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Welcome

Microsofte Windows is an extension of the DOS operating system.
Windows allows you to integrate the different tasks you perform
on your personal computer, increasing your efficiency.

With Windows, you can work with several programs at once.
You can switch between programs with a couple of keystrokes or
a click of a mouse, reducing the time required to move from one
application to another. And since you never have to quit a pro-
gram, you can continue from where you left off.

Windows provides an easy way to transfer information between
applications. You can transfer text and even graphics between
applications designed especially for Windows. You can also trans-
fer information to your Windows applications from your standard
DOS applications, such as Microsoft Word and Multiplane.

Windows is powerful

Windows is versatile

Microsoft. Windows

© Cepyright 19€7. Micrescft-Cerperaticn. Al rights reserved
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About Windows

With Windows, you can run several different applications at once,
and switch from one to another without quitting any of them.

A B [¢] D E L G
2 . Dufly Vineyards
1887 Quarterly Sales
4
15 | ‘Projected_Actual :
6 |FirstQuerter " $12,000 12,753 8= ki
7 _|Second Quarter $13,450 10,224 Duffy Vineyards 1887 Sales
8 |Third Quarter $16,730 17,879 $35,000
9 |Fourth Quarter $27,650 30,692 $30,000
$25,000
$20,000 M Projected
$15,000 Bl Actual
4 $10,000
5 45,000
$0
1.2 3 4

Tou to Prepare Cappuccino
A Bit of History

Cappuccino is said to be named for the Capuchin monks who
felt that a meal was not complete without this dessert
coffee. Cappuccino in the strictest sense is made up of
espresso topped with foamed nilk, but you may want to try
adding a bit of cinnamon, nutmeg, cocoa, or uhatever else
suits your taste.

Before You Start
- Check to see that the steam nozzle has been swung around
to the right. This gives you more freedon to move the

pitcher as you foan the milk.

- Use larger cups (4-6 oz. size) than you use for serving
espresso.

COMMAND: Alpha Copy Delete Fornat Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
739 characters (6938624 bytes free)
Page 1 {} 7 Microsof t Word: CAPP.DOC

=| Pagellaker - C:\PH\PHTIPS.PUB
File Edit Options Page Type Lines Shades
e L i e e ey

ThReuNIquE

PREPAAING YOUR FLES
Bt e itk s Kl vl ey o
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Microsoft Windows gives you a new and more visual way of work-
ing by organizing your work in windows — rectangular areas on
your screen in which you use applications. Many standard applica-
tions and all Windows applications can appear in windows on the
screen at the same time.

tepad - MEMD.TXT

File Edit Search
To : George
From: John
Date: 5-12-87
Re : Sales data g Region 1985 1986
. 18 North 124 133

HRONIER 11 South 54 &
s you can by the recently compile }% 5S§E 13; 1%3
included b910w, the company increa 4y ==c-=ss=sosmmssssoooososo oo
regions. The western region, howell 15 Total 321 398
I think it would be appropriate to }9

18

19

0

2
HCOMMAND = EF!EEH Blank Copy Delete Edit
ame Options Pr%nt guit Run §
Select option or type command letter
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Windows provides an easy method for running your applications,
including drop-down menus, icons, and the choice of using your
keyboard, a mouse, or both together.

Uiew Special
un.

\WINDOUS

Load... T
Copy... \E
Get Info

Delete... N
Print... \E
Renanme. .. EXE
Exit

About MS-DOS Exec...

HELUA.FON WIN288.0UL
MODERN.FON  WINOLDAP.GRB
MSD0S.EXE WINOLDAP .HOD
NOTEPAD.EXE  WRITE.EXE
PAINT.EXE

PRACTICE.WRI

- O

You can use the DIRECTION keys ( UR DOWN, RIGHT, LEFT )

to move around the window.
Or just point with the mouse and click.
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Windows provides several useful Desktop applications.

ardfile - BUSCARDS.CRD:

File Edit Uiew Card Search

_ Mava Irene's Flowers
alden Travel, Inc.
aPorte, Horton
sabel Rose Daycare
rass Enterprises
arnett, J. (dentist)

Works fast
Rates within insurance guid
Call 3-4 weeks ahead

Short wait in waiting room
magazines)

Windows makes it easy to combine information from several
applications. You can work in one application,

File Edit Search Character Paragraph Document
You're Invited

Jesse and I are staging another of our famous parties, this time in
our new home. We have a huge yard (which, thank goodness, the previous
owners put in), with lots of lawn for volleyhall, croguet, or loafing
as suits your fancy.

We'll provide hamburgers and hot dogs with all the trimmings, plus
soft drinks, plates, tableware, and such. Please bring a hot dish,
salad, or munchies, and anything else you want to drink. Particulars
are helow; we're off the beaten track so there's a map too.

Hope you can make it.

Date: 6/27/87

Time: noon to ?
Place: 123 Star Road, Snohomish (new home of Jesse & Rebecca)
Phone: 555-1215
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then you can open another application and work in it,

(<)
&

@
Ot me e

Jur house Is about 1.2 miles from turnoff.
Hatch for the white sign

wIth our name on It. \%

. | Star Road
Hightay ¢
stap @

sign

/

/prrox. 7 miles}
Hightay 22 (east}

and finally, you can integrate the information from one application
into the other.

Urite - PARTY.URI
File Edit Search Character Paragraph Document

Time: noon to ?
Place: 123 Star Road, Snohomish (new home of Jesse & Rehecca)
Phone: 555-1215

Jur house Is about 1.2 miles from turnoff.
Watch for the white sign

\ with our name on It.
M?rt/l\
T -5

(map not to
scale}

Star Road

stop @

sign

/

Z(/approx. 7 miles}

|
Highway ¢

it 574)

Highway 22 (east}
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The Microsoft Windows Package

The Microsoft Windows package includes the following items: What'’s in the
) Microsoft Windows
% The Microsoft Windows Setup disk package?

® The Microsoft Windows Build disk
8 Microsoft Windows Displays disk
]

The Microsoft Windows Utilities disk(s), which contain printer
device drivers

The Microsoft Windows Fonts disk(s), which contain font files
for a variety of printers and graphics adapters

B The Microsoft Windows Desktop Applications disk, which con-
tains Windows applications

The Microsoft Windows Write Program disk, which contains
the Windows Write writing program files

The Microsoft Windows User’s Guide

The Microsoft Windows Desktop Applications User's Guide
The Microsoft Windows Paint User’s Guide

The Microsoft Windows Write User’s Guide

B The Microsoft Windows Quick Reference Guide

Program information (PIF) files for a number of DOS applications
are included on your Windows disks.

Note The number and names of disks included in your Windows
package may vary depending on the type of disk drives on your
computer. A

What You Need

To use Microsoft Windows, you need the following: What you need to use
Microsoft Windows

B A personal computer running the DOS operating system with
two double-sided disk drives or a hard disk (recommended)

®m At least 512 kilobytes (K) of memory (to run multiple applica-
tions, 640K of memory is recommended)

® DOS 2.0 or later version
A monochrome graphics monitor or color monitor

B A graphics adapter card. Windows supports many different
graphics adapter cards; however, not all graphics adapter cards
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Using pointing
devices and
printers

Using the
README.TXT file

Chapter outline

display Windows in color. For example, the IBM Color Graph-
ics Adapter (CGA) card does not display color in the high-
resolution mode required for Windows.

Windows supports a number of optional pointing devices (includ-
ing the Microsoft Serial Mouse and Bus Mouse) and printers. The
Setup program will list the available options. See the hardware
manual for your device for instructions on how to install it on
your microcomputer.

Note Be sure to read the README.TXT file on the Microsoft
Windows Write Program disk. README.TXT contains updated
Windows information unavailable in this guide.

About This Guide

This guide is designed to help you explore and use Microsoft Win-
dows. The following list outlines the chapters in this guide and
their contents.

B Chapter 1, “Getting Started,” tells you how to set up and start
Windows on your computer. This chapter also explains the
parts of a window, and gives you some basic pointers on using
a mouse.

® Chapter 2, “Learning Windows,” gives you a step-by-step,
hands-on introduction to using Windows with the keyboard.

B Chapter 3, “Learning Windows with the Mouse,” gives you a
step-by-step, hands-on introduction to using Windows with the
mouse.

B Chapter 4, “Techniques,” outlines the way Windows functions
and describes the basic techniques you’ll use in working with
Windows.

® Chapter 5, “Using MS-DOS Executive,” describes how you can
work in the MS-DOS Executive window to run applications;
copy, print, or delete files; create directories; make a Windows
system disk; and have access to other DOS commands.

® Chapter 6, “Using Clipboard,” explains how Clipboard lets you
move or copy information within an application or between
applications.
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B Chapter 7, “Using Control Panel,” provides information on how
you can use Control Panel to adjust Windows system settings
such as date and time, printer assignments, and screen colors.

B Chapter 8, “Using Spooler,” describes how Spooler allows you
to print files and to view and control the jobs in the print
queue.

B Chapter 9, “Using Standard Applications,” provides information
on how to run applications that were not designed spec:ﬁcally
for Windows, such as Microsoft Word and Lotus 1-2-3.

B Chapter 10, “Using PIF Editor,” describes how to use PIF Edi-
tor to create or revise program information (PIF) files so that
you can run standard applications with Windows in the most
efficient way.

B Chapter 11, “Commands,” describes some of the commands
you’'ll use most often in working with Windows.

B Appendix A, “Customizing Your WIN.INI File,” explains how to
work directly in your WIN.INI file to change system settings.

B Appendix B, “System Messages,” lists the messages that may
appear in the middle of your window to indicate that Windows
is having a problem in carrying out a specific action. A diagno-
sis of each message is given along with suggestions for solving
the problem.

® Appendix C, “Speeding Up Windows with SMARTDrive,”
describes how to use the SMARTDrive disk-caching program
with your computer’s expanded or extended memory to help
Windows work more efficiently.

B Appendix D, “Using Special Characters,” provides information
on how to use special characters such as fractions, accented
letters, or foreign currency symbols in the documernts you
create with Windows.

B Appendix E, “Special Notes on Running Windows,” contains
additional information on using certain hardware and standard
applications, expanded memory, the CHKDSK program, and
SHIFT + PRINTSCREEN with Windows.

® “Terms” contdins definitions of some of the Windows, DOS,
and general computer terms used in this guide.
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Understanding terms
and typography

Notational Conventions

Here are a few notes about the terms and typographic conven-
tions used in this manual.

Keynames

The names of keys are spelled out in this guide (for example,
ESCAPE, ENTER, CONTROL) and appear in small capital letters. On
your keyboard the key caps may abbreviate the names or
represent them a little differently.

Key Combinations and Sequences

A plus sign ( +) used between two keynames indicates that those
keys must be pressed at the same time. For example, “Press
ALT+ESCAPE” means that you should press the ALT key and hold it
down while you press the ESCAPE key and release it. Then release
the ALT key.

A comma between two keynames indicates that those keys must
be pressed sequentially. For example, “Press ALT, SPACEBAR” means
that you should press the ALT key and release it, then press the
SPACEBAR and release it.

DIRECTION Keys

The DIRECTION keys are the four arrow keys on your computer’s
keypad. The name of the individual DIRECTION key refers to the
direction the arrow points: the UP key, the DOWN key, the RIGHT
key, or the LEFT key. You use the DIRECTION keys to move the
selection, the pointer, or the insertion point on your screen.

What You Type

In this guide, anything that you should type verbatim is printed in
italic. For example, in a procedure, if you're asked to type a file
called MYLIST.TXT, what you actually type is shown in italic:
mylist.txt. (This filename is also shown in lowercase letters since
it doesn’t matter whether you type the letters in capitals or not.)

Syntax Statements

In later chapters you’ll find examples of syntax statements, which
show you the format to use when you type a particular command
line. There are two kinds of information in a syntax statement, and
they’re printed in this guide in two kinds of type. Everything that’s
literal — that is, exactly as you would use it in a specific command
—is printed in italic. Everything that is a placeholder —a generic
word where a specific word would appear in an actual command
line (for example, the word “filename” instead of an actual, speci-
fic filename)—is printed in bold.



¢: \directory\memo.txt

The preceding example designates a pathname for the MEMO.TXT
file on a hard-disk drive (C:). Since directory is in bold, you
would need to provide your own name for the directory that you
want the MEMO.TXT file to be in; everything else is in italic, so
you would type it literally.

Mouse Procedures

In this guide, the mouse procedure for a particular task follows
the keyboard procedure. Mouse procedures are generally indi-
cated by a mouse icon that appears in the margin.

Terms

Many of the Windows, DOS, and general computer terms used in
this guide are defined in “Terms,” which follows the appendixes.

Welcome xvii
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1 Getting Started

Before you start using Microsofte Windows, you should be familiar
with your computer and its user’s manual. You need to know how
to turn the computer on, which disk drive is drive A, and what
keys you press to reset, or “boot,” your computer.

3
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Setting up Windows
on a two-drive system

Making work disks

Setting Up Windows

You will use the Setup program to create a version of Windows
tailored to your computer. If you have a hard disk, Setup will put
this version of Windows in the directory you specify. If you have
two floppy-disk drives, Setup will put Windows on the floppy
disks you supply.

To Set Up Windows on a Two-Drive System

To set up Windows on a system with two floppy-disk drives, you
will need the following:

B Two blank, unformatted disks

B Microsoft Windows Setup disk

B Microsoft Windows Build disk

B Microsoft Windows Displays disk

B Microsoft Windows Utilities disk(s)
B Microsoft Windows Fonts disk(s)

To set up Windows, follow these steps:

Put the DOS disk in drive A and close the door.

Turn on the computer. (If your computer is already on, you
can simply reboot it.)

(3] Enter the date and time if DOS prompts for them.

[4] Replace the DOS disk with the Windows Setup disk.
Close the door.

Type setup and press the ENTER key.

[6] Follow the instructions on the screen.

The Setup program creates two disks, the startup disk and the sys-
tem disk. Youw’ll use these disks to start and run Windows on your
two-drive system.

Setup also copies DOS to your startup disk. You may want to copy
other startup files, such as AUTOEXEC.BAT and CONFIG.SYS, to
this disk as well.

The Windows Desktop Applications disk contains applications for
you to use with Windows. When you start working in Windows,
you may want to have a work disk for each application that you
use (for example, Paint, Notepad, or Cardfile). A work disk con-
tains a copy of a single application; you can create and save files
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for that application on the work disk. This gives you more room
to save files in each application. See Chapter 5, “Using MS-DOSe
Executive,” for information on copying files.

To Set Up Windows on a Hard-Disk System

To set up Windows on a hard disk, you will need the following: Setting up Windows

on a hard disk
Microsoft Windows Setup disk

Microsoft Windows Build disk

Microsoft Windows Displays disk

Microsoft Windows Utilities disk(s)

Microsoft Windows Fonts disk(s)

Microsoft Windows Desktop Applications disk

Microsoft Windows Write Program disk

Here’s how to set up Windows on a hard-disk system:

Turn on the computer.

Enter the date and time if DOS prompts for them.

Put the Windows Setup disk in drive A and close the door.
[4] Type a: and press the ENTER key.

Type setup and press the ENTER key.

[6] Follow the instructions on the screen.

After running Setup, store your original Windows disks in a safe
place; if Windows is ever damaged, you’ll need to copy the disks
again.

Note Windows requires approximately 1.5 megabytes of space
on your hard disk. Before you install Windows, use the DOS
CHKDSK command to see how many bytes of memory are avail-
able on your hard disk. (It is recommended that you not use
CHKDSK in Windows. See Appendix E, “Special Notes on Running
Windows,” for more information on CHKDSK.)

If you make a mistake when you run Setup, such as selecting If you make a mistake
the wrong graphics adapter, just start Setup again and repeat the
procedure. :
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Starting Windows on
a two-drive system

You need to run the Setup program whenever you add new
hardware, such as a mouse card or a new graphics card, to your
computer system. ’

Setting Up Expanded Memory for Windows

If your computer has expanded memory, you may be able to use
it to store and run Windows and Windows applications. You can
use your computer’s expanded memory with Windows if you have
an expanded memory manager that supports Windows. For more
information about expanded memory and how to use it with Win-
dows, see the section called “Using Expanded Memory with Win-
dows” in Appendix E, “Special Notes on Running Windows.”

Starting Windows

Once you have set up Microsoft Windows on your computer, you
can start learning to use Windows.

To start Windows on a two-drive system, follow these steps:

[1] Insert your Windows startup disk in drive A.

[2] Insert your Windows system disk in drive B.
(Both disks are created with the Setup program.)

Turn on your computer.

[4] Enter the date and time if you are prompted.

[s] Type win and press the ENTER key.

When you first start Windows on your two-drive system, your
screen should look something like this:
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1S-D0S Executive

File Uiew S§pecial

B[==—] A:WIN STARTUP \

OHNAND . CO
WIN.COM
WIN280.BIN

To start Windows on a hard-disk system, do the following: Starting Windows on

a hard disk
[i] Turn your computer on.

[2] Enter the date and time if you are prompted.

[3] At the system prompt, type cd and a space followed by the
pathname of the directory where you have set up your Win-
dows files, and press the ENTER key.

[4] Type win and press the ENTER key.

Your computer starts running Windows. Your screen will look
something like the following:
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Definitions

Maximize box
Minimize box

Highlighted selection
Control-menu box

xecutive

File VUiew Special

A[—] :CHRIS \WINDOUS
REVERSI . EXE

ABC.TXT ROMANNFON
CALC.EXE SCRIPTA\FON
CALENDAR.EXE  SPOOLER.EXE
CARDFILE.EXE TERMINAL .EXE
CLIPBRD.EXE ~ THSRA.FON
CLOCK.EXE WIN.COH
CONTROL.EXE ~ WIN.INI L
COURA.FON WIN280.BIN
DOTHIS.TXT ~ WIN200.0UL
HELUA.FON WINOLDAP .GRB
MODERN.FON ~ WINOLDAP.HOD
MSDOS .EXE URITE.EXE
NOTEPAD.EXE

PAINT.EXE

PRACTICE.URI

README . TXT

Disk-drive icons Work area

Here are some terms that will help you learn about and use
Windows:

B The highlighted selection shows where you are on the
screen. If you have a mouse installed, you will also see an
arrow pointer.

B The work area displays the contents of a file, such as an appli-.
cation, document, or drawing. The MS-DOS Executive window
runs automatically when you start Windows.

B The title bar displays the name of the application in that
window.

B The menu bar contains the names of the command menus
in an application.

B The Control-menu box can be used to display the Control
menu. This menu is common to all Windows applications.

B The Maximize box can enlarge your window if you have a
mouse. If you don’t have a mouse, you use the Maximize com-
mand from the Control menu to do the same thing,
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B The Minimize box can shrink your window to an icon if you
have a mouse. If you don’t have a mouse, you use the Mini-
mize command from the Control menu to do the same thing.

B The disk-drive icons represent your disk drives. The icon of
the currently-selected drive is highlighted.

B Scroll bars may appear in windows that have more informa-
tion than can be displayed in the window. (See Chapter 4,
“Techniques,” for an example of scroll bars and an explanation
of how to use them.)

You can find information on other Windows terms in “Terms” at
the end of this manual.

Your screens may look slightly different from those in the illustra-
tions, because Windows adapts to your computer system when
you run the Setup program.

When you start Windows for the first time, all files in your MS-
DOS Executive window will be part of Microsoft Windows. Do
not delete or rename any of them. The files you need for the fol-
lowing exercises may appear in slightly different places on your
screen than they do in the illustrations.

