for a Single File

To convert a single WordPerfect file to Word format, simply open the file in Word.  Word will automatically convert it to its file format.  Follow these simple procedures as a guide: 

1. Open Word, and click File and Open. 

2. In the Open dialogue box, change the option "Files of Type” to All Files. This will allow you to see WordPerfect files. 

3. Select the file you wish to convert and click Open.  During the conversion process, you will probably see a window similar to the following:
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4. Once the file is converted, save it.  Click "File, Save As".

5. In this dialogue box, be sure to change the following:

· At the top of the screen, change the “Save in:” option to C:\My Documents.  

· "Files of Type" option to Word Document (*.doc).

6. Once all of your options are set correctly, click Save.

Conversion Instructions for Multiple Files

Microsoft Word provides a Batch Conversion Wizard to guide you through converting multiple files
.  Specifically, to convert several WordPerfect files to Word format, follow these simple procedures as a guide: 

1. Before you begin, make sure all of your file names end with a .wpd extension and that there are no other periods within the file name. 

Note: If you have other periods in the file name, replace them with a hyphen.

Additionally, if you know that a file contains a graphic image (such as the university logo) or was originally created with an old version of WordPerfect (anything before WordPerfect 7) move them to a separate folder. The batch conversion wizard cannot convert these files and you will have to open them in Word one at a time.

2. Place the documents you want to convert in a single folder (For some this might mean the files within C:\Wpfiles).

3.
On the File menu, click New, and then click the Other Documents tab. 

4.
Double-click Batch Conversion Wizard. Click Next at the first window.

Note: 
If you do not see the Batch Conversion Wizard in the New dialog box, you may need to install it.  For more information, search the Microsoft Word online help for “Install or remove individual components.”

5.
Select Convert from another format to Word.  From the drop down box under this option, select WordPerfect 6.x.  Click Next.
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6.
At the Source Folder option, click Browse to select the folder that contains the WordPerfect files, i.e. C:\Wpfiles.  At the Destination Folder option, click Browse to select the folder where the converted Word documents should be saved.  Click Next.

Note:
Information Technology recommends that all Word documents be saved to the folder or subfolder of C:\My Documents or a network drive (N:, O: or P:).
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7.
In the Available box, double click on each WordPerfect file that you want to convert.  Remember that this utility can convert multiple files at one time. 

Note:
By default only files that end with the .WPD extension will display.  Therefore, any files with .DAT or .FRM will not display.  To view all files in the source folder, select *.* from the drop down box.
Confirm that the files you want to convert are listed in the To Convert box.  Click Next. 
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8.
Click Finish to start the conversion.  While the conversion utility is working, Word cannot be used.  During the conversion process, a window will appear indicating the progress.  At this window you can cancel the conversion at any time.  Once the conversion is complete, a dialog box will inquire whether you want to do another conversion.

If your file does not convert properly, the following pointers can help: 

When converting files from WordPerfect to Microsoft Word, it is very likely that you will run into some problems.  One of the most common occurrences is when you complete the conversion the document looks quite different.  Your font might be different, spacing altered, strange symbols may appear in various areas, and your overall formatting might be off.  

The reason this happens is that Microsoft Word cannot understand some of the WordPerfect codes that are placed within the document; therefore, it will add the closest code it has to fill the empty spot.  Here are some things you can do in order to prevent poor conversions:

1. Before you open up the file in Word, be sure that it is really a WordPerfect file.  How you can verify this is:

In Word, click File, Open, and find the file you wish to convert. 

Once you have found it, right click on it (you will get a pop up menu).

Click Properties.  A dialogue box will appear with information on it.  On the General tab, locate the line with Type: which displays what file type.  Verify that it states WordPerfect.  (See the example below)
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2.
Prior to opening the file in Word and converting it, open the file up in WordPerfect.  Turn on the Reveal Codes.  Microsoft Word cannot handle a lot of unnecessary codes.  Therefore, scan the Reveal Codes and remove any unnecessary codes.  These may include:  HRT, SRT, TAB, BOLD, FONT, UND, etc.

3.
Often times, the reformatting for a different printer will cause conversion problems.  If you created the file with a computer hooked up to a specific printer, the settings (including font) for the printer are part of the file.  When you convert the file into Word, Word will change the formatting from the old printer to the printer it is using.  When this happens, strange things may happen to your fonts.  You can correct this by changing the font to one supported by Word.
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