Note As you run Windows, some applications may create tem- Temporary files
porary files. These filenames generally begin with a tilde character

(") and end with the .TMP extension. Do not delete these files

while Windows is running, because an application may be using

them. If you quit Windows using the End Session command, any

temporary files are automatically deleted. (They are also deleted if

you quit Windows by double-clicking the Control-menu box.) If

you quit Windows without using this command (for example,

turning off your computer while Windows is running), some tem-

porary files may remain; you can safely delete these files.

You can change your DOS AUTOEXEC.BAT file so that these tem-
porary files are stored in a special directory. See Chapter 5, “Using
MS-DOS Executive,” for more information on creating a directory
for temporary files.

Going On from Here

To learn how to work with Windows using the keyboard, go on to
Chapter 2, “Learning Windows.” To learn how to work with Win-
dows using the mouse, read the next section, “Using a Mouse with
Windows,” then go on to Chapter 3, “Learning Windows with the
Mouse.” If you just want a summary of the basic techniques and
features of Windows, see Chapter 4, “Techniques.”
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Which button
to press?

Moving the
mouse

Using a Mouse with Windows

A mouse is a small pointing device designed to fit comfortably
under your hand. You use the mouse to move icons, expand and
shrink windows, and choose commands. Using the mouse is as
easy as pointing and clicking.

Microsoft Windows can be used with either a single-button or a
multiple-button mouse. If you have a mouse with more than one
button, use the leftmost button. The applications you use may
respond to the other buttons, but Windows uses only the leftmost
button. (You can change which button you use with Windows.
See Chapter 7, “Using Control Panel.”)

Moving the mouse across a flat surface moves the pointer, which
is the arrow on the screen.

If you run out of room for the mouse—by going off the edge of
the table, for instance—Ilift the mouse and put it back down
where you have more room. Lifting the mouse does not move the
pointer.

The following definitions will help you begin to use your mouse:

To Do this
Mouse techniques Point Move the mouse until the tip of the

pointer rests on what you want to
point to.

Click Quickly press and release the mouse
button.

Drag Press the mouse button and hold it
down while moving the mouse.

Double-click Click the mouse button twice in

Mouse icon

rapid succession.

To click an object means to point to that object on the screen (an
icon or a menu name, for instance) and click the mouse button.

In this manual, wherever procedures are given for both the key-
board and the mouse, the keyboard procedure comes first. The
mouse procedure comes second, and you’ll find a mouse icon in
the margin next to the beginning of the mouse procedure.

Now go on to Chapter 3, “Learning Windows with the Mouse,” for
an introduction to working with Windows using your mouse.
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2 Learning Windows

The exercises in this chapter will give you hands-on experience
using Microsoft Windows with a keyboard.

If you are a new user, you will find this chapter especially helpful.
The step-by-step instructions and the illustrations will tell you
exactly what to do. The chapter is divided into three exercises,
which you can complete all at once or one at a time. (If you have
a mouse, see Chapter 3, “Learning Windows with the Mouse,” for
exercises designed for mouse users.)

If you're an experienced user, you’ll probably want to read this
chapter to learn the new direct-access technique for selecting
menus and choosing commands with the keyboard.
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In this chapter, you will learn and practice the following skills:

Selecting command menus
Choosing commands from menus
Starting a Windows application
Opening a file in Windows
Using dialog boxes

Saving an application document
Quitting an application

Moving between windows
Changing the size of a window
Moving windows on the screen
Shrinking a window to an icon
Ending your Windows session

Exercise 1: Beginning a Windows Session

In this exercise, you'll learn the basics of how to select menus and
choose commands in any Windows application. Then you’ll learn
the direct-access method that you can use with some Windows
applications.

First, start Windows. (If you need to review how to get started on
your system, see Chapter 1, “Getting Started.”)

If you have a On a two-drive system, the files you need for the first exercise are

two-drive system on the Windows startup disk that you created, and they appear in
your MS-DOS Executive window when you start Windows. Your
screen will look something like this:
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115-D0S Executive

File Uiew Special

B[==—] A:WIN STARTUP \

OFARD . 0L

WIN.COM
WIN260.BIN

On a hard-disk system, the files you need for these exercises are If you have a

on your hard disk, and they appear in your MS-DOS Executive hard-disk system
window when you start Windows. After you start Windows, your

screen will look something like this:

1S-D0S Executive

File Uiew Special

A= [E==] C:CHRIS \INDOUS
[ A RFUERS] .EXE
ABC.TAT ROMAN . FON
CALC.EXE SCRIPT.FON
CALENDAR.EXE  SPOOLER.EXE
CARDFILE.EXE TERMINAL.EXE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE  WIN.COM
CONTROL.EXE  WIN.INI
COURA.FON  WIN200.BIN
DOTHIS.TXT  WIN280.0UL
HELUA.FON  WINOLDAP.GRB
HODERN.FON  WINOLDAP.MOD
MSDOS.EXE  WRITE.EE
NOTEPAD .EXE

PAINT .ESE

PRACTICE.URI

READHE . TXT

The first window you see is the MS-DOS Executive window.
MS-DOS Executive is the application program that youw’ll use to
start other applications, to organize your files and windows, and
to do things like change directories and format disks.
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The Control menu

All Windows commands are organized in menus on the menu bar.
A menu shows the names of a group of commands. Each applica-
tion has its own menus, but one, the Control menu, is common to
all applications. The action of picking a menu is called selecting
the menu. In Windows, you select the items that commands will
affect — for example, a filename or an area of the screen —and
you choose the commands that carry out the action.

Selecting the Control Menu

The Control menu is represented by a box in the upper-left
corner of every window. You use the Control menu’s commands
to arrange windows on the screen. The commands allow you to
move the windows, change their size, and close them.

Highlighted selection
Control-menu box

File Uiew Special

A [—] [HE==] c:CHRIS \WINDOYS
PIT REVERSI .EXE
ABC. TXT ROHAN. FON
CALC.EXE  SCRIPT.FON
CALENDAR.EXE ~ SPOOLER.EXE
CARDFILE.EXE  TERHINAL .EXE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE  WIN.CON
CONTROL.EXE ~ WIN.INI
COURA.FON  WIN208.BIN
DOTHIS.TXT  WIN208.0UL
HELUA.FON  WINOLDAP.GRB
HODERN.FON  WINOLDAP . HOD
HSDOS.EXE  WRITE.EXE
NOTEPAD . EXE

PAINT.EXE

PRACTICE .WRI

READHE . TXT

The first step in selecting a menu is to press the ALT key. ALT is
the menu-access key — it lets Windows know that you are about
to select a menu. Selecting the Control menu is simple — just
press the SPACEBAR. Try it now:

[1] Press the ALT key.
[2] Press the SPACEBAR.
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The Control menu appears on your screen. The first command
in the list, Restore, is highlighted, to show that this command is
selected.

Control menu

1S-D0S Executive

Hove “Alt+F7
Size Alt+F8
Minimize  Alt+F9
Magimize Alt+F18

EXE

Close nlt+F544J EXE
CLIPBRD.EXE  THMSRA.FON
CLOCK.EXE WIN.COH
CONTROL.EXE ~ WIN.INI
COURA.FON WIN2808.BIN
DOTHIS.TRT WIN288.0uL
HELUA.FON WINOLDAP.GRB
MODERN.FON ~ WINOLDAP .HOD
MSDOS .EXE WRITE.EXE
NOTEPAD.EXE
PAINT.EXE
PRACTICE.WRI
READHE . TRT

ON

Here’s how to cancel the Control menu, or any menu: Canceling the Control

menu
[m] Press the ESCAPE key.

The menu disappears.

Selecting Menus and Choosing Commands

There are two ways to use the keyboard to select menus on the
menu bar and choose commands from the menus. First you’ll be
introduced to the basic method that works with any Windows
application. Once you’re familiar with the basic method, you’ll
learn the direct-access method, which uses the underlined letters
you see in the command and menu names. You don’t need to
memorize anything. Chapter 4, “Techniques,” provides a reference
to both methods.

The basic method of selecting menus and choosing commands The basic method
uses the DIRECTION keys to move across the Windows menu bar
and up and down the menus.

The first step is always the same: press the ALT key. Then press Moving across the
the RIGHT or LEFT keys to select a menu on the menu bar. Try this menu bar
now:
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Moving within a
command list

Choosing commands

[1] Press the ALT key.
[2] Press the RIGHT key to select each menu on the menu bar.
[3] Press the LEFT key to select the menus in reverse order.

To choose commands, you use the UP and DOWN keys. Try select-
ing a menu and using the UP and DOWN keys to move up and down
the command list:

Press the ALT key.
Press the RIGHT or LEFT keys to select a menu on the menu bar.
Press the ENTER key to display the menu.

Press the UP or DOWN keys to move up or down the command
list.

Press the ESCAPE key to cancel the menu selection.

L B RN E

To choose a command from a menu, first you use the UP or DOWN
keys to select the command name, then you press the ENTER key.

Try using the View menu’s Programs command. The commands
on the View menu let you change the way MS-DOS Executive
displays the files in your current directory. The viewing options
are divided into three groups, and the checkmarks show which
option in each group is in effect now. You can change an option
by choosing it from the menu.

Here’s what to do:

[l Press the ALT key.
(2] Press the RIGHT key until you select the View menu.
(3] Press the ENTER key to display the menu.
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1S-D0S Executive

J Partial...
Programs

CLOCK ¥ By Name
CONTR By Date
COURA By Size
HELUATFUR

01 DAP . GRB

TR
MODERN.FON ~ WINOLDAP.HOD
HMSDOS .EXE WRITE.EXE
NOTEPAD .EXE

PAINT.EXE

PRACTICE.WRI

README . TXT

[4] Press the DOWN key until the Programs command is selected.

Uiew
v Short
Long

Va1l
Partial...
Programs

v By Name
By Date
By Size
By Kind

[5] To choose the Programs command, press the ENTER key.

The file listing in your MS-DOS Executive window changes, and
only files with a .EXE, .COM, or .BAT extension are displayed.
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If you have a two-drive system, your screen should look some-
thing like the following:

File Uiew Special

B[==—] A:WIN STARTUP \

OHHAND .. CO
WIN.COM

If you have a hard-disk system, your screen should look something
like this:

File Uiew Special

A [—] =] C:CHRIS \WINDOUS

CALC.EXE
CALENDAR .EXE
CARDFILE.EXE
CLIPBRD.EXE
CLOCK.EXE
CONTROL .EXE
MSDOS .EXE
NOTEPAD .EXE
PAINT.EXE
REVERSI .EXE
SPOOLER.EXE
TERMINAL .EXE
WIN.COH
WRITE.EXE

The DIRECTION-key method works with any Windows application.



Chapter 2: Learning Windows 17

Now you’ll learn the direct-access method for choosing com- The direct-access
mands. This technique works with any Windows application that method
shows the underlined letters in menu and command names.

With the direct-access method, you can select any of the menus Selecting a menu
on the menu bar by using the ALT key with the underlined letter

in the menu name. (You select the Control menu the same way

as before.) For example, take a look at the File menu:

[1] Press the ALT key.
[2] Press the F key, the underlined letter in the File-menu name.

The File menu drops down from the menu bar.

Bun...
Load...
Copy...
Get Info
Delete...
Praatsl
Repame. ..

Exit
About MS-DOS Exec...

Take a look at the other menus listed in the menu bar. Remember
to press the ESCAPE key to clear a menu from your screen.

Now try using the commands in the menus. After you have Using commands in
selected a menu, just press the letter that is underlined in the menus

command’s name. To try this out, choose the All command from

the View menu to show all your files once again in the MS-DOS

Executive window:

[ Press the ALT key.
[2] Press the underlined letter, V, to select the View menu.



18 Microsoft Windows User’s Guide

Uieu|
YShort

Long

A1l
vPartial...
Programs

vBy Name
By Date
By Size
By Kind

[3] Press the underlined letter, A, to choose the All command.

MS-DOS Executive now shows all your files, not just the program
files.

File Uiew Special

A= C:CHRIS \WINDOUS
PIF REVERSI.EXE
ABC. TXT ROMAN. FON

CALC.EXE SCRIPT.FON
CALENDAR.EXE SPOOLER.EXE
CARDFILE.EXE TERMINAL.EXE
CLIPBRD.EXE ~ THSRA.FON
CLOCK.EXE WIN.COM
CONTROL.EXE ~ WIN.INI
COURA.FON WIN280.BIN
DOTHIS.TXT  WIN2688.0UL
HELUA.FON WINOLDAP .GRB
MODERN.FON ~ WINOLDAP.HOD
MSDOS .EXE WRITE.EXE
NOTEPAD .EXE

PAINT.EXE

PRACTICE .WRI

README.TXT

With the direct-access method, you press the underlined letter
in the menu name to select the menu, then you press the under-
lined letter in the command name to choose the command. Your
commands are started right away. You don’t need to press the
ENTER key.
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Ending Your Windows Session

You can end your Windows session now or go on to the next Quitting Windows
exercise. Ending your session is as easy as choosing a command:

Press the ALT key.
[2] Press the S key to select the Special menu.

End Session
Create Directory...
Change Directory...
Format Data Disk...
Make System Disk...
Set Uolume Name...

[3] The End Session command is already selected. You can press E
or just press the ENTER key to choose it.

A message appears on your screen asking if you want to end the
session. The OK button is already selected.

File Uiew Special

[ =] C:CHRIS \UINDOUS
PIF REVERSI .EXE
ABC.TXT RONAN. FON

CALC.EXE SCRIPT.FON
CALENDAR.EXE SPOOLER.EXE
CARDFILE.EXE LM
CLIPBRD.EXE
CLOCK.EXE
CONTROL .EXE
COURA.FON
DOTHIS.TXT
HELUA.FON
MODERN.FON

End Session

1MSD0S .EXE WRITE.EXE
NOTEPAD .EXE

PAINT.EXE

PRACTICE.WRI

READHE.TXT
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Two-drive system

If you want to end your Windows session now, here’s what to do:

[8] Press the ENTER key to choose the OK button.

If you want to go on to the next exercise, do this:

[=] Press the ESCAPE key to cancel the command.

In this exercise, you've covered the basics of selecting menus and
choosing commands. In the next exercise, youw’ll sharpen these
skills, and you’ll learn to start a Windows application, open a file,
use dialog boxes, and save a document.

Exercise 2: Using Notepad

In this exercise, you’ll start a Windows application, Notepad, and
use it to edit a sample file included on your Windows Desktop
Applications disk.

First start Windows, if you need to. (If you need a refresher, see
Chapter 1, “Getting Started.”)

If you have a two-drive system, you need to insert another disk
and select drive A to do this exercise:

[1] Remove the startup disk from drive A.

[2] Insert the Windows Desktop Applications disk in drive A.
Press and hold down the CONTROL key.

(4] Press the A key.

[5] Release the CONTROL key.

The drive A icon is highlighted, which shows that this drive is

selected. MS-DOS Executive lists the files for the Desktop Applica-
tions disk.
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Drive icons

1S-D0S Executive

File Uiew Specia

=] B [==—] ¥:APPS \

CALENDAR.EXE
CARDFILE.EXE
CLIPBRD.EXE
CLOCK.EXE

CONTROL .EXE
NOTEPAD .EXE
PAINT.EXE

REVERSI .EXE
TERMINAL .EXE

If you have a hard-disk system, the application file for Notepad Hard-disk system
(and all the Windows applications) is on your hard disk and
appears in the MS-DOS Executive window.

Now you’re ready to begin. Remember, if you select the wrong
menu or decide you don’t want to choose a command, just press
the ESCAPE key and start over again.

Starting Notepad

You always start applications from the MS-DOS Executive window. Starting an
To start an application, you need to select the application file—in application
this case, NOTEPAD.EXE. When you first start Windows, the first

file listed in the MS-DOS Executive window is highlighted, which

shows that this file is selected. You use the DIRECTION keys —

RIGHT, LEFT, DOWN, and UP — to select the filename you want. Try

starting Notepad:

[1] Press the DIRECTION keys until the filename NOTEPAD.EXE is
selected.
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File Uiew Special

(L — C:CHRIS \WINDOUS
PIF REVERSI .EXE
ABC.TXT ROMAN. FON
CALC.EXE  SCRIPT.FON
CALENDAR.EXE ~ SPODLER.EXE
CARDFILE.EXE TERHINAL.EXE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE  WIN.COM
CONTROL.EXE  WIN.INI
COURA.FON  WIN200.BIN
DOTHIS.TXT  WIN209.0UL
HELUA.FON  WINOLDAP.GRB
HODERN.FON  WINOLDAP.H0D
HSDOS.EXE  WRITE.EXE

PRINT.EXE
PRACTICE.URI
README . TXT

[2] Press the ENTER key.

Notepad appears in front of the MS-DOS Executive window.

Notepad - (untitled)
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Opening a File

To open files for editing with Notepad, you choose the Open Opening files
command from the File menu:

[1] Press the ALT key.
[2] Press F, the underlined letter in File, to select the File menu.
[3] Press the underlined letter, O, to choose the Open command.

The Open command’s dialog box is displayed on your screen. The Open dialog box
Windows uses dialog boxes to give you messages and to ask you

for any additional information — in this case, a filename — needed

to carry out a command. You can type the name of the file you

want to open in the text box, or you can select the filename from

the list box.

The list box contains a list of all the Notepad files (files with a
TXT extension). It also shows the disk drives, the directory one
level up from your current directory (symbolized by [..]), and any
subdirectories (directories in your current directory). You use
the Open button or the Cancel button to complete the Open
command.

List box Text box |Current directory Command buttons

MS-DOS Executive
Notepad - (untitled)

File Edit Search

Open File Name:

[ Cancel ¢

Directory one level up
Subdirectory
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If you make a mistake

Using the basic
method

Using the direct-
access method

As with menus and commands, there are two ways to move and
select in dialog boxes: the basic keyboard method (which works
with any Windows application) and the direct-access method
(which works with applications that have underlined letters in
the names of the items in the dialog box).

If you make a mistake while completing the information in a dia-
log box, press the ESCAPE key, just as you would to cancel a menu.

The ESCAPE key cancels the dialog box and you can start over
again.

First, experiment with using the basic keyboard method:

[] Press the TAB key several times to move from area to area
in the dialog box.

Note that the area you select with the TAB key is always marked

— usually with a dotted box. The text box is marked by a flashing
vertical line. This is the insertion point, and it shows you where
you can begin typing text. The text box shows the filename
extension for a Notepad file, . TXT.

Now try the direct-access method:

[1] Press and hold down the ALT key.
[2] Press F, the underlined letter in the list-box title.

0

pen File Name:
[*.TXT

Files in  C:\WINDOWS

ABL . [8]
DOTHIS . TRT
README . TXT

Dotted box

[3] Press N, the underlined letter in the text-box title.
[4] Release the ALT key.
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As you press the underlined letters, each area in turn is selected.
The direct-access method works with applications that show
underlined letters in names of the items in the dialog box.

You can use either method to move in dialog boxes. The exam-
ples in this exercise use the direct-access method, but you can
also use the TAB key. Don’t worry about learning exact key
sequences now. You can refer to Chapter 4, “Techniques,” if
you need a review later.

Now use the File menu’s Open dialog box to open a sample file, Opening a sample file
DOTHIS. TXT:

[1] Press and hold down the ALT key.

(2] Press F to move to the list box, which shows the files in your
directory.

[3] Release the ALT key.

[4] Press the DOWN key to select DOTHIS.TXT. When you select
a filename in the list box, the filename is highlighted, and it
also appears in the text box.

——————————————————————)]
Open File Name:

[DOTHIS.TXT

(5] Press and hold down the ALT key.
[6] Press O, to choose the Open button.
Release the ALT key.

The sample text file, DOTHIS.TXT, appears in the Notepad win-
dow, and you’re ready to edit it with Notepad.
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Insertion point

S-D0S Executlu
Notepad - DOTHIS.TT

File Edit Search
o po PRIORITY
Shop for new suit B
| Phone dentist
Take car in for tuneup
Il Make plane reservation
I Pick up theater tickets
’ How much?
Contact realtor
Clean garage
[ Mow lawn
Il Plan spring garden
|| Schedule vacation
I Read "War and Peace"
|| Write Grandma
Buy present for Martha
Talk to Fred

oD e

O oo D ¢ I 0O OO ¢ O

Working in a File

Inserting text The insertion point shows where you can start working in the file.
When you start Notepad, the insertion point is at the top of the
file. To move the insertion point, use the DIRECTION keys. You can
move to any point in the file and start typing.

For example, move the insertion point to the third line in the file
and add another item to your list:

[1] Press the DOWN key twice to move the insertion point to the
line beginning “Phone dentist.”

[2] Type your new item, Pay dentist.
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Notepad - DOTHIS.TNT

File Edit Search
T0 DO PRIORITY
Shop for new suit B
Pay dentist Phone dentist
Take car in for tuneup A
Make plane reservation B
Pick up theater tickets B

| How much?
Contact realtor

{ Clean garage
How lawn
Plan spring garden
Schedule vacation

i Read "War and Peace"

i Write Grandma

O oo DD oo oo oo

[3] Use the SPACEBAR to move the insertion point over to the
right-hand column, and give the new item a priority of D.

[4] Press the ENTER key to move the line beginning “Phone den-
tist” to the next line.

| File Edit Search
| T0 DO PRIORITY
| Shop for new suit
| Pay dentist
| Phone dentist
i Take car in for tuneup
i Make plane reservation
| Pick up theater tickets
. How much?
| Contact realtor
{ Clean garage
| How laun
i Plan spring garden
i Schedule vacation
| Read "War and Peace"
| Write Grandma
Buy present for Martha
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Selecting text to
delete

If you make a mistake

Deleting selected text

Now delete some of the tasks on your list. To do this, you need to
select the text that you want your command to affect. Try select-
ing and deleting the next four items on your list:

[1] Use the DIRECTION keys to move the insertion point to the line
beginning “Clean garage.”
[2] Press and hold down the SHIFT key.

[3] Use the DIRECTION keys to move the insertion point up and
down and to the right and left.
As you move the insertion point, the selected text is
highlighted.

[4] After you have selected all the text you want to delete, release
the SHIFT key.

HS-DO0S Executivel

Notepad - DOTHIS.TXT
Al File Edit Search
PIi T0 DO PRIORITY t
ABi{ Shop for new suit B
CAli Pay dentist

CAij Phone dentist

CAY Take car in for tuneup
CLi Make plane reservation
CLi Pick up theater tickets
co How much?

| Contact realtor
ean garage
How lawn
Plan spring garden
Schedule vacation -

DO Do o

D OO oo

If you make a mistake in selecting the right text, it’s easy to
correct:

[m] After you release the SHIFT key, press any DIRECTION key.

The text is no longer selected.

Once you have selected the lines, delete them by choosing the
Edit menu’s Cut command:

[ Press the ALT key.
[2] Press the underlined letter, E, to select the Edit menu.
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El = otepad ”ll
Ali File | Edit | Search
PI;; T0 D
CAii Shop
Ay Pay d Cut Shift+Del
CAl Phong gopy Ctrl+Ins
CLij Take | &..5. ¢
CLi| Make .
o Clear Del
co Ha
Select A1l
DOY bontd 1.0 /bate FS
HE}
“gf Yord WYrap
NO
PA

PR} Write Grandma C
REii Buy present for Martha B

(8] Press the underlined letter, T, to choose the Cut command.

The selected lines are deleted from your file.

After you complete your changes to the Notepad file, you need to  Saving your changes
save your edited document. Notepad has two commands for sav-
ing files: Save and Save As. The Save command saves your edited

document under the existing filename. The Save As command

saves your version under a new name that you supply, while the
original version remains unchanged. (Windows uses the DOS file-

naming convention that limits filenames to eight characters.)

In this exercise, use the Save As command from the File menu: Using the Save As

(] press the ALT key.
(2] press F to select the File menu.

Exit
About Notepad...

command
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Quitting an
application

[3] To choose the Save As command, press the underlined
letter, A.

A dialog box appears. The current name of the file,
DOTHIS. TXT, is in the text box.

[4] Type the new filename, mylist.txt, in the text box.

Save File Name fs:  C:\WIHDOWS

[mylist.txt | (K )

[5] Press the ENTER key.

Windows saves the revised file under the new name. The original
DOTHIS. TXT remains intact.

After you’re finished working with an application, you can use
the Exit command to quit the application and return to MS-DOS
Executive. Use this command to quit Notepad:

Press the ALT key.
[2] Press F to select the File menu.
[3] Press X, the underlined letter, to choose the Exit command.

The Notepad window closes and you can once again see the
entire MS-DOS Executive window.

In this exercise, you learned to start a Windows application, Note-
pad, and you used it to edit and save a file. You also learned how
to use a dialog box and how to quit an application, and you re-
viewed selecting menus and choosing commands.

You can end your Windows session now or go on to the final
exercise, in which you’ll learn to move windows and change their
size.
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Exercise 3: Using Clock

In this exercise, you’ll start another Windows application, Clock,
and learn to arrange and manipulate the windows on your screen.

If you quit Windows at the end of the last exercise, start Windows
again.

If you have a two-drive system, insert the Desktop Applications Two-drive system
disk in drive A, then press CONTROL+A to select drive A. (In this

manual, a plus sign ( + ) used with two or more keynames indi-

cates a key combination: you should press and hold down the first

key, then press the next key or keys. After pressing all the keys,

release the first key.)

If you have a hard-disk system, the file for Clock, CLOCK.EXE, is Hard-disk system
on your hard disk and appears in your Windows directory in the
MS-DOS Executive window.

First, start Clock: Starting Clock

[1] Use the DOWN key to select CLOCK.EXE in the MS-DOS Execu-
tive window.

1S-DOS Executive
File Uiew Special

] C:CHRIS \WINDOUS
PIF READHE . TXT
ABC.TXT REVERSI .EXE
CALC.EXE  ROMAN.FON
CALENDAR.EXE  SCRIPT.FON
CARDFILE.EXE  SPOOLER.EXE
CLIPBRD.EXE _ TERHINAL .EXE
CLOCK EXE — RITSLIWIY
CONTROL.EXE  WIN.COM
COURA.FON  WIN.INI
DOTHIS.TXT  WIN200.BIN
HELUA.FON  WIN206.0UL
HODERN.FON  WINOLDAP.GRB
HSDOS.EXE  WINOLDAP.HOD
MYLIST.TXT  WRITE.EXE
NOTEPAD . EXE
PAINT.EXE

PRACTICE.URI

[2] Press the ENTER key.

Clock appears on your screen.
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Active-window title bar

-DIS Executive.

HELUA.FON WIN268.0UL
MODERN.FON  WINOLDAP.GRB
MSDOS .EXE WINOLDAP .HOD
MYLIST.TXT  URITE.EXE
NOTEPAD.EXE

PAINT.EXE

PRACTICE.WRI

Notice that the title bar of Clock is darkened. This shows that
Clock is the active window — the window that your commands
will affect. The title bar of the MS-DOS Executive window is gray,
showing that it is no longer active. When you have more than
one window open, you need to select one of them as your active
window.

Changing Active Windows

Selecting a window Try changing your active window to MS-DOS Executive:

[m] Press ALT+ESCAPE.
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CLIPBRD.EXE

= C:CHRIS \WINDOWS

PIF READHE . TXT
ABC.TXT REVERSI.EXE
CALC.EXE ROMAN.FON

CALENDAR.EXE SCRIPT.FON
CARDFILE.EXE SPOOLER.EXE

TERMINAL .EXE

OCK THSRA.FON
CONTROL.EXE ~ WIN.COH
COURA.FON WIN.INI
DOTHIS.TXT ~ WIN288.BIN
HELUA.FON WIN280.0UL
MODERN.FON  WINOLDAP.GRB
MSDOS .EXE WINOLDAP .MOD
MYLIST.TXT  WRITE.EXE
NOTEPAD .EXE
PAINT.EXE

PRACTICE.URI

MS-DOS Executive appears in front of Clock, and its title bar is
darkened.

Each time you press ALT +ESCAPE, the next open window is brought
to the front. If you have several applications started, pressing

ALT+ ESCAPE brings windows to the front in the order that they
were started in. The window that was active goes to the back.

If you have several windows sharing the screen, check the title
bar to see which one is dark. That’s your active window.

Try switching back and forth several times between Clock and
MS-DOS Executive.

Changing a Window’s Size

You can change the size of a window in several ways. First, bring
MS-DOS Executive to the front if it’s not your active window:

[®] Press ALT+ ESCAPE.

MS-DOS Executive appears in front of Clock, and its title bar is
darkened.
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Using the Size One way to change the size of a window is by using the Size
command command on the Control menu. Try this:

[1] Press the ALT key and then the SPACEBAR.
[2] Press S to choose the Size command.

The MS-DOS Executive borders darken and a four-headed arrow
appears in the middle of the window.

Four-headed arrow

I‘I'S'-ND CE e et s e seaes
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Moving a border Now use the DIRECTION keys to change the size of your window.
The first DIRECTION key you press selects the border you will
move. The DIRECTION keys move the selected border up and down,
to the right or to the left. Try moving the right border of MS-DOS
Executive:

Select the right border by pressing the RIGHT key.

[2] Make the window narrower by pressing the LEFT key a few
times.
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11S-D0S Executive
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[3] Now press the DOWN key. The arrow pointer moves to the
lower-right corner.

HS-D0S Executive

File Uiew $pecial

A= C:CHRIS \WINDOS
PIF READHE . TXT
ABC.TXT REUERSI .EXE
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COURA.FON  WIN.INI
DOTHIS.TXT  WIN28G.BIN
HELUR.FON  WIN28B.0UL
HODERN.FON  WINOLDAP .GRB
HSDOS.EXE  WINOLDAP.HOD
MYLIST.TXT  WRITE.EXE
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PAINT.EXE
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Using the Minimize
command

You can now move the corner up and down or to the right
and to the left. (If, after you select a border, you decide that
you don’t want to change your window size, it’s easy to cancel
the Size command by pressing the ESCAPE key.)

[4] Use the up key to move the corner up.

[5] When you finish moving the borders, press the ENTER key to
choose the new size.

Your window assumes the new size.

Experiment with the Size command to see how you can use it
to adjust the size of your window.

Shrinking a Window to an Icon

Another way you can change the size of a window is by using the
Minimize command. This command shrinks a window and turns it
into an icon. The application is still running but it doesn’t take up
as much space on the screen. Try using the Minimize command
on Clock:

[1] Press ALT+ESCAPE to select Clock as your active window.

[2] Press ALT and then the SPACEBAR to select Clock’s Control
menu.

[38] Press N, the underlined letter in the Minimize command.

Clock becomes an icon in the lower-left corner of your screen.

File Uiew Special

) C:CHRIS \WINDOUS

PIF PAINT.EXE  WRITE.EXE
ABC.TXT PRACTICE .WRI

CALC.EXE READHE .TXT
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Windows puts applications in the lower portion of the screen
when they have been shrunk to icons. Clock continues to run, and
the time is still visible.

You can select icons the same way you select windows, and you Selecting an icon
can display the icons’ menus as well. MS-DOS Executive is your
active window now. Select Clock:

[E] Press ALT+ ESCAPE.

The icon’s title appears.

1S-D0S Executiv

Fi

Y C:CHRIS \WINDOWS

PIF PAINT.EXE  WRITE.EXE
ABC.TXT PRACTICE . URI

CALC.EXE  README.TXT

CALENDAR.EXE  REVERSI.EXE
CARDFILE.EXE  ROHAN.FON

CLIPBRD.EXE  SCRIPT.FON

CLOCK.EXE  SPODLER.EXE

CONTROL.EXE  TERHINAL .EXE

COURA.FON  THSRA.FON

DOTHIS.TXT  WIN.CON

HELUA.FON  WIN.INI

HODERN.FON  WIN288.BIN

SDOS.EXE  WIN208.0UL
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NOTEPAD.EXE  WINOLDAP.HOD

Moving a Window or an Icon

Another command in the Control menu, Move, lets you move
windows or icons on your screen.

Try using the Move command to move the Clock icon: Using the Move
command

[ Select the Control menu by pressing ALT, SPACEBAR. (In this
manual, a keyname followed by a comma and another keyname
indicates a key sequence: you should press and release the first
key, then press and release the second key.)
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A= C:CHRIS \WINDOWS
PIF PAINT.EXE WRITE.EXE
ABC.TXT PRACTICE.WRI

CALC.EXE READHE . TXT

CALENDAR.EXE REVERSI.ENE
CARDFILE.EXE ROMAN.FON

CLIPBRD.EXE ~ SCRIPT.FON

CLOCK.EXE SPOOLER.EXE

CONTROL.EXE ~ TERMINAL.EXE

COURA.FON THSRA.FON
Restore ALt+F5
Move Alt+F7
Size flvel s
Higinize B89
Magimize Alt+F10

Close Alt+Fy

[2] Choose the Move command by pressing the underlined
letter, M.

(3] Use the DIRECTION keys to move the icon on your screen.
(If, after you move the icon, you decide that you don’t want
it moved after all, it’s easy to cancel the Move command by
pressing the ESCAPE key.)

The icon becomes an empty rectangle while you move it.
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HS-DOS Executiv
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[4] When you have positioned the icon where you want it, press
the ENTER key.
The title of the icon appears.

. ~ 15-D0S Executive
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Using the Maximize
command

Enlarging a Window

If you want to work in one window, you can use the Maximize
command to enlarge a window so that it fills the entire screen.

Try selecting the MS-DOS Executive’s Control menu and choosing
the Maximize command:

[ If you need to, press ALT +ESCAPE to select MS-DOS Executive
as your active window.

[2] Press ALT, SPACEBAR to display the Control menu.

Press X, the underlined letter, to choose the Maximize
command.

MS-DOS Executive expands to take up your entire screen.

= 1$-D0S Executive 2
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Take a look at the Control menu:

[E] Press ALT, SPACEBAR.
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=]
Restore Alt+F5
Hove Alt+F7
Size Alt+F8

Minimize Alt+F9
Haximize R10oF1g

Close Alt+F4

The Maximize command is grayed, showing that you can’t use it
now. The Restore command is no longer grayed. This command
lets you restore a window to its previous size and location on the
screen.

Restoring a Window

Use the Restore command to reduce MS-DOS Executive to its pre- Using the Restore
vious size: command

[5] Press R or the ENTER key to choose the Restore command.

MS-DOS Executive shrinks to the size you made it when you used
the Size command.

ST E‘xecvuvtrju:g" ST
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Restoring the Clock
window

Now use the Restore command to restore the Clock window:

[1] Select the Clock icon by pressing ALT +ESCAPE.
[2] Select the Control menu by pressing ALT, SPACEBAR.
Press R or the ENTER key to choose the Restore command.

Clock is restored to its previous size.

HELUA.FON WIN.INI
MODERN.FON ~ WIN288.BIN
MSDOS.EXE WIN200.0UL
MYLIST.TRT ~ WINOLDAP.GRB
NOTEPAD.EXE ~ WINOLDAP.MOD
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Now choose the End Session command from the Special menu Ending your session
to end your Windows session:

[i] Select the MS-DOS Executive window as your active window
by pressing ALT + ESCAPE.

[2] Press ALT and then S to select the Special menu.

File Uiew

- End Session
Create Directory...
Change Directory...
Format Data Disk...
Make System Disk...
CARDFILE.EY Set Uolume Name...
CLIPBRD.EXE  SCRIPT.FON
{HITH {0 SPOOLER.EXE
CONTROL.EXE ~ TERMINAL .EXE
COURA.FON THSRA.FON
DOTHIS.TRT  WIN.COM
HELUA.FON WIN.INI
MODERN.FON  WIN268.BIN
MSDOS .EXE WIN208.0UL
MYLIST.TXT WINOLDAP .GRB
NOTEPAD.EXE  WINOLDAP.MOD

The End Session command is selected because it is listed first,
so press E or the ENTER key to choose it.

A dialog box appears, warning you that this will end your Win-
dows session.



44 Microsoft Windows User’s Guide

. isDOSExecutive
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The OK button is already selected. To end your session, do the
following:

[®] Press the ENTER key to choose OK.

If you want to continue working in Windows, do the following:

[8] Press the ESCAPE key.

In this exercise, you reviewed selecting menus, choosing com-
mands, and starting applications. You learned how to select the
active window when you have more than one application started.
You used the Move command. You also changed the size of win-
dows, using four different commands: Size, Minimize, Maximize,
and Restore.

You’ve mastered all the basic skills you need in order to use
Windows with the keyboard. Go ahead and start working with
Windows, or read further in this manual. The next chapter repeats
these exercises for users who have a mouse. Chapter 4, “Tech-
niques,” reviews the things you've learned here, and provides
more advanced techniques and some shortcut commands for
accomplishing common tasks.
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3 Learning Windows
with the Mouse

These exercises will give you hands-on experience using Micro-
soft Windows with a mouse. Using a mouse makes many tasks
faster and easier to learn.

If you are a new user, you will find this chapter especially helpful.
The step-by-step instructions and the illustrations will tell you
exactly what to do.

If you have a mouse installed, you can still use the keyboard tech-
niques. See Chapter 2, “Learning Windows,” for more information
on working from the keyboard.
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In this chapter, you will learn and practice the following skills:

Using the mouse

Selecting command menus
Choosing commands from menus
Starting a Windows application
Opening a file in Windows
Using dialog boxes

Saving an application document
Quitting an application

Moving between windows
Changing the size of a window
Moving windows on the screen
Shrinking a window to an icon
Ending your Windows session

Exercise 1: Beginning a Windows Session

In this exercise, youw'll learn the basics of how to select menus and
choose commands in any Windows application.

First, start Windows. (If you need to review how to get started on
your system or how to use your mouse, see Chapter 1, “Getting

Started.”)
If you have a On a two-drive system, the files you need for the first exercise are
two-drive system on the Windows startup disk that you created, and they appear in

your MS-DOS Executive window when you start Windows. Your
screen will look something like this:
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File Uiew Special

B[==—] A:UIN STARTUP \

UMMAND . CO
WIN.COH
WIN208.BIN

s

On a hard-disk system, the files you need for these exercises are
on your hard disk, and they appear in your MS-DOS Executive
window when you start Windows. After you start Windows, your
screen will look something like this:

WS-DOS Executive |

File VUiew Special

If you have a
hard-disk system

A== [E==] C:CHRIS \INDOUS
Pl REUERSI .EXE
ABC. TXT RONAN . FON
CALC.EXE  SCRIPT.FON
CALENDAR.EXE SPOOLER.EXE
CARDFILE.EXE TERHINAL.EXE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE  WIN.CON
CONTROL.EXE  WIN.INI
COURA.FON  WIN20G.BIN
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NOTEPAD .EXE
PAINT .EXE
PRACTICE.URI

READHE . TXT

The first window you see is the MS-DOS Executive window.
MS-DOS Executive is the application program that you’ll use to
start other applications, to organize your files and windows, and
to do things like change directories and format disks.
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The Control menu

All Windows commands are organized in menus on the menu

bar. A menu shows the names of a group of commands. Each
application has it own menus, but one, the Control menu, is com-
mon to all applications. The act of picking a menu is called select-
ing the menu. In Windows, you select the items that a command
will affect — for example, a filename or an area of the screen —
and you choose the commands that carry out the action.

Selecting the Control Menu

The Control menu is represented by a box in the upper-left
corner of every window. You use the Control menu’s commands
to arrange windows on the screen. The commands allow you to
move the windows, change their size, and close them.

Highlighted selection
Control-menu box Title bar Menu bar

18-D0S Executive
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R N

Here’s how to select the Control menu:

Point to the Control-menu box.
[2] Click the menu box.
The Control menu appears on your screen. The first command

in the list, Restore, is highlighted, to show that this command is
selected.
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Hove Alt+F7
Size Alt+F8
Minimize  Alt+F9
Magimize Alt+F10
Close Alt+F4 |
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE WIN.COH
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COURA.FON WIN280.BIN %
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1SDOS . EXE WRITE.EXE
NOTEPAD .EXE
PAINT.EXE
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READHE . TXT

Try canceling the Control-menu display:

[i] Point to a blank part of the screen outside the menu.
[2] Click the mouse button.

Canceling the Control
menu

The Control menu disappears. You can also cancel menu displays

by pressing the ESCAPE key.

Selecting Menus and Choosing Commands

You use the same technique to select menus on the menu bar.

Try selecting the View menu:

Selecting menus

[1] Point to the View menu on the menu bar. (Just point to any

part of the word “View.”)
[2] Click the menu name.
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The View menu lets you choose how MS-DOS Executive displays
your current directory. Try selecting the other menus on the
menu bar. To make a menu disappear, click anywhere outside
the menu.

Choosing commands  Choosing commands from menus is simple. Try choosing the
Programs command from the View menu:

[1] Point to the Programs command.
[2] Click the command name.

The file listing in your MS-DOS Executive window changes, and
only files with a .EXE, .COM, or .BAT extension are displayed.

If you have a two-drive system, your screen should look some-
thing like the following:
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1S-D0S Executive
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UIN.COM

If you have a hard-disk system, your MS-DOS Executive window
should look something like this:
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Experiment by choosing some of the other commands in the
View menu.
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Quitting Windows

Ending Your Windows Session

You can end your Windows session now or go on to the next
exercise. Ending your session is as easy as choosing a command:

[1] Point to the Special menu.
[2] Click the menu name.

CALC.EXE
CALENDAR..E
CARDFILE .
CLIPBRD .EXE
CLOCK . EXE
CONTROL .EXE N
SD0S .EXE

NOTEPAD .EXE

PAINTEXE

REVERSI .EXE

SPOOLER .EXE

TERMINAL .EXE

WIN. CON

WRITE.EXE

Create Directory...
Change Directory...
Format Data Disk...
Hake System Disk...
Set Uolume Name...

[3] Point to the End Session command.
[4] Click the command name.

A message appears on your screen asking if you want to end the
session.
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A =] [HE=] c:CHRIS \WINDOUS
PIF

CALC.EXE
CALENDAR . EXE
CARDFILE .EXE
CLIPBRD.EXE
CLOCK . EXE
CONTROL . EXE
HSDOS . EXE
NOTEPAD . EXE
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SPOOLER.EXE
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WRITE.EXE

& This will end your Windows session.

If you want to end your Windows session, here’s what to do:

Point to the OK button.
[2] Click the button.

If you want to go on to the next exercise, do this:

[i] Point to the Cancel button.
[2] Click the button.

In this exercise, you've covered the basics of selecting menus and
choosing commands with the mouse. In the next exercise, you'll
sharpen these skills, and you’ll learn to start a Windows applica-
tion, open a file, use dialog boxes, and save a document.
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Two-drive system

Exercise 2: Using Notepad

In this exercise, youw’ll start a Windows application, Notepad, and
use it to edit a sample file included on your Windows Desktop
Applications disk.

First start Windows, if you need to. (If you need a refresher, see
Chapter 1, “Getting Started.”)

If you have a two-drive system, you need to insert another disk
to do this exercise:

[1] Remove the startup disk from drive A.

[2] Insert the Windows Desktop Applications disk in drive A.

(3] Click the drive A icon.

MS-DOS Executive displays the directory listing for the Desktop

Applications disk in drive A. The drive A icon is highlighted,
showing that it is selected. Your screen should look like this:

118-D0S Executive

File Uiew Special

B[==—] A:APPS \

CALC .EXE
CALENDAR . EXE
CARDFILE .EXE
CLIPBRD. EXE
CLOCK.EXE
CONTROL .EXE
DOTHIS.TYT
NOTEPAD. EXE
PAINT . EXE
REVERSI .EXE
TERHINAL .EXE N
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If you have a hard-disk system, the application file for Notepad Hard-disk system
(and all the Windows applications) is on your hard disk and

appears in the MS-DOS Executive window. The drive C icon is

highlighted, showing that it is selected. If you quit Windows at the

end of the last lesson, your screen should look something like the

following:

File Uiew Special

a =] [HE===] c:CHRIS \WINDOUS
[N REUERS] .EXE
ABC. TXT ROHAN. FON
CALC.EXE  SCRIPT.FON
CALENDAR.EXE ~ SPOOLER.EXE
CARDFILE.EXE  TERHINAL .EXE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE  WIN.COM
CONTROL.EXE  WIN.INI
COURA.FON  WIN208.BIN
DOTHIS.TXT  WIN289.0UL ,
HELUA.FON  WINOLDAP.GRB I
HODERN.FON  WINOLDAP.HOD '
HSDOS.EXE  WRITE.EXE
NOTEPAD .EXE
PAINT .EXE
PRACTICE.URI
READHE T

If you did not quit Windows at the end of the last lesson, then the
directory listing in your MS-DOS Executive window will still show
only the program files. You can use the View menu’s All command
to display the full directory list.

Now you’re ready to begin. Remember, if you select the wrong
menu or decide you don’t want to choose a command, just point
to the screen area outside the menu and click the mouse button.
The menu disappears and you can start over again.

Starting Notepad

You always start applications from the MS-DOS Executive window. Starting an
You can use the mouse to start applications. Start Notepad now: application

[m] Double-click the application filename, NOTEPAD.EXE.
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118-D0S Executive

File VUiew Special

A [—] [IE=] C:CHRIS \WINDOUS
[N REUERS] .EXE

ABC.TXT
CALC.EXE
CALENDAR.EXE
CARDFILE.EXE

ROMAN.FON
SCRIPT.FON
SPOOLER.EXE
TERMINAL .EXE

CLIPBRD.EXE  THSRA.FON
CLOCK.EXE WIN.COH
CONTROL.EXE ~ WIN.INI
COURA.FON WIN2680.BIN
DOTHIS.TXT ~ WIN268.0UL
HELUA.FON WINOLDAP .GRB
MODERN.FON  WINOLDAP.HOD
1MSD0S . EXE WRITE.EXE
NOTEPAD .EXE

PAINT.EXE D§

PRACTICE .WRI

READHE . TXT

Mouse pointer
Notepad filename

Notepad appears in front of the MS-DOS Executive window.

Notepad - (untitled)

DOV OUVZIZTTOOOOOOO D
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Opening a File

To open files for editing, you select the File menu and choose Opening files
the Open command:

Click the File menu.
[2] Click the Open command.

The Open command’s dialog box is displayed on your screen. The Open dialog box
Windows uses dialog boxes to send you messages and to ask you

for additional information — in this case, a filename — needed to

carry out a command. You can use your mouse to supply the

information to Windows.

List box Text box |Current directory |Command buttons

= D( : : 914
El — ptepa ed {) ﬁ
Al File Edit Search

Open File Name:

> T il
s/

Files in  C:\WINDOW

Cancel )/

Drives
Directory one level up
Subdirectory

The list box contains a list of all the Notepad files (files with a
TXT extension). It also shows the disk drives, the directory one
level up from your current directory (symbolized by [..]), and any
subdirectories (directories in your current directory). You use
the Open button or the Cancel button to complete the Open
command.
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Opening a sample file Here’s how to select the file you want to open from the dialog
box:

Click the filename DOTHIS.TXT in the list box.
The filename is highlighted, to show that it’s selected, and it is
surrounded by a dotted box, to show that the list box itself is
selected. DOTHIS. TXT now appears in the Open File Name
text box, too.

Dotted box

File Edit Sed

Open File Na
[DOTHIS.TXT

Files in C:

[2] Click the Open button.

The sample text file, DOTHIS.TXT, appears in the Notepad
window, and you’re ready to edit it with Notepad.
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Insertion point I-beam

File Edit Search

o bo PRIORITY

Shop for new suit B

Phone dentist C

Take car in for tuneup A

Make plane reservation B

Pick up theater tickets B
How much?

Contact realtor

Clean garage

Mow lawn

Plan spring garden

Schedule vacation

Read "War and Peace"

Write Grandma

Buy present for Hartha

Talk to Fred

DO ZZIZTDOOOOOOODD S o d

00 oo YYD O oo oo

Working in a File

Move your pointer around in the Notepad screen. Notice that Inserting text
when the mouse pointer is in the work area, it changes from an

arrow to an I-beam. The flashing vertical line at the top of the file

is the insertion point, the point at which new text can be typed.

You can move the insertion point to any place in the file with

your mouse.

For example, move the insertion point to the third line in the file
and add another item to your list:

[1] Click the line beginning “Phone dentist.”
[2] Type your new item, Pay dentist.
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Notepad - DOTHIS.TXT

File Edit Search
T0 DO PRIORITY
Shop for new suit B
Pay dentist Phone dentist C
Take car in for tuneup
Make plane reservation
Pick up theater tickets

How much?
Contact realtor
Clean garage
Mow lawn
Plan spring garden
Schedule vacation
Read "War and Peace"
Write Grandma
PAii Buy present for Martha
PRii Taik to Fred

 EZZTTODOOOOOOOD o T
(=-N--- -1

O oo D OO oo o

[3] Use the SPACEBAR to move the insertion point over to the
right-hand column, and give the new item a priority of D.

[4] Press the ENTER key to move the line “Phone dentist” to the
next line.

File Edit Search
10 DO PRIORITY
Shop for new suit B
JPay dentist D
Phone dentist C
Take car in for tuneup A

B

B

Make plane reservation

Pick up theater tickets
How much?

Contact realtor

Clean garage

Mow lawn

Plan spring garden

Schedule vacation

Read "War and Peace"

Write Grandma

Buy present for Martha

O D D oo oo oo
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Now delete some of the tasks on your list. To do this, you need to  Selecting text to
select the text that you want your command to affect. Try select- delete
ing and deleting the next four items on your list:

Point to the line beginning “Phone dentist.”
[2] Drag the I-beam pointer down five lines.
[3] Release the mouse button.

As you drag the I-beam pointer, the selected text is highlighted.

Notepad - DOTHIS.TXT

- |Im

File Edit Search

T0 DO PRIORITY
Shop for new suit

Pay dentist

Take car in for tuneup

llake plane reservation

Pick up theater tickets

How nuch?,

ontact realtor B
Clean garage C
Mow lawn B
Plan spring garden B
Schedule vacation A
Read "War and Peace" C
| Write Grandma C
Rl Buy present for Martha B

DMV T ZZIZITCOOOOOOO D

If you make a mistake, it’s easy to correct: If you make a mistake

[=] Click the mouse button.

The text is no longer selected.

Once you have selected the lines, delete them by choosing the Deleting selected text
Edit menu’s Cut command:

[i] Click the Edit menu.
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Saving your changes

Using the Save As
command

S-D0S Executiv

Cut Shift+Del
Copy ﬁg Ctrl+Ins
Baste Shifering

Clear Del

{ Select ALl
Time/Date F5

Word Urap

Schedule vacation

Read "War and Peace"
Write Grandma

Buy present for Martha

[2] Click the Cut command.

The lines you selected are deleted from your file.

The next step is to save the changes you made with Notepad.
Notepad has two commands to save documents: Save and Save As.
The Save command saves the edited version of your document
under the existing filename. The Save As command saves your
edited version under a new filename, while the original version
remains unchanged. (Windows uses the DOS file-naming conven-
tion that limits filenames to eight characters.)

In this exercise, use the Save As command from the File menu:

Click the File menu.

New :
Open...

Save

Save fis...
Print ES

Exit
About Notepad...
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[2] Click the Save As command.

A dialog box appears. The current name of the file,
DOTHIS.TXT, is in the text box.

[3] Type the new filename, mylist.ixt, in the text box.

Save File Name As:  C:\WINDOWS

[mylist.txt | ok )

[4] Click the OK button.

Windows saves the revised file under the new name. The original
DOTHIS. TXT remains intact.

After you’re finished working with an application, you can use Quitting an
the Exit command to quit the application and return to MS-DOS application
Executive. Use this command to quit Notepad:

[1] Click the File menu.

11S-D0S Executiv
Notepad - MYLIST.TXT

Edit Search
New PRIORITY
Open... B
Save D
Save fis...
Print

Exit
i .ﬂhoqgkﬂuggpqd...

ead "War and Péace"
Write Grandma

oD oo IO oo o
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Hard-disk system

Starting Clock

[2] Click the Exit command.

The Notepad window closes and you can once again see the
entire MS-DOS Executive window.

In this exercise, you learned to start a Windows application,
Notepad, and you used it to edit and save a file. You also learned
how to use a dialog box and how to quit an application, and you
reviewed selecting menus and choosing commands.

You can end your Windows session now or go on to the final
exercise, in which you’ll learn to move windows and change
their size.

Exercise 3: Using Clock

In this exercise, you'll start another Windows application, Clock,
and learn to arrange and manipulate windows on your screen.

If you quit Windows at the end of the last exercise, start Windows
again.

If you have a two-drive system, insert the Desktop Applications
disk in drive A. To select drive A, click the drive A icon.

If you have a hard-disk system, the file for Clock, CLOCK.EXE,
appears in your Windows directory in the MS-DOS Executive
window.

The first step is to start Clock:

[=] Double-click the application filename for Clock, CLOCK.EXE.

Clock appears on your screen.
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Active-window title bar

HELUA.FON WIN280.0UL %
MODERN.FON  WINOLDAP.GRB

MSDOS . EXE WINOLDAP .MOD

MYLIST.TXT  WRITE.EXE

NOTEPAD .EXE
PAINT.EXE
PRACTICE.URI

Notice that the title bar is darkened. This shows that Clock is

the active window — the window that your commands will affect.
The title bar of the MS-DOS Executive window is gray, showing
that the window is no longer active. When you have more than
one window open, you need to select one of them as your active
window.

Changing the Active Window

Try changing your active window to MS-DOS Executive: Selecting a window

[®] Click a blank area in the MS-DOS Executive window.
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Moving a window’s
borders

File Uiew Special

A= C:CHRIS \WINDOUS
PIF READHE . TXT

ABC. TXT REVERSI .EXE
CALC.EXE  ROHAN.FON
CALENDAR.EXE ~ SCRIPT.FON
CARDFILE.EXE  SPOOLER.EXE
CLIPBRD.EXE  TERMINAL .EXE
[N THSRA . FON
CONTROL.EXE  WIN.COM

COURA.FON  WIN.INI

DOTHIS.TXT  WIN268.BIN N

HELUA.FON WIN200.0UL
MODERN.FON  WINOLDAP.GRB
MSDOS .EXE WINOLDAP .MOD
MYLIST.TRT  WRITE.ERE
NOTEPAD .EXE

PAINT.EXE

PRACTICE.URI

MS-DOS Executive appears in front of Clock, and its title bar is
darkened.

Changing a Window’s Size

If you want to select a window with the mouse, part of the win-
dow must be visible on the screen. You can make Clock visible by
moving the borders of the MS-DOS Executive window. Moving the
borders with the mouse is also an easy way to change a window’s
size.

To move the window’s borders and select Clock, do this:

[1] Point to the left border of the window. The pointer becomes
a two-headed arrow.

[2] Drag the border to the right until Clock is revealed.
Release the mouse button.
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File Uiew Special

) C:CHRIS \WINDOWS
PIF READHE . TXT
1| ABC.TXT REUERSI .EXE
CALC.EXE ROHAN . FON
CALENDAR.EXE  SCRIPT.FON
CARDFILE.EXE  SPOOLER.EXE
CLIPBRD.EXE  TERMINAL.EXE
(RN THSRA . FON
| CONTROL.ESE  WIN.COM
COURA.FON  WIN.INI
= DOTHIS.TST  WIN20.BIN
| HELUA.FON  WIN208.0UL

HODERN.FON  WINOLDAP .GRB
MSDOS.EXE  WINDLDAP .MOD N
| WYLIST.TXT  WRITE.EXE
NOTEPAD . EXE
PAINT .ESE
| PRACTICE.WRI

[4] Click the Clock window.

Clock appears in front of MS-DOS Executive, and its title bar is
darkened.

HELUA.FON .0UL
MODERN.FON  WINOLDAP .GRB
MSDOS .EXE WINOLDAP .HOD
MYLIST.TRT  WRITE.EXE
NOTEPAD.EXE

PAINT.EXE

PRACTICE.WRI
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Another way to select
a window

Moving the corners
of a window

An alternative way to select the active window is to use the key-
board. Try this technique to select MS-DOS Executive:

[1] Press and hold down the ALT key.
[2] Press the ESCAPE key.
[3] Release the ALT key.

MS-DOS Executive appears in front of Clock.

" HS-DOS Executive

File Uiew S$pecial

"= C:CHRIS \WINDOUS

PIF READHE . TXT

m|| ABC.TYT REVERSI .EXE

- || CALC.EXE ROMAN. FON

CALENDAR.EXE  SCRIPT.FON

CARDFILE.EXE  SPOOLER.EXE

. | CLIPBRD.EXE  TERHMINAL.EXE

M ECTOCRCERE BT

1 CONTROL.EXE  WIN.COM

COURA.FON  WIN.INI

DOTHIS.TXT  WIN28@.BIN

HELUA.FON  WIN208.0UL

MODERN.FON  WINOLDAP.GRB

MSDOS.EXE  WINOLDAP.MOD N
MYLIST.TXT  WRITE.EXE

NOTEPAD .EXE
PAINT .EXE
PRACTICE . 4RI

If your windows overlap, the one in front is the active window.
If you have several windows sharing the screen, check the title
bar to see which one is dark. That’s your active window.

You can change the size of a window in several ways. One way

is to drag the window borders, as you did with the MS-DOS Exec-
utive window. You can also move the corners of the window.
Try making MS-DOS Executive smaller by moving the lower-left
corner:

[i] Point to the lower-left corner. The mouse pointer becomes
a two-headed arrow.

(2] Drag the corner up and to the right.
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18-D0S Executive

Fil> Uiew Special

AE=—] C:CHRIS \WINDOWS
1 PIF READHE . TXT

=)l ABCLTXT REVERSI .EXE
CAL;.EXE  ROMAN.FON
CAL:NDAR.EXE  SCRIPT.FON
CARJFILE.EXE  SPOOLER.EXE
CLI?BRD.EXE  TERHINAL .EXE
WL THSRA . FON

WIN.COM

WIN. INI

WIN208.BIN
WIN288.0UL
WINOLDAP .GRB
WINOLDAP. 0D

WRITE .EXE

Two-headed arrow

[3] Release the mouse button.

Your window assumes the new size.

Shrinking a Window to an Icon

Another way you can change the size of a window is by using the  Using the Minimize
Minimize box to shrink the window and turn it into an icon. The box

application is still running but it doesn’t take up as much space on

the screen. Try using Clock’s Minimize box:

[A] Select Clock with the mouse (click anywhere inside the Clock
window).

[2] Click the Minimize box.



70 Microsoft Windows User’s Guide

Minimize box

HS-DOS Executive

:CHRIS \WINDOWS
{NT.EXE WRITE.EXE

HELUA.FON WIN.INI
MODERN.FON ~ WIN208.BIN
| MSDOS.EXE WIN260.0UL
| MYLIST.TXT ~ WINOLDAP.GRB
OTEPAD.EXE  WINDLDAP.MOD

Clock becomes an icon.

¢ 'vhS—DBS Executlue:fw‘znbmﬂu
File Uiew Special

A—] C:CHRIS \WINDOWS
PIF PAINT.EXE  WRITE.EXE
ABC. TXT PRACTICE.WRI
| CALC.EXE  READHE.TXT
| CALENDAR.EXE REVERSI.EXE
| CARDFILE.EXE  ROMAN.FON

CLIPBRD.EXE__ SCRIPT.FON
| (AN SPOOLER .EXE
| CONTROL.EXE  TERHINAL.EXE
| COURA.FON  THSRA.FON

. WIN.CON N
WIN. INI
WIN200.BIN
WIN209.0UL
WINOLDAP .GRB
WINOLDAP..HOD

| NOTEPAD.EXE
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Windows puts applications in the lower portion of the screen
when they are shrunk to icons. Clock continues to run, and the
time is still visible.

Moving a Window or an Icon

You can move icons and windows to any part of the screen. Moving icons
Here’s how to move the Clock icon:

Point to the Clock icon.

[2] Drag the icon up the left side of the screen. The icon becomes
an empty rectangle when you drag it.

File Uiew Special

(] C:CHRIS \WINDOUS

PIF PAINT.EXE  WRITE.EXE
ABC. TXT PRACTICE .WRI
CALC.EXE  README.TXT
CALENDAR.EXE  REVERSI.EXE
CARDFILE.EXE  ROHAN.FON
CLIPBRD.EXE  SCRIPT.FON
CLOCK.EXE  SPODLER.EXE
CONTROL.EXE  TERHINAL .EXE
COURA.FON  TIHSRA.FON
DOTHIS.TXT  WIN.COM
HELUA.FON  WIN.INI
HODERN.FON  WIN288.BIN
HSDOS.EXE  WIN208.0UL
HYLIST.TXT  WINOLDAP.GRB
NOTEPAD.EXE  WINOLDAP.H0D

[3] Release the mouse button.

The title bar appears underneath the Clock icon, showing that
the icon is selected.
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Moving windows

Flle U1ewir

-D0S Executive)
cial

PIF
ABC.TXT
CALC.EXE
CALENDAR .EXE
CARDFILE.EXE
CLIPBRD.EXE
CLOCK.EXE
CONTROL .EXE
COURA.FON
DOTHIS.TXT
HELUA.FON
MODERN.FON
1SD0S .EXE
HYLIST.TRT
NOTEPAD.EXE

A=) [HE==] c:CHRIS \WINDOUS

PAINT.EXE
PRACTICE.URI
READHE . TXT
REVERSI.EXE
ROMAN.FON
SCRIPT.FON
SPOOLER.EXE
TERMINAL .EXE
THSRA.FON
WIN.COH
WIN.INI
WIN208.BIN
WIN280.0UL t@
WINOLDAP .GRB

WINOLDAP .MOD

URITE.EXE

You move windows in a different way, by pointing to the title bar
and dragging it. Move the MS-DOS Executive window down the
screen:

[1] Point to the title bar.
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PIF

ABC.TRT
CALC.EXE
CALENDAR.EXE
CARDFILE .EXE
CLIPBRD.EXE
CLOCK.EXE
CONTROL .EXE
COURA.FON
DOTHIS.TXT
HELUA.FON
MODERN.FON
MSDOS .EXE
MYLIST.TXT

NOTEPAD .EXE

0= C:CHRIS \WINDOWS
WRITE .EXE

PAINT.EXE
PRACTICE.URI
README. TXT
REUVERSI.EXE
ROMAN.FON
SCRIPT.FON
SPOOLER.EXE
TERMINAL .EXE
THSRA.FON
WIN.COM
WIN.INI
WIN268.BIN
WIN288.0UL
WINOLDAP .GRB
WINOLDAP .MOD

Drag the title bar down the screen.

You can see the new location of the window outlined as you
move.

Release the mouse button.

MS-DOS Executive is displayed in its new location.

. S

le Uiew Special

D0S Executlué

CALC.EXE

CALENDAR.EXE

CARDFILE.EXE

CLIPBRD .EXE
U

CONTROL .EXE

| NOTEPAD .EXE

PAINT.EXE
PRACTICE.URI
READHME . TXT
REVERSI.EXE
ROMAN.FON
SCRIPT.FON
SPOOLER.EXE
TERMINAL .EXE

COURA.FON THSRA.FON
DOTHIS.TXT ~ WIN.COM

| HELUA.FON WIN.INI

| ODERN.FON  WIN268.BIN

| MSD0S .EXE WIN268.0UL
MYLIST.TXT ~ WINOLDAP.GRB

WINOLDAP .HOD

A= C:CHRIS \WINDOWS

WRITE.EXE
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Using the Maximize
box

Enlarging a Window

If you want to work in one window, you can use the Maximize
box to expand a window to fill the entire screen. The Maximize
box is in the upper-right corner of a window, and you use it in
much the same way you use the Minimize box. (Some applica-
tions with windows of a fixed size have no Maximize box.) Try
using the Maximize box in the MS-DOS Executive window:

Click the Maximize box.

Maximize box

File Uiew Special

] C:CHRIS \WINDOWS

PIF PAINT.EXE  WRITE.EXE
ABC.TXT PRACTICE . WRI

CALC.EXE  README.TYT

CALENDAR.EXE  REVERSI.EXE
CARDFILE.EXE  ROHAN.FON

CLIPBRD.EXE  SCRIPT.FON

[N SY SPOOLER.EXE

CONTROL.EXE TERMINAL.EXE

COURA.FON  THSRA.FON
DOTHIS.TXT  WIN.COM
HELUA.FON  WIN.INI
HODERN.FON  WIN28@.BIN

| 1SDOS.EXE  WIN208.0UL

: WINOLDAP.GRB
WINOLDAP .HOD

MS-DOS Executive enlarges to fill your entire screen. The Maxi-
mize box is gone and is replaced by a box with an up and a down
arrow. This is the Restore box.
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Restore box ‘

= 1$-D0S Executive : |0 %
File Uiew Special

A= C:CHRIS \WINDOUS
PIF SPOOLER. EXE
ABC.TXT TERHINAL .EXE
CALC.EXE  THSRA.FON
CALENDAR.EXE  WIN.COM
CARDFILE.EXE WIN.INI
CLIPBRD.EXE  WIN200.BIN
DY NG \1IN200.0UL
CONTROL.EXE  WINOLDAP .GRB
COURA.FON  WINOLDAP..HOD
DOTHIS.TXT  WRITE.EXE
HELUR . FON

HODERN . FON

HSDOS . EXE

HYLIST.TXT N
NOTEPAD .EXE

PAINT.EXE

PRACTICE . WRI

READHE . TXT

REVERSI.EXE

ROMAN. FON

SCRIPT.FON

Restoring a Window

The Restore box restores your window to its previous size and Using the Restore
location. You can restore a window after you've enlarged it to its ~ DOX
maximum size or after you’ve shrunk it to an icon. The procedure

is slightly different for each case. B

First, use the Restore box in MS-DOS Executive: hést'orir’\gf a window
Click the Restore box.

MS-DOS Executive is restored to its previous size and location
on the screen.
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[ File Uiew Special

R C:CHRIS \WINDOWS
| PIF PAINT.EXE  WRITE.EXE
| ABC.TXT PRACTICE. R
CALC.EXE  README.TXT
CALENDAR.EXE  REVERSI.EXE
CARDFILE.EXE  ROHAN.FON
CLIPBRD.EXE  SCRIPT.FON
| (I8N SPOOLER .EXE
| CONTROL.EXE  TERHINAL.EXE N
| COURA.FON  THSRA.FON
DOTHIS.TXT  WIN.COM
| HELUA.FON  WIN.INI
| HODERN.FON  WIN200.BIN
|| HSDOS.ERE  WIN289.00L
© | IMLIST.TXT  WINOLDAP.GRB
_ | NOTEPAD.EXE  WINOLDAP.HOD

Restoring an icon To restore an icon, you double-click it. Try this with the Clock
icon:

[#] Double-click the Clock icon.

Clock is restored to its original size and location.

:CHRIS \WINDOWS

NT.EXE WRITE.EXE
‘| o.m OLER.EXE
e NINAL L EXE
| COURA.FON THSRA.FON
DOTHIS.TXT WIN.COH
. HELUA.FON WIN.INI D&
. || MODERN.FON  WIN268.BIN

| MSDOS.EXE WIN280.0UL
| MYLIST.TXT ~ WINOLDAP.GRB
NOTEPAD.EXE ~ WINDLDAP.HOD
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Now choose the End Session command from the Special menu, Ending your session

to end your Windows session:

Click the MS-DOS Executive window.
[2] Click the Special menu.

End Session
Create Directory...
Change Directory...
Format Data Disk...
Make System Disk...
Set Uolume Name...

[3] Click the End Session command.

A dialog box appears warning you that this will end your
Windows session.

1S-D0S Executiv

=\[File Uiew Special
A= C:CHRIS \WINDOWS
PIF PAINT.EXE  WRITE.EXE

ABC.TRT PRACTICE.WRI

WIN.INI
WIN2668.BIN
WIN286.0UL
WINOLDAP .GRB
WINOLDAP .HOD

[4] Click the OK button to end your Windows session, or
click the Cancel button if you want to continue working
in Windows.
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In this exercise, you reviewed selecting menus, choosing com-
mands, and starting and closing applications. You learned how to
select the active window when you have more than one window
open and to move windows and icons. You also practiced dif-
ferent ways of changing the size of windows: moving borders,
moving corners, and using the boxes on the window’s title bar.

You've mastered all the basic skills you need in order to use
Windows with a mouse. Go ahead and start working with Win-
dows, or read further in this manual. Chapter 4, “Techniques,”
reviews the things you've learned here, and provides more
advanced techniques and some shortcuts for accomplishing
common tasks.



R T R R R R AR R L e
4 Techniques

This chapter describes basic techniques for working with
Microsoft Windows and gives information about some Windows
features.

Applications designed for Windows may have additional or alter-
nate ways of doing some tasks. Some Windows applications have
shortcuts for commands, options, and procedures. See your
application’s manual for details.

If you have a mouse, you can mix mouse and keyboard techniques
to find the easiest way to perform a task.
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Starting Windows

If you have a To start Windows, you use the WIN command. If you have a two-
two-drive system drive system, do the following:

[1] Insert your Windows startup disk in drive A.

[2] Insert your Windows system disk in drive B.

[3] Turn on your computer.

[4] Type the date and time if you are prompted to.
[5] Type win and press the ENTER key.

If you have a If your computer is a hard-disk system, do the following:
hard-disk system
Turn on your computer.

[2] Type the date and time if you are prompted to.

[3] Type cd and a space, followed by the pathname of the direc-
tory that your Windows files are in. (The Setup program
created a directory named WINDOWS unless you specified
another directory.)

[4] Type win and press the ENTER key.

When you start Windows, MS-DOS Executive is displayed on your
screen.

Starting an Application

Usually you start an application program from the MS-DOS Execu-
tive window. (If you have a two-drive system, you should insert
your application disk in drive A.)

Starting applications To start an application with the keyboard, follow these steps:

[1] Use the DIRECTION keys to move to the filename in the MS-DOS
Executive window. (The filename will probably have a .EXE or
.COM extension.)

[2] Press the ENTER key.

The application window appears on your screen.



To start an application with a mouse, do the following:

[2] Double-click the filename of the application you want to run.
(This filename usually has a .EXE or .COM extension.)

The application window appears on your screen.

Note Windows uses the leftmost mouse button. You can switch

this function to the right button by using Control Panel. See Chap-

ter 7, “Using Control Panel,” for instructions.

See Chapter 5, “Using MS-DOS Executive,” for information on the
different ways you can run applications.

Selecting

In Windows, you always have to select what your next action is
going to affect. You select a window and then work in it, you
select a command and then execute it, you select an area within
a file and then do something to it. The way you select varies, de-
pending on what you’re doing and in what context, and the way

Windows shows that something is selected also varies. But it’s use-

ful to remember the basic concept: first you select, then you do
something to what you've selected.

Windows will always show you in some way what you’ve selected.

For example, if you've selected a filename in MS-DOS Executive,
the filename will appear highlighted. If you've selected an icon,
the icon’s Control menu will appear and its title bar will be visi-
ble. If you've selected a window, the window’s title bar will be
darkened.

Selecting the Active Window or Icon

If you have started more than one application, you need to select
the one that you want your commands to affect. The selected
application’s window is your active window (or icon —you select
windows and icons the same way). You can tell which window is
active: its title bar is darkened and it is in front of any other win-
dows you have opened.
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Active window

Notepad - DOTHIS.TXT
ile Edit Search
0 DO PRIORITY
i B

C
ake car in for tuneup A
|| Make plane reservation B
i Pick up theater tickets B
How much?
ontact realtor
lean garage
tow lawn
lan spring garden
chedule vacation
ead "War and Peace"
rite Grandma
uy present for Martha
alk to Fred

B
C
B
B
]
C
C
B
B

If you select an icon rather than a window, the icon’s Control
menu appears and its title bar is visible.

— DO : : $1¢

File Uiew Special

] C:CHRIS \WINDOWS

PIF PAINT.EXE  WRITE.EXE
ABC.TXT PRACTICE .URI

CALC.EXE  README.TXT

CALENDAR.EXE  REVERSI.EXE
CARDFILE.EXE  ROHAN.FON

CLIPBRD.EXE  SCRIPT.FON

CLOCK.EXE  SPODLER.EXE

CONTROL.EXE  TERHINAL .EXE

COURA.FON  THSRA.FON

Restore ALt+F5
Hove ALt+F7
Size fLvers
Hininize fie0FY
Magimize Alt+F10

Close Alt+F4
About Clock...

A~

Clock

Active icon
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You can select a window or icon using either the keyboard or the
mouse.

To select your next active window or icon with the keyboard, just Selecting windows or
do this: icons

Press ALT +ESCAPE. (In this manual, a plus sign ( + ) used with
two or more keynames indicates a key combination: you

should press and hold down the first key, then press the next
key or keys. After pressing all the keys, release the first key.)

Repeat this step until the window or icon you want appears in
front. Windows and icons are selected in the order in which you
started them.

You can use the SHIFT key to select windows in reverse:

Press ALT + SHIFT + ESCAPE.

Here’s how to select windows or icons with the mouse:

[4d

Click anywhere within the window or icon.

If the window you want to select isn’t visible, you can either use
the keyboard method, or move or size the other windows until
the window you want becomes visible.

Previewing Windows or Icons

You can also preview the windows and icons you’ve started,
without selecting them. The frame and title bar of each applica-
tion appear, but you don’t have to wait for the entire window to
appear. This is useful if you have some windows or icons hidden
by other windows or icons, and you want to flip through them
quickly without taking the time to select each one in turn.

To preview the windows and icons on your screen, do this: Previewing

Press and hold down the ALT key.

Press the TAB key to preview each active window or icon in
order.

When you reach the window or icon you want to select,
release ALT.

The rest of your active window fills in, and the window appears
in front of the other windows. If it’s an icon that you selected, the
icon is restored to its previous size and position as a window.
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When you preview windows and icons, they appear in the order
in which they were started. If you want to preview them in
reverse order, do the same thing but use the SHIFT key as well:

[1] Press and hold down the ALT key and the SHIFT key.
[2] Press the TAB key to preview each window and icon.

When you find the window or icon you want to select, release
ALT and SHIFT.

Choosing Commands from Menus

Windows commands are organized into menus. Each application
has its own menus, and one — the Control menu — is common to
all applications. The Control menu is symbolized by a box at the
upper-left corner of each window; all the other menus are repre-
sented by their names in the menu bar, which runs across the top
of each window underneath its title bar.

In Windows, you select a menu, then choose a command from
that menu. Choosing the command carries out the action. (Some
applications use a shortcut method of referring to commands that
reflects this process: the “File Open command,” for instance,
refers to the Open command from the File menu.)

Menu names
Control-menu box Menu bar

File Uiew Special

A=) =] C:CHRIS \WINDOUS
PIF REVERSI .EXE
ABC. TXT ROHAN. FON
CALC.EXE  SCRIPT.FON
CALENDAR.EXE  SPOOLER .EXE
CARDFILE.EXE  TERHINAL .EXE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE  WIN.COM
CONTROL.EXE ~ WIN.INI
COURA.FON  WIN208.BIN
DOTHIS.TXT  WIN268.00UL
HELUR.FON  WINOLDAP.GRB
HODERN.FON  WINOLDAP..HOD
HSDOS.EXE  WRITE.EXE
NOTEPAD . EXE

PAINT .EXE

PRACTICE .URI

READHE . TXT

118-D0S Executive




Choosing a Command

If you’re using the keyboard, you have two ways to choose com-
mands from menus: the basic method, which works for all Win-
dows applications, and the direct-access method.

The basic method uses the DIRECTION keys. To choose a command
using the DIRECTION keys, do this:

Press the ALT key. (You can use the F10 key instead of the ALT
key.)

Use the LEFT or RIGHT Kkeys to select a menu name on the
menu bar.

b B

Press the ENTER key to display the menu.
Use the UP or DOWN keys to select the command you want.

] B ]

Press ENTER to choose the command.

If your application shows underlined letters in command and
menu names, you can use the direct-access method. To choose
a command using the direct-access method, follow these steps:

[1] Press the ALT key.
[2] Press the underlined letter in the menu name.

Selected menu

11S-D0S Executive

File Uiew

[l ¢ [_End Session

iy Create Directory...

Change Directory...
ggEéTE;E Format Data Disk...
CALENDAR.EY Hake System Disk...
CARDFILE.EY Set Uolume Name...

CLIPBRD.EXE ~ THMSRA.FON
CLOCK.EXE WIN.COH
CONTROL.EXE  WIN.INI
COURA.FON WIN268.BIN
DOTHIS.TXT  WIN280.0UL
HELUA.FON WINOLDAP .GRB
MODERN.FON  WINOLDAP.HOD
MSDOS .EXE URITE.EXE
NOTEPAD.EXE

PAINT.EXE

PRACTICE.URI
README . TXT
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Basic method

Direct-access method
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Canceling a menu

Choosing a command

N

Canceling a menu

=

Checked options

[3] Press the underlined letter in the command name.

Note If more than one command or menu share the same under-
lined letter, Windows will select the first menu or command
listed. Press the underlined letter again to select the next menu
or command. To display the menu or choose the command, press
the ENTER key.

If you decide after you've selected the menu that you don’t want
to choose a command, you can cancel the menu:

[=] Press ESCAPE.

If you're using the mouse, it’s easy to choose a command from a
menu:

Click the menu name on the menu bar.
[2] Click the command name.

If you decide after you've selected the menu that you don’t want
to choose a command, you can cancel the menu:

[=] Click anywhere outside the menu.

Clicking in a blank area of the window is best, so that you don’t
select something else in the window without meaning to.

Some menus show commands that you choose in order to set
options. Checkmarks in the menu indicate which options are
active.
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Active options

vShort
Long

All
vPartial...
Programs

VBy Name
By Date
By Size
By Kind

The Control Menu

In addition to the menus for each application, the Control menu
appears in all windows, and you select it a little differently. You
use its commands to manipulate windows — for example, to
change their size or move them on the screen. (Some dialog
boxes also have Control menus.)

Although you choose commands from the Control menu as you
would from any other, you select the Control menu in a different

way.
Control menu
== D( : : ks
Hove Alt+F7 N
Size Alt+F8 Duvs

Minimize  Alt+F9
Magimize Alt+F10

Close Alt+FY

CLIPBRD.EXE ~ THMSRA.FON
CLOCK.EXE UIN.COM
CONTROL.EXE ~ WIN.INI
COURA.FON WIN2008.BIN
DOTHIS.TRT ~ WIN206.0UL
HELUA.FON WINOLDAP .GRB
HODERN.FON  WINOLDAP.HOD
1SDOS .EXE WRITE.EXE
NOTEPAD .EXE

PAINT.EXE

PRACTICE.YRI

README . TXT
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Using the Control
menu

<l

Inactive commands

To select the Control menu from the keyboard, do this:

[2] Press ALT, SPACEBAR. (In this manual, a keyname followed by a
comma and another keyname indicates a key sequence: you
should press the first key, then press the second key.)

You can use SHIFT +ESCAPE instead of ALT, SPACEBAR.

You can then use either the basic method or the direct-access
method to choose the command you want.

To select the Control menu with the mouse, do this:
[#] In a window, click the Control-menu box, in the upper-left

corner of the window; in an icon, just click the icon.

You can then simply click the name of the command you want to
choose, as you would on any other menu.

If you choose the Size or Move commands with the mouse, you
have to complete the command by moving or sizing the window.

Inactive Commands

When you see a command name grayed on the menu, it means
that the command is inactive and you can’t currently use it.

Grayed commands

Aluedg
ALt+F9

fivel iy

Alt+F4

HODERN. FON

WINOLDAP . GRB

HSDOS .EXE UINOLDAP .MOD
NOTEPAD.EXE  WRITE.EXE
PAINT.EXE

PRACTICE.URI
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You may have to select something before you can use the com-
mand, or it may be that the command cannot be used with your
application — for example, the Calculator window has a fixed size,
so you can’t use the Maximize or Size commands on the Control
menu.

Shortcut Keys

Some menus have shortcut keys, usually listed to the right of the Shortcut keys
command name. Often these keys are combinations of the ALT or

CONTROL keys and a function key. You use these keys to choose a

command without selecting the command’s menu. The following

list shows the shortcut keys for the Control menu:

Command Shortcut key
Restore ALT+F5
Move ALT+F7
Size ALT+F8
Minimize ALT +F9
Maximize ALT+F10
Close ALT +F4

For example, if you wanted to use the shortcut keys to enlarge a
window with the Maximize command, you would simply select
the window and press ALT+F10.

Using a Dialog Box

Windows displays a dialog box when it needs additional infor-
mation to carry out a command. The dialog box contains areas
where you enter the information; there are different kinds of
areas depending on what kind of information is needed.
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List box ‘ Text box ‘Current directory

Open File Name:

[ | |

DOTRIS.THT
| READHE .THT

\Drives
Directory one level up
Subdirectory

Dialog-box areas Here are some definitions and descriptions of the different areas
that a dialog box may have:

B The text box is where you type information. The text you
type appears to the left of the insertion point, a flashing verti-
cal line, which pushes any existing text to the right as you
type.

® The list box contains the names of available choices —in the
preceding illustration, the names of files and directories on the
disk, and the disk drives. Files in a dialog box are listed by
filename. Drives and subdirectories are indicated with brack-
ets; hyphens distinguish drives from directories. For example,
[-A-] represents drive A; [PIF] represents a subdirectory named
PIF. The parent directory (one level up) is represented by two
periods within brackets ([..]). The list box may have scroll bars
if all available choices don’t fit in the list box.

8 Command buttons carry out commands when they are
chosen; these buttons have labels — OK, Cancel, Open, Reset,
for example — to indicate what the buttons do.
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Check box

Option button Scroll bar

................. ANSI
O New Line O Local Echo futo Yraparound
Text size @ Large O Small B

Lines in Buffer:

Translation:

nited Ringdom
Denmark/Noruway

(") (el

lCommand buttons

m Circular option buttons let you select options for a particu-
lar command. In a group of option buttons, only one option
at a time can be selected. Windows treats the whole group
of option buttons as a single area within the dialog box.

B Square check boxes also let you select options for a particular
command. In a group of options with check boxes, several
options can be selected at the same time. Windows treats each
check box as a separate area within the dialog box.

B Grayed commands or options are inactive, which means
that you can’t currently use them.

Often a dialog box appears with information already in it reflect-
ing what you've selected on the screen (for example, a filename
from your-MS-DOS Executive window). It can also display options
you selected earlier, or the default options preset in Windows.

Moving in a Dialog Box

Moving from one area of a dialog box to another selects that area.  Moving in dialog
The area you select is always marked somehow — most often with boxes
a dotted box.
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The basic method

The direct-access
method

[4d

In some cases, you’ll move within an area in order to select one
of a group of items within that area— for instance, a filename
within a list box, or one option button in a group of option
buttons.

Selecting Areas with the Keyboard

If you're using the keyboard, you can use either of two methods,
depending on your application. Just as you do with menus and
commands, you can use a basic keyboard method that works with
any Windows application:

[#] Press the TAB key to move from area to area in a dialog box.

You can use the same method in reverse:

Press SHIFT+TAB to move through the dialog box in the oppo-
site direction.

If the items in your dialog box show underlined letters in their
names, you can use the direct-access method to move directly to
them:

Press and hold down the ALT key.
Press the underlined letter in the item name.
Release the ALT key.

Selecting Areas with the Mouse

If you’re using a mouse, you can select any area in a dialog box
easily:

Click the area.

When the area has a number of items within it, the item you click
will be selected.

Selecting Items Within an Area

Moving within an area in a dialog box is a little different from
moving between areas:

[w] Use the DIRECTION keys to move from item to item within an
area.



If you’ve selected an item in an area and you then move to
another area, the item remains selected.

The following are the areas that you may want to move in.

Text Box

In a text box, you use the DIRECTION keys to move to the right or
to the left in the line. The HOME key moves to the beginning of
the line; the END key moves to the end of the line.

Moving and selecting in a text box are not the same thing. To
select text in a text box, do this:

[2] Press and hold down the SHIFT key and use a DIRECTION key to
extend the selection. Selected text is highlighted.

You can use the mouse with the keyboard to select text in a
text box:

Press and hold down the SHIFT key.
Drag the pointer across the text you want to select.
Release SHIFT.

List Box

In a list box, you use the DIRECTION keys to move up and down in
the list. As you move in a list box, the item you move to is high-
lighted, to show that it’s selected.

The HOME key moves to the top of the list and selects the first
item; the END key moves to the bottom of the list and selects the
last item.

You can also use the PAGE UP and PAGE DOWN keys to move within
a list box. These keys will move the list up or down by the
“page” — that is, as much as will fit in the visible portion of the
list box at one time — without selecting a new item. When you’re
moving through the list using the PAGE UP and PAGE DOWN keys,
you may not be able to see the item that’s actually selected, if it
isn’t in the “page” that’s visible.

To select an item that you’ve moved to, just do this:

[8] Press the SPACEBAR.

When you move to another area in the dialog box, whatever item
you selected in the list box remains selected.
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Moving in a text box

[2)

Moving in a list box

Selecting in a list box
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Selecting in a list
box

Moving in a group of
option buttons

Choosing the default
command button

Y

You can use the mouse to select items in a list box:

[m] Click the item you want to select.

If the item isn’t visible, use the scroll bar to make it visible.

Group of Option Buttons

You can use the DIRECTION keys to move through a group of
option buttons. Windows treats a group of option buttons as a
single area in the dialog box, and only one option button in the
group can be selected at a time. Moving to an item selects that
item.

You can select an option button easily with the mouse by clicking
the option button.

Choosing a Command Button

Command buttons with bold borders are defaults — options that
you’re most likely to want to choose.

& This will end your Windows session.

( 0K ) (Cancel)

You can automatically choose the default command button:

(8] Press the ENTER key.

Note Even if you have moved to another area of the dialog box,
pressing the ENTER key will still choose the default.

You can also choose a command button with the mouse:

[ Click the command button.



Some dialog boxes have Control menus. You can use the Close
command from the Control menu to close a dialog box that has
no OK or Cancel button.

You can always cancel a dialog box:

[m] Press the ESCAPE key.
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Moving a Window or an Icon

You can move a window or an icon using your keyboard or your
mouse.

Here’s how to move a window or icon using the keyboard:

[1] Select the window or icon you want to move by pressing
ALT + ESCAPE Of ALT +TAB.

Select the Control menu by pressing ALT, SPACEBAR.

(] ]

Press M to choose the Move command. A four-headed arrow
appears in your window.

Use the DIRECTION keys to move the window.

An outline of the window borders moves as you press the
DIRECTION keys.

[5] After you have moved the window to its new location, press
the ENTER key to complete the move.

(=]

Follow these steps to move a window with the mouse:

[1] Point to the title bar of the window you want to move.

[2] Drag the title bar. The highlighted borders mark the position
of the window.

[3] After you have moved the window to its new location, release
the mouse button.

You move an icon with a mouse differently:

Point to the icon you want to move. (Point at the icon itself,
not the title bar.)

[2] Drag the icon to the new location on the screen.
Release the mouse button.

Canceling dialog
boxes

Moving windows and
icons

Moving windows

N

Moving icons

3

J
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Changing the Size of a Window

There are several easy ways to arrange the windows on your
screen. If you're using the keyboard, the Control-menu commands
let you change the size and shape of your windows. If you're
using a mouse, you can directly manipulate each window border
to change sizes. (You can also manipulate windows by using the
Maximize, Minimize, and Restore boxes, which are explained later
in this chapter.)

Maximize box
Minimize box

Control-menu box Window border

118-D0S Executive
File Uiew Special

A [—] [IE==] C:CHRIS \WINDOWS
[ SN REUERS] .EXE
ABC. TXT ROMAN. FON
CALC.EXE  SCRIPT.FON
CALENDAR.EXE  SPOOLER .EXE
CARDFILE.EXE  TERMINAL .EXE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE  WIN.COM
CONTROL.EXE  WIN.INI
COURA.FON  WIN200.BIN
DOTHIS.TXT  WIN269.0UL
HELUR.FON ~ WINOLDAP.GRB
HODERN.FON  WINOLDAP 10D
HSDOS.EXE  WRITE.EXE
NOTEPAD..EXE

PAINT .EXE

PRACTICE. VR

READHE . TXT

Note Some applications, such as Calculator and Control Panel,
have a fixed size. The Size and Maximize commands appear grayed
on the Control menu. The application window doesn’t have a
Maximize box or adjustable borders. You can only shrink these
applications to icons and restore them.



Fixed-size window

F

ile Uiew $p
C:CHRIS \WINDOUS
PIF REVERSI .EXE
ABC.TXT ROHAN. FON

CALC.EXE  SCRIPT.FON
CALENDAR.EXE  SPOOLER.EXE
CARDFILE.EXE  TERMINAL.EXE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE  WIN.COM
CONTROL.EXE  WIN.INI

COURA.FON  WIN200.BIN
DOTHIS.TXT  WIN260.0UL
HELUA.FON  WINOLDAP.GRB
HODERN.FON  WINOLDAP 0D
HSDOS.ENE  WRITE.ENE
NOTEPAD . EXE

PAINT.EXE

PRACTICE .URI
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Calculator

You can change the size and shape of your windows by using the
Size command or by directly moving the borders with a mouse.

If you're using the keyboard, the Size command lets you change
the size of your windows. Here’s what to do:

[1] Select the active window by pressing ALT +ESCAPE Of ALT + TAB.
[2] Select the Control menu by pressing ALT, SPACEBAR.
[3] Press S to choose the Size command.

A four-headed arrow appears in the middle of your window.

Four-headed arrow
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Changing windows’
sizes
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[4] Press one of the DIRECTION keys to select the border you want
to move.

[5] Use the DIRECTION keys to move the border up and down, or
right and left.

[6] When you finish adjusting the border, press the ENTER key.

The window assumes its new size.

Changing windows’ You can directly adjust the size of any window with borders by
sizes using the mouse. Follow these steps:
) —\\“ [i] Select the window you want to size.

Point to a border or corner that you want to move. The mouse
pointer becomes a two-headed arrow.

Two-headed arrow‘

{untitled)
ile Edit Uiew Show Alarm Options

+|=| Friday, F

Drag the corner or border until the window is the size you
want.

[4] Release the mouse button.

Using the Size command or moving the borders of the windows
allows you to reduce your window to almost the size of its title
bar or to enlarge it to fill almost the entire screen.
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Enlarging a Window or an Icon

You can enlarge windows and icons to fill the entire screen.

— ; 118-D0S Executive B2
File Uiew Special

A =] [E==] c:ChRr1s \WINDOUS
3 MMM TERITINAL .EXE
ABC. TXT THSRA. FON
CALC.EXE  WIN.COM
CALENDAR.EXE  WIN.INI
CARDFILE.EXE WIN208.BIN
CLIPBRD.EXE  WIN20.0UL
CLOCK.EXE  WINOLDAP.GRB
CONTROL.EXE  WINOLDAP..H0D
COURA.FON  WRITE.EXE
DOTHIS. TXT

HELUA.FON

HODERN. FON

HSDOS . EXE

NOTEPAD..EXE

PAINT.EXE

PRACTICE.WRI

READHE . TXT

REVERSI .EXE

ROHAN. FON

SCRIPT.FON

SPOOLER.EXE

If you're using the keyboard, use the Maximize command from the Enlarging windows
Control menu. Here’s what to do: and icons

Select the window or icon you want to enlarge by pressing
ALT + ESCAPE Of ALT +TAB.

Press ALT, SPACEBAR to select the Control menu.
| Press X to choose the Maximize command.

Your window enlarges to fill the entire screen.

Here’s how to enlarge a window to its maximum size with the
mouse: B g‘

Select the window you want to enlarge.

| Click the Maximize box in the upper-right corner of the
window.
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Maximize box

MS-D0S Executive

File Uiew Special

A [—] [IE==] C:CHRIS \WINDOUS
[ SR REVERS .EXE

Enlarging an icon

ABC. TXT
CALC.EXE
CALENDAR.EXE
CARDFILE.EXE

ROMAN.FON
SCRIPT.FON
SPOOLER.EXE
TERMINAL .EXE

CLIPBRD.EXE ~ THSRA.FON
CLOCK.EXE UIN.COM
CONTROL.EXE ~ WIN.INI
COURA.FON WIN286.BIN
DOTHIS.TXT  WIN266.0UL
HELUA.FON WINOLDAP .GRB
MODERN.FON  WINOLDAP.HOD
MSDOS .EXE URITE.EXE
NOTEPAD .EXE

PAINT.EXE

PRACTICE.WRI

READHE . TXT

The window fills your entire screen. Note that the Maximize box
has disappeared and the Restore box has taken its place.

You enlarge an icon with the mouse a little differently:

[1] Click the icon you want to enlarge.
The Control menu appears.
Click the Maximize command.

The application window fills the entire screen.




Shrinking a Window to an Icon

You shrink a window to an icon when you are finished working
with it, but want it easily available to use later. The application is
still running in memory (represented by the icon), but it’s not
taking up space in your work area. You can do many of the same
things with an icon that you can do with a window, such as
selecting it or moving it on the screen. And when you want to
work in the window again, you can use the Maximize or Restore
commands to enlarge it. You can shrink windows to icons using
either the keyboard or the mouse.

If you are using a keyboard, follow these steps to shrink your win-
dow to an icon:

Select the window you want to shrink by pressing ALT + ESCAPE.
Select the Control menu by pressing ALT, SPACEBAR.
Choose the Minimize command by pressing N.

To shrink a window with the mouse, use the Minimize box in the
upper right-corner of the window. Here’s how to do it:

Select the window you want to shrink.
(2] Click the Minimize box.

Minimize box

File Uiew $pecial

A (=] [E=] C:CHRIS \UINDOUS

[ REUERS .EXE
ABC. TXT ROMAN. FON
CALC.EXE SCRIPT.FON
CALENDAR.EXE SPOOLER.EXE
CARDFILE.EXE TERMINAL .ENE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE  WIN.COM
CONTROL.EXE  WIN.INI
COURA.FON  WIN20G.BIN
DOTHIS.TXT  WIN206.0UL
HELUR.FON  WINOLDAP.GRE
HODERN.FON  WINOLDAP .HOD
MSDOS.EXE  WRITE.EXE
NOTEPAD .EXE

PATNT.EXE

PRACTICE .VRI

README . TXT

Chapter 4: Techniques 101

Shrinking windows
to icons
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Restoring windows
and icons

<]

Restoring a Window or an Icon

You can restore a window to its previous size and place on your
screen with the Restore command (if you're using the keyboard)
or with the Restore box (if you're using a mouse). Restore returns
your window to its original size, or to the size you last made it.
The Restore command also returns your window to its original
place on the screen, or to the place you last moved it to.

If you're using the keyboard, follow these steps to choose the
Restore command:

[il Select the window that you want to restore by pressing
ALT+ESCAPE Or ALT+TAB. (Selecting an icon with ALT+ TAB
automatically restores it.)

(2] Select the Control menu by pressing ALT, SPACEBAR.

=]
Restore ALt+F5S
Hove Alt+F7
Size ALt+F8

Minimize Alt+F9
Haxinmize  RI0F18

Close Alt+F4

(8] The Restore command is highlighted when you select the Con-
trol menu, so you can either press R or press the ENTER key to
choose it.

You can use the Restore box to return a window to its previous
size if you're using a mouse. Follow these steps:

[il Select the window that you want to restore to its original size.
The Restore box is in the upper-right corner of the window.
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Restore box

= 1S-DOS Executive [ 3 [
File Uiew Special

A =] =] C:CHRIS \WINDOUS

[ M TERIINAL .EXE
ABC.TXT THSRA. FON

CALC.EXE UIN.COM
CALENDAR.EXE WIN.INI
CARDFILE.EXE WIN2086.BIN
CLIPBRD.EXE ~ WIN268.0UL
CLOCK.EXE WINOLDAP .GRB
CONTROL.EXE ~ WINOLDAP.HOD
COURA.FON WRITE.EXE
DOTHIS.TXT

HELUA.FON

MODERN.FON

MSDOS . EXE

NOTEPAD .EXE

PAINT.EXE

PRACTICE.WRI

README . TXT

REVERSI .EXE

ROMAN.FON

SCRIPT.FON

SPOOLER.EXE

Click the Restore box.

To restore an icon to its previous size, do the following:

[#] Double-click the icon.

Using Scroll Bars

Some application windows and dialog boxes have scroll bars,
which let you view information that won’t fit in the window.
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Scrolling

Scroll box
Up scroll arrow

File Edit Search

T0 DO PRIORITY
Shop for new suit
Phone dentist C
Take car in for tuneup A

B

B

llake plane reservation

Pick up theater tickets
How much?

Contact realtor

Clean garage

ow lawn

Plan spring garden

Schedule vacation

Read "War and Peace"

Write Grandma

Buy present for Martha

Talk to Fred

Take out garbage

O oo oo D I o oo oo

Left scroll arrow Right scroll arrow
Down scroll arrow

If you're using the keyboard, here’s how to scroll after you have
reached the last character or item in the window:

[=] Press the DIRECTION key in the direction you want to scroll.

For example, to scroll right, go to the rightmost character or item
on the screen and keep pressing the RIGHT key.

In addition, some applications allow you to scroll by the screenful
(that is, as much as will fit in the window or dialog box at one
time). The following list shows keys that you can use in some
applications to move in a file or dialog box. Not all applications
use these keys in the same way, so it’s best to try them out in
each case.
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To scroll Press

Up one screen PAGE UP

Down one screen PAGE DOWN

Left one screen CONTROL+ PAGE UP
Right one screen CONTROL+PAGE DOWN

You can use the mouse to scroll to a general location in a file or
dialog box: ¢ g‘

Drag the small white box (the scroll box) in the scroll bar to a
position in the scroll bar that corresponds to the general loca-
tion you want (beginning, middle, or end of the file or dialog
box).

[2] Release the mouse button.

The following list details how to scroll more precisely with the

mouse:

To scroll Do this

One line at a time Click the scroll arrows at either
end of the scroll bar.

One screen at a time Click the scroll bar on either

side of the scroll box.

Messages from an Inactive Window

When an inactive application needs to send you status or error Messages from
information, you hear a beep; the application then flashes its title inactive windows
bar or icon. To receive the message, do the following:

[@] Press ALT+ESCAPE or use the mouse to select the window or
icon.

The message appears as soon as you select the window or icon.
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Using the Exit
command

<l

Quitting an Application

You quit an application — remove it from memory — when you
are finished with it. To work with it again, you need to run the
application from the MS-DOS Executive window.

To quit an application, use the Exit command. This command is
usually on the first menu on the application’s menu bar.

xecutive

Uiew Special

Run... \WINDOUS
Load... \E
Copy...

Get Info N
Delete... SE

Print... EXE
Rename...

Exit
About MS-DOS Exec... E

HELUA.FON WINOLDAP.GRB
MODERN.FON  WINOLDAP .HOD
MSDOS . EXE WRITE.EXE
NOTEPAD .EXE

PAINT.EXE

PRACTICE.WRI

READHE. TXT

Follow these steps to quit an application using the keyboard:

[i] Select the window of the application you want to quit by
pressing ALT +ESCAPE Or ALT + TAB.

Select the first menu on the left by pressing ALT and then the
underlined letter.

Choose the Exit command by pressing X.

To use the Exit command with the mouse, do the following:

Click the window of the application you want to quit.
Click the first menu name on the left of the menu bar.
Click the Exit command.



If the application does not have an Exit command, use the Control
menu’s Close command. The Close command closes a window.
Some applications may have secondary windows or dialog boxes
with Control menus (for example, MS-DOS Executive’s Get Info
command). You can use the Close command to close these secon-
dary windows, but the main window remains open and the appli-
cation continues to run. If your application has only one window
open, the Close command closes that window and removes the
application from memory.

To use the Close command with the keyboard, do the following:

Select the Control menu by pressing ALT, SPACEBAR.
Choose the Close command by pressing C.

Here’s how to close an application window with a mouse:
[=] Double-click the Control-menu box.
If you close the MS-DOS Executive window and no other MS-DOS

Executive windows are on the screen, your Windows session
ends.

Ending a Windows Session

When you end a Windows session, you quit Windows and return
to DOS. If you have applications running and files open when you
end the session, you may be prompted to save your files.

To end a session, follow these steps:

Select the Special menu with your mouse or by pressing the
ALT key and then S.
Choose the End Session command.

A dialog box asks you to confirm that you want to end the
session.

Chapter 4: Techniques 107

Using the Close
command

N

\J

Shortcut to end your
Windows session

Ending a session
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MS-DOS Executiv

File Uiew Special

A =] =] C:CHRIS \WINDOWS
PIF REVERSI .EXE
ABC.TXT ROMAN. FON

CALC.EXE SCRIPT.FON
CALENDAR.EXE  SPOOLER.EXE
CARDFILE.EXE HO
CLIPBRD.EXE
CLOCK.EXE
CONTROL .EXE
COURA.FON
DOTHIS.TXT
HELUA.FON
MODERN..FON

i

End Session

& This will end your Windows session.

MSDOS . EXE WRITE.EXE
NOTEPAD.EXE
PAINT.EXE
PRACTICE.WRI
READHE . TXT

Choose the OK button to end your session, or choose the
Cancel button to cancel the command.

Your Windows session ends and you’re returned to DOS.
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5 Using MS-DOS Executive

MS-DOS Executive runs automatically when you start Microsoft
Windows. MS-DOS Executive gives you access to DOS commands
so that you can run applications, copy and print files, and rename
and delete files and directories. You can also use MS-DOS Execu-
tive to create directories to organize your files into convenient

groups.

P S
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Running MS-DOS When you start Windows, the MS-DOS Executive window appears
Executive on your screen.
Highlighted selection

Drive icon
Current drive

Title bar

1S-D0S Executive

File| Uiew |Special

0[] [FE=] c:CHRIS \UINDOUS

{2 MMM REUERS] .EXE
ABC.TAT ROHAN . FON

CALC.EXE SCRIPT.FON
CALENDAR.EXE SPOOLER.EXE
CARDFILE.EXE TERMINAL.EXE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE WIN.COH
CONTROL.EXE ~ WIN.INI
COURA.FON UIN208.BIN A\\

DOTHIS.TXT  WIN288.0UL
HELUA.FON WINOLDAP .GRB
HODERN.FON  WINOLDAP.HOD
MSDOS .EXE URITE.EXE
NOTEPAD .EXE

PAINT.EXE

PRACTICE.WRI

README . TXT

Directory listing Current directory pathname

The MS-DOS Executive window contains the following parts:

B The title bar displays the application name.

B The menu bar contains the names of the MS-DOS Executive
menus.

B The drive icons represent the disk drives of your computer.
The current drive is selected.

B The pathname shows what directory you are working in (the
current directory). The pathname consists of the drive letter,
followed by the volume name (if there is one) and the direc-
tory name. If the current directory is a subdirectory, you will
see several directory names separated from each other by
backslashes.

B The directory listing shows the directories and files in the
current directory.
B The highlighted selection is the item (for example, a file or

directory) that will be affected by the next command you
choose.
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If the entire directory listing can’t fit in the window, MS-DOS
Executive displays a scroll bar. See Chapter 4, “Techniques,” for
more information on scrolling.

For detailed information on DOS directory structure and files, see
the DOS manuals provided with your computer.

Making a Selection

When you work with Windows, you must select the item that the
next command or action will affect. The selected item is high-
lighted.

Selecting a File, Directory, or Drive Icon

You use the DIRECTION keys to select a file or directory (direc-
tories are shown in bold) in the MS-DOS Executive window. You
can also select a file or directory by typing the first letter of the
filename or directory name; for example, if you type S, you select
the first filename or directory name beginning with “S.” Typing §
again selects the second filename or directory name beginning
with “S,” and so on.

The following list describes how to make selections: Selecting an item
To select Press

A filename or directory name DIRECTION keys or initial letter

A drive icon CONTROL +drive letter

Here’s how to select an item with the mouse:

[+d

[®] Click the drive icon, filename, or directory name you want to
select.

Note You can press the SPACEBAR to cancel a filename or direc-
tory name selection. Pressing the SPACEBAR again reselects the
filename or directory name. If you have a mouse, you can press
and hold down the SHIFT key, click the selected filename, then
release the SHIFT key to cancel a selection.
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Extending a Selection

Whether you use the keyboard or the mouse, you can extend a
selection to include more than one item. You can select a block
of files—files that are next to each other—or you can select files
that are scattered throughout the directory listing.

Selecting a block To select a block of files, follow these steps:
of files

[1] Use the DIRECTION keys to select the first file in the block.

[2] Press and hold down the sHIFT key and press the DIRECTION
keys to select the rest of the files in the block.

Release the sHIFT key when you are finished selecting.

118-D0S Executive

File Uiew Special

A= C:CHRIS \WINDOWS
PIF PRACTICE.VRI
ABC. TXT READHE . TXT
CALC.EXE  REUERSI.EXE
CALENDAR.EXE  ROHAN.FON
CARDFILE.EXE  SCRIPT.FON
CLIPBRD.EXE  SPOOLER.EXE
CLOCK.EXE  TERMINAL.EXE
CONTROL.EXE  THSRA.FON
COURA.FON  WIN.COM
DOTHIS.TXT  WIN.INI
HELUA.FON  WIN208.BIN
LETTERT.TXT RGP
ATV FMN V/INOLDAP .GRB
(AN (LEMEYE VINOLDAP . 10D
HODERN-FON  WRITE.EXE
HSD0S . EXE

NOTEPAD .EXE

PAINT .EXE

q To select a block of files with the mouse, do the following:
[ N

[1] Press and hold down the sHIFT key and click all the files you
want to select.

[2] Release the SHIFT key when you have selected the desired files.

Selecting scattered To select files that are scattered throughout the directory listing,
files follow these steps:

[1] Press and hold down the CONTROL key and press the DIRECTION
keys until a dotted box surrounds a file you want to select.
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Release the CONTROL key.
Press the SPACEBAR to select the file.
[4] Repeat steps 1, 2, and 3 to select all desired files.

— DOS Exe 0 ey

File Uiew S$pecial

(] C:CHRIS \WINDOUS
PIF READHE . TXT
REVERSI.EXE
CALC.EXE  ROHAN.FON
CALENDAR.EXE ~ SCRIPT.FON
CARDFILE.EXE  SPOOLER.EXE
CLIPBRD.EXE  TERMINAL.EXE
CLOCK.EXE  TISRA.FON
CONTROL.EXE  WIN.COM

COURA.FON _ WIN. INI

UIN208.BIN
HELUA.FON  WIN288.0UL

HELML o T
HODERN.FON  WINOLDAP .HOD
HSDOS.EXE  WRITE.ENE
NOTEPAD . EXE
PAINT.EXE
PRACTICE.WRI

S

To select scattered files with the mouse, follow these steps:

[+d

[1] Press and hold down the SHIFT key and click each file you want
to select.

(2] Release the SHIFT key.

Starting an Application

You start applications from the MS-DOS Executive window. Start-
ing an application loads the application file into a window that
appears in front of the MS-DOS Executive window.

An application file usually has the name of the program and a .EXE
or .COM extension as its filename. For example, the file contain-
ing the Calendar program has the filename CALENDAR.EXE.

You can start applications that are in the current directory or in
any other Windows directory.
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Starting applications
in the current
directory

S

Starting applications
in other directories

Starting an Application in the Current Directory
Follow this step to start an application in the current directory:

[=] Select the application filename and press the ENTER key.

The application window is displayed in front of the MS-DOS
Executive window.

Here’s how to start an application in the current directory with
the mouse:

[2] Double-click the application filename.

Starting an Application in Another Directory

You can start an application that is not in the current directory by
using the File menu’s Run command. The Run command lets you
supply additional information, such as a pathname or a command-
line argument.

To start an application in a different directory, follow these steps:

[1] Select the File menu and choose the Run command. A dialog
box appears.

[2] Type the application’s pathname, including the .EXE or .COM
filename extension, in the text box. Include more information
(such as an additional filename) if you need to.

Choose the OK button.

Starting an Application as an Icon

You can start an application as an icon rather than running it in
a window so that the application is ready for use but takes up
minimal space on your screen.
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Follow this step to run an application as an icon: Running applications

as icons
[=] Select the filename and press SHIFT + ENTER.

The application icon appears in the icon area.

To run an application as an icon with the mouse, do the
following: h g‘

Press and hold down the SHIFT key and double-click the appli-
cation filename. Release the SHIFT key.

If you want to run an application as an icon but need to supply Loading applications
additional information (such as a pathname or parameters), use to run as icons
the File menu’s Load command:

Select the File menu and choose the Load command. A dialog
box appears.

Type the application filename (or pathname if necessary),
including the .EXE or .COM extension, in the text box. Include
additional information (such as parameters) if you need to.

Choose the OK button.

Starting an Application by Opening a File

Many applications supply a particular filename extension to the
files you create with them. For example, the files you create with
Notepad have a .TXT extension. With applications of this type,
you can start an application by opening one of the files you
created with it.

To start an application by opening one of its files, do the Running applications
following: by opening files

Select the name of the file you want to open in the MS-DOS
Executive window.

Press the ENTER key.
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Running applications
by opening files

Duplicating files

If you have a mouse, you can open the file and start the applica-
tion by following this step:

[=] Double-click the filename.

Working with Files

A file can contain an application, graphics, or lines of text. Files in
Windows use DOS filenaming conventions. See your DOS manual
for information on naming files and directories. Since many appli-
cations automatically supply a filename extension to files you
create with them, you don’t have to supply one unless you want
to. When deleting files, however, you must supply the entire
filename, including any extension.

Copying a File

You can copy a file under a new name or create a copy in a dif-
ferent directory or on another disk by using the File menu’s Copy
command.

To copy a file, do the following:

Select the file you want to copy.

(2] Select the File menu and choose the Copy command. A
dialog box appears. The selected filename appears in the
Copy text box.

—_—

Copy:|DOTHIS.TRT |
ID:IHEUFILE.T.\'Tl |

[Cancel

Type the new filename, or the pathname of the directory you
want to copy the file to, in the To text box.
If you have a two-drive system and are copying the file to
another disk, put the destination disk in drive B. (After you
finish copying, reinsert the system disk in drive B.)

[4] Choose the OK button.
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Copying a Group of Files

You can copy a group of files to a directory in one procedure.

To copy several files at once, follow these steps: Duplicating a group
of files

[ Select all the files you want to copy.

For details on selecting groups of files, see the section called
“Extending a Selection” earlier in this chapter.

[2] Select the File menu and choose the Copy command. A dialog
box appears. You will see the selected filenames in the Copy
text box. If you select many files, there may not be room for
all the filenames to appear in the Copy text box; however, all
the files you've selected will still be copied.

[3] In the To text box, type the pathname of the directory that
you want the files copied to.

If you have a two-drive system and are copying the files to
another disk, put the destination disk in drive B. (After you
finish copying, reinsert the system disk in drive B.)

[4] Choose the OK button.

Note You cannot copy more than one file to a single file. You
can copy multiple files to a directory only.

Printing a File

Most applications have a command that prints files you create
with that application. You should use that command whenever
possible. However, if you want to print text files from the MS-DOS
Executive window, you can use the File menu’s Print command.

You can print files from the MS-DOS Executive window by follow-  Printing files
ing these steps:

[1] Select the file you want to print.

[2] Select the File menu and choose the Print command. A dialog
box appears with the name of the selected file in the text box.

Print: [LMIDETBSI

Choose the OK button.
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Renaming files

Using the Print command creates a print-spool file that is sent to
the Spooler program. See Chapter 8, “Using Spooler,” for more
information on Spooler.

Note See the hardware manual for your printer for instructions
on connecting the printer to your computer. For details on setting
up, adding, or removing a printer, see Chapter 7, “Using Control
Panel.”

Changing a Filename

If you want to change the name of a file, you can do so by using
the File menu’s Rename command.

Follow these steps to rename a file:

Select the file you want to rename.

Select the File menu and choose the Rename command. A
dialog box appears with the name of the selected file in the
Rename text box.

[DOTRIS.TRT ]

Rename:

To:[NEWFILE.TXT| |

(Cancel |

Type the new filename in the To text box.
Choose the OK button.

Getting Information About a File

If you want more information about a particular file or group of
files, you can use the File menu’s Get Info command. When you
choose Get Info, Windows displays a dialog box showing the
filename, size in bytes, and the date and time the file was created
or last changed.
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Follow these steps to get information about a file: Getting file
information

Select the files you want information about.
Select the File menu and choose the Get Info command. The

Get Info dialog box appears. This dialog box has a Control

menu, a title bar, and if necessary, a scroll bar. If you have

selected many files, you may need to scroll to see all the infor-

mation in the dialog box.

LETTERT .TXT 1128 4/28/87  2:83PH
LETTER2 .TXT 775 4/24/87  9:270M

1000 IRT

493  4/24/87  9:33AH
e e e —

Date and time created
or last changed

Size in
bytes

}Fi/en ame

When you are finished looking at the dialog box, select the
Control menu in the dialog box and choose the Close com-
mand, or press the ESCAPE key.

Deleting a File

When a file is no longer useful, you can delete it to make room
for other files. When you delete a file, you remove it from the
disk permanently. You delete files with the File menu’s Delete
command.

To remove a file, do the following: Removing files

Select the file you want to delete.

Select the File menu and choose the Delete command.
A dialog box displays the name of the selected file.

Choose the OK button.

To delete more than one file at a time, select all the files you
want to delete, then follow steps 2 and 3 of the preceding pro-
cedure. If you select many files, there may not be rocm in the
dialog box’s text box for all the filenames to appear; however,
all the files you've selected will still be deleted.
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Putting temporary
files in a directory

Note Do not delete temporary files while you are running Win-
dows applications other than MS-DOS Executive; an application
may be using the temporary files. You can recognize a temporary
file by its filename: it usually begins with a tilde (7) and ends with
a .TMP extension. See the following section, “Organizing Tem-
porary Files,” for more information.

Organizing Temporary Files

Some applications that run with Windows create temporary files.
The filename of a temporary file usually begins with a tilde char-
acter (7) and ends with a . TMP extension. If you quit Windows
without using the End Session command, some temporary files
may remain in your root (\) directory. (Using the End Session
command automatically deletes temporary files at the end of each
Windows session.) You should not delete temporary files while
you are running applications other than MS-DOS Executive
because the applications may be using them. After you close

all applications except MS-DOS Executive, you can safely delete
these temporary files.

You can have Windows put all temporary files your programs
create into a special directory; then you can quickly locate and,
if you want, delete them. If you don’t specify an alternate direc-
tory, Windows places the .TMP files in your root directory.

Follow these steps to specify where you want Windows to place
the temporary (.TMP) files:

(il Create a directory for your temporary files. See the following
section, “Working with Directories,” for information on how to
create a directory.

(2] Add the following line to your DOS AUTOEXEC.BAT file:

set TEMP = pathname

For example, if you had created the directory TEMPDIR on drive
C, you would add the following line to your AUTOEXEC.BAT file.

set TEMP=c:\tempdir

Be sure to create the directory. If you specify a directory that
doesn’t exist, applications that create .TMP files will not run.
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Working with Directories

You can use directories to organize your files into groups. You
can also create subdirectories within a directory.

The name of the current directory (the one you are working in)
is always shown in the pathname at the top of the MS-DOS Execu-
tive window. A pathname contains the drive letter, the volume
name (if there is one), and a sequence of directory names with
backslashes separating the names.

In the directory listing, directories are listed first. These are sub-
directories of the current directory. Directory names appear in
bold letters when the listing is in short form, as shown in the fol-
lowing example.

Directory names Current directory pathname

115-D0S Executive

File Uiew Special

A==l C:CHRIS \WINDOUS
ACCOUNTS L)L R

HEOS REVERSI.EXE
HpIF ROMAN. FON

ABC.TXT SCRIPT.FON
CALC.EXE SPOOLER.EXE
CALENDAR.EXE TERMINAL.EXE
CARDFILE.EXE THSRA.FON
CLIPBRD.EXE ~ WIN.COM
CLOCK.EXE WIN.INI
CONTROL.EXE ~ WIN268.BIN
COURA.FON WIN280.0UL
DOTHIS.TXT ~ WINOLDAP.GRB
HELUA.FON WINOLDAP .HOD
MODERN.FON  WRITE.EXE
MSDOS .EXE

NOTEPAD.EXE

PAINT.EXE

PRACTICE.WRI

Creating a Directory

You must create a directory before you can put files in it: Making directories

(] Select the Special menu and choose the Create Directory
command. A dialog box appears.

Type the new directory name in the text box.
Choose the OK button.
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g Short

Long

Va1l
Partial...
Prograns

vBy Name
By Date
By Size

By Kind

Once you create a directory, you can use the File menu’s Copy
command to copy files into it. See the section called “Copying a
File” earlier in this chapter for details. You also can use an applica-
tion to create new files for the directory.

Changing the Directory-Listing Display

When you start Windows, the MS-DOS Executive directory listing
is displayed in alphabetical order with directory names listed first.
However, you may want to see the directory listing displayed in a
different way. You may want to see the files listed in order of
their size, or by the date they were created or changed. Or you
may want to see only files that have the same extension.

You can change the order in which files are listed by using com-
mands from the View menu.

Using the View Menu

The commands in the View menu are divided into three groups.
One command in each of the three groups has a checkmark
beside it, indicating that the command is in effect.

You can choose a command from each group in the View menu
to list your files in different ways. When you choose a command
from the View menu, it affects only the directory you are display-
ing at that time. All commands except Partial take effect as soon
as you choose them. No matter which command you choose,
directories will always be listed first.

You choose from two commands in the first group:

B The Short command displays the listing in multiple columns by
filename only.

B The Long command displays a one-column list containing each
file’s name, extension, and size in bytes, and the date and time
it was created or last changed. Directory names are followed
by <DIR>.

You choose from three commands in the second group:

B The All command lists all files in the directory.

8 The Partial command lets you specify a subset of the directory
to display. A description of the Partial command follows this
list of View menu commands.

® The Programs command displays filenames with .EXE, .COM,
or .BAT extensions only.
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You choose from four commands in the third group:

B The By Name command displays the listing alphabetically by
filename.

B The By Date command displays the listing by the date and
time each file was created or last changed, beginning with
the most recent date and time.

B The By Size command lists files according to their size in
bytes, sorting them from largest to smallest.

B The By Kind command lists files alphabetically by filename
extension.

Displaying Part of a Directory

You may not always want to see a listing of all the files in a direc-  Using the Partial
tory, preferring instead to see only a particular group of files. For command
example, you may want to see only files with the .EXE extension.

Use the Partial command to specify the kind of files you want to

display:

Select the View menu and choose the Partial command. A
dialog box appears.

Partial:|*.EXE|

Cancel

In the text box, type the filenames you want to see. Use “wild-
card” characters to tell Windows which kind of file to display;
for example, type * EXE to display all filenames with the EXE
extension.

Wildcard characters represent other characters in a filename.
See your DOS manual for details on using wildcard characters
to specify filenames or directory names.

Choose the OK button.

Changing Directories

You change directories when you want to see what is in another
directory or when you want to work with the files in another
directory. You can move from one directory to another with the
Special menu’s Change Directory command.



124 Microsoft Windows User’s Guide

Moving to another Follow these steps to move to another directory:

directory
Select the Special menu and choose the Change Directory

command. A dialog box appears. The text box contains the
name of the directory you are working in.

Change To:|\UGNIINY

[2] Type the directory you want to go to, including a pathname if
necessary.

[3] Choose the OK button.

Directory-changing Here’s how to quickly change to a subdirectory of your current
shortcuts directory:

Select the name of the directory you want to move to.

The ACCOUNTS directory is selected.

File Uiew Special

A [—] [HE=] C:CHRIS \WINDOUS
LIRS READIE . TXT

PIF REVERSI.EXE
BUSINESS.CRD  ROHAN.FON

CALC.EXE SCRIPT.FON

[2] Press the ENTER key.

The MS-DOS Executive window now lists the selected
directory’s contents.

ACCOUNTS directory listing ACCOUNTS directory pathname

1S-D0S Executive

File Uiew Special

A=) [IE==] C:CHRIS \WINDOWS\ACCOUNTS
AT

JONES..CAL
LETTERS.TXT
ORDERS. AT
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Here’s another useful shortcut for changing directories:

[m] No matter where you are or what you have selected in the
MS-DOS Executive window, you can go to the next higher
directory by pressing the BACKSPACE key.

If you’re using the mouse, you can do the following to change to Changing directories
a subdirectory of your current directory: q

[m] Double-click the name of the directory you want to move to.

You can quickly change to a higher directory with the mouse by
following these steps:

[1] In the pathname at the top of the MS-DOS Executive window,
click the name of the directory you want to move to. A dialog
box appears. The pathname to the left of the place you clicked
appears in the text box (you can type a different directory
pathname if you want).

Click here...

File Uiew Special

(Y C:CHRIS \mnnqysmccuunm
CLIE
JONE

LETTA| Change To:[BMIIM
ORDE

( Cancel |

...to display this directory.

Click the OK button.
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Shortcut

Displaying several
directories at once

Y

Exiting from an
MS-DOS Executive
copy

You can double-click part of the pathname at the top of the MS-
DOS Executive window to go to that directory without seeing a
dialog box.

Displaying Two Directories Simultaneously

To display two different directories at the same time, run a
second MS-DOS Executive window and select a different direc-
tory or disk icon in each window:

Select MSDOS.EXE (on a two-drive system, MS-DOS.EXE is
located on the Windows system disk) and press the ENTER key
to run MS-DOS Executive as another window.

In the new MS-DOS Executive window, display the directory
that you want to see by using one of the previously described
procedures.

Follow this step to display the contents of another disk:

[=] Press and hold down the CONTROL key, press the drive letter,
then release the CONTROL key to choose a drive icon; this
displays the directory listing for the disk in that drive.

If you’re using the mouse, you can display the contents of another
disk by following this step:

[#] Click the desired drive icon.

Each copy of the MS-DOS Executive window acts independently
of the other, so you can display and work with different direc-
tories in each window.

To exit from a copy of MS-DOS Executive without ending your
Windows session, follow this step:

[#] Select the File menu and choose the Exit command.
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Printing a Directory Listing

You can print a subdirectory listing by following these steps: Printing directory
listings
Select the directory name from the current directory listing.
Select the File menu and choose the Print command. A dialog
box appears. The text box contains the selected directory
name.

Choose the OK button.

To print the current directory listing, follow these steps:

Cancel the selection of any files or directories.
To cancel a selection, press the SPACEBAR. To cancel a selection
with the mouse, press and hold down the sHIFT key, click the
selected filename, then release the SHIFT key.

Select the File menu and choose the Print command. A dialog

box appears. The text box contains the current directory
name.

Choose the OK button.

Deleting a Directory

Before you can delete a directory, you must first delete all files in
the directory. Windows will not delete a directory that contains
files. This feature protects you from losing files should you unin-
tentionally try to delete a directory.

To delete a directory, do the following: Removing directories

Select all the files in the directory that is to be deleted.
Select the File menu and choose the Delete command. A
dialog box appears with as many of the selected filenames

in the text box as will fit.

Choose the OK button.

If the directory you want to delete is your current directory,
move to the next higher directory. You can’t delete your
current directory.

] [l

Select the name of the directory you want to delete.

[ [l

Select the File menu and choose the Delete command. A
dialog box appears with the selected directory name in the
text box.

Choose the OK button.

~
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Formatting a disk

Making a system disk

Working with Disks

You can use MS-DOS Executive to format disks, make system
disks, and run certain DOS programs.

Before you can use a new disk, you must prepare the disk by for-
matting it. If you format a used disk, any information already on
the disk will be erased. Once you have formatted a disk, you can
use it to store data or to make a system disk. A system disk con-
tains the files necessary for starting DOS. You cannot format hard
disks with MS-DOS Executive.

Here’s how to format a disk:

[i] Insert the new disk in the appropriate disk drive.

Select the Special menu and choose the Format Data Disk com-
mand. A dialog box appears.

Select drive to format

oF OB

Cancel

Select the option button for the drive that contains the new
disk.

[4] Choose the OK button.

The disk is now ready to store data.

To make a system disk, follow these steps:

(il Format a disk using the Format Data Disk command as
described in the previous procedure.

Select the Special menu and choose the Make System Disk
command. A dialog box appears.

Select the option button for the drive that contains the new
disk.

(2] Choose the OK button. (If COMMAND.COM is not in your
Windows directory or on your Windows system disk, a dialog
box appears requesting that you insert your DOS system disk.)



Chapter 5: Using MS-DOS Executive 129

Naming a Disk

To identify a disk by its contents, you can give it a volume name Setting a volume
by using the Special menu’s Set Volume Name command: name

[1] Select the drive icon for the drive that contains the disk you
want to name.

[2] Select the Special menu and choose the Set Volume Name
command. A dialog box appears.

Type a name in the text box.
[4] Choose the OK button.

The volume name for the disk now appears after the drive letter
in the pathname.

Running DOS Utility Programs

Some DOS utility programs, such as FIND or DISKCOPY, can be
run in a window if the programs are in directories that are acces-
sible to Windows. See Chapter 9, “Using Standard Applications,”
for further information.

You can also carry out DOS commands while using Windows by Running
running COMMAND.COM: COMMAND.COM

Insert a disk containing COMMAND.COM. (This file is on your
DOS disk.)

Display the directories for that disk.
Run COMMAND.COM from the MS-DOS Executive window.

Type the command you want to run in the COMMAND.COM
window (include any command-line arguments) and press the
ENTER key.

Type exit to leave the COMMAND.COM window when you are
finished. Then select the Control menu and choose the Close
command.

] ] [

]

Note It is recommended that you run DOS utility programs
from MS-DOS Executive rather than from COMMAND.COM.

It is also recommended that you not use the DOS program
CHKDSK in Windows. If you do run it from Windows, do not
use the /F parameter. CHKDSK was not designed to run with
Windows, and using the /F parameter will close any files your
Windows applications are using (such as temporary files).



6 Using Clipboard

In Microsoft Windows, you use Clipboard to hold information
being copied or moved. You can move or copy information from
one place in a window to another. For example, you can move
text around in a report as you edit. You can also move or copy
information from one window to another window. For example,
you can copy a paragraph from one report to another report. You
can even move or copy information from one application to
another application. For example, you can move a picture from
Windows Paint to a report in Windows Write.

131
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e
Running Clipboard in
a window

Transferring
information

Displaying Clipboard

Clipboard is always available when you are running Windows.
Although you don’t have to run a file to use Clipboard, you can
run a file to display the Clipboard contents.

Follow this step to display Clipboard:
[m] Start CLIPBRD.EXE from the MS-DOS Executive window.

The Clipboard window appears. If the Clipboard is empty, a blank
window is displayed, as shown in the following figure.

Clipboard
Clipboard is empty.

Cutting, Copying, and Pasting

To put information on the Clipboard, use the application’s Cut or
Copy command. To insert information in your application from
the Clipboard, use the application’s Paste command. Most applica-
tions require that you first select the information you want to cut
or copy. For more information about selecting, see the manual for
the application you are using.

Though your application may have different names for the Cut,
Copy, and Paste commands, the commands should operate in this
way:

B The Cut command deletes the selected information from the
window and places it on the Clipboard.
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B The Copy command makes a copy of the selected information
and places it on the Clipboard, leaving the selected informa-
tion in its original location.

B The Paste command inserts information from the Clipboard in
a selected area in a window. If the window contains an inser-
tion point, the information appears to the left of the insertion
point. If the window contains a selection, the information on
the Clipboard replaces the selection. You can paste the same
information from the Clipboard as many times as you want.

Note Some standard applications have commands similar to Cut,
Copy, and Paste but don’t use Windows Clipboard to transfer
information.

The following figure shows information that was copied from
a Notepad file to the Clipboard.

The copied text... appears on the Clipboard.

File Edit Search
T0 DO PRIORITY
Shop for new suit B
Phone dentist C
Take car in for tuneup A

B

B

Make plane reservation Text
Pick up theater tickets

{ How much? Pick up theater tickets B

How much?

Contact realtor

Clean garage

tow lawn

Plan spring garden
Schedule vacation

Read "Uar and Peace"
Write Grandma

Buy present for Martha
Talk to Fred

Take out garbage

COCoOOD D D oo oo

The bar below Clipboard’s menu bar tells you what kind of infor-
mation appears on the Clipboard. In the previous figure, text is on
the Clipboard.

Generally, the formatting for your text is not stored on the Clip-
board. However, this can vary from application to application.
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Exiting from
Clipboard

Quitting Clipboard

Once you’ve finished viewing the Clipboard contents, you may
want to quit Clipboard.

To exit from Clipboard, follow this step:
Select the Control menu and choose the Close command.

Although Clipboard is no longer running in a window, it con-
tinues to be available while you are working in Windows.
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7 Using Control Panel

You use Control Panel to adjust Microsoft Windows system set- =T
tings such as the date and time, printer assignments, and baud =
rates for communications devices. You can also use Control

Panel to specify screen colors.

Control Panel lets you adjust these settings quickly and easily
without running the Setup program again. Many of the changes
you make in Control Panel are reflected in the WIN.INI file. See
Appendix A, “Customizing Your WIN.INI File,” for information
about WIN.INL

Control Panel
Setup Preferences

Installaticn

Time Date

Curser Blinl«——gf)cuhlc— Click-
| &
E i H S0 =l |

7ime ; Dake
//;15:65 AN E L \/30] €T
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Running Control
Panel

Starting Control Panel

Here’s how to start Control Panel:

(%] Select and run CONTROL.EXE from the MS-DOS Executive
window.

When you start Control Panel, it creates a window containing four
sections: Time, Date, Cursor Blink, and Double Click.

File Uiew Special

A [—] =] C:CHRIS \WINDOUS

Adjusting the time

LTy ST T W S 0 |
CﬂLé.EXE SP[]I]LEI.LEXE Installation Setup Preferences
CALENDAR.EXE  TERMINAL .EXE Tine Date
CARDFILE.EXE  THSRA.FON o

CLIPBRD.EXE  WIN.COM { 7:54:06 AN { N/
CLOCK.EXE WIN.INI .
CUNTRUL}.{EXE WIN288.BIN Cursor Blink Double Click
COURA.FON WIN288.0UL Slow Fast Slow Fast
DOTHIS.TXT WINOLDAP .GRB R W P 3
HELUA.FON WINOLDAP . HOD €] it = i
HODERN.FON  WRITE.EE | TEST
1SD0S . EXE

NOTEPAD .EXE

PAINT.EXE

PRACTICE .WRI

READHE . TXT

REVERSI .EXE

i

Changing the Time

You can use Control Panel to change the system time. The time
you set from Control Panel will be reflected in any applications
(such as Clock or Calendar) that use the system time.

Here’s how to change the time:

(] Press the TAB key to move to the Time section.

Time———
8:33:85 AN

(2] Use the RIGHT or LEFT key to select the part of the time (hours,
minutes, or seconds) that you want to change.
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Press the UP key to increase the number; press the DOWN key
to decrease the number.

The system time changes when you move to another section or
quit Control Panel.

Follow these steps to change the time with the mouse:

D

[1] Click the part of the time (hours, minutes, or seconds) that
you want to change.

[2] Click the up arrow to increase the number or the down arrow
to decrease the number.

The system time changes when you click outside the Time section
or quit Control Panel.

Changing the Date

Some applications, like Notepad, use the system date. You change  Adjusting the date
the date the same way that you change the time:

Press the TAB key to move to the Date section.

Date
2721787

[2] Use the RIGHT or LEFT key to select the part of the date (month,
day, or year) that you want to change.

Press the UP key to increase the number; press the DOWN key
to decrease the number.

The system date changes when you move to another section or
quit Control Panel.

If you're using the mouse, follow these steps to change the date:

[4d

Click the part of the date (month, day, or year) that you want
to change.

[2] Click the up arrow to increase the number or the down arrow
to decrease the number.

The system date changes when you click outside the Date section
or quit Control Panel.
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Adjusting the
cursor-blink rate

[4d

Changing the Cursor-Blink Rate

Some applications have an underscore (cursor) or insertion point
that blinks. The blink rate is the frequency at which the cursor
flashes.

Here’s how to change the cursor-blink rate:

Press the TAB key to move to the Cursor Blink section.

Cursor Blink
Slow Fast

Press the RIGHT or LEFT key to scroll to the setting you want.
The farther right you scroll, the faster the blink rate. The
vertical cursor within the Cursor Blink section reflects the
new setting.

Do the following to change the cursor-blink rate with the mouse:

[] Click the right or left scroll arrow in the Cursor Blink section.

You can also change the cursor-blink rate by dragging the scroll
box within the scroll bar.

Changing the Mouse Double-Click Rate

When you double-click the mouse button, Windows interprets
your action by the speed with which one click follows another.
You can change the expected speed by adjusting the setting in the
Double Click section.

Double Click
Slow Fast
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Do the following to change the mouse double-click rate: Adjusting the

double-click rate
[=] Click the right or left scroll arrow in the Double Click section.

The farther right you scroll, the faster the double-click rate.

You can also change the double-click rate by dragging the scroll
box within the scroll bar.

You can test the new double-click setting by double-clicking the
Test button. The button color will invert if Windows perceived
your pressing the mouse button as a double-click.

Adding and Removing Printers

When you first set up Windows, you select the printer you’ll use
with your system. To change this selection, use the Installation
menu’s Add New Printer and Delete Printer commaads.

Adding a Printer

Follow these steps to add a new printer to your system: Adding printers

Select the Installation menu and choose the Add New Printer
command. A dialog box appears prompting you for the disk
that contains printer-driver files.

[2] Insert the disk that contains the printer-driver files you want
to install. (This is the Utilities disk for printer-driver files that
are included with Windows.)

Choose the OK button. A dialog box appears listing the
printer-driver files available on the disk.

ﬂuallahle Pr1nters Printer File: | EPSON.DRU

Jet
%EH graphlcg
roprinter
Okidata 92193 (1BH) (Add ) [Cancel]

[4] Select the name of the printer that you want to add in the list
box. The name of the corresponding printer-driver file appears
in the Printer File text box at the right.
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Deleting printers

[5] Choose the Add button.

[6] A dialog box appears prompting you to enter the drive or
directory you want to copy the printer-driver file to. Drive B
or your Windows directory appears in the text box. If you
want to change this, type the drive or directory you want in
the text box. (The directory must already exist.)

If you do not specify a drive or directory, the file will be
copied to the disk in drive B if you have a two-drive system.
The file will be copied to your Windows directory if you have
a hard-disk system.

Choose the Yes button.

Whenever you add a new printer to your system, you must let
Windows know which port the printer is connected to. See the
section called “Configuring Your System” later in this chapter for
more information on this procedure.

Removing a Printer

To remove a printer from your system, use the Delete Printer
command:

Select the Installation menu and choose the Delete Printer
command. A dialog box appears listing the printers you have
set up.

l_—————\
Delete Printer Printer File: | EPSON.DRU

tfson T BU nn ﬂnne.mwwmwwwwwmwwwwwww

aser
PustScrlpt Pr1nter on LPT2:

[ﬂelete] Canceﬂ

Select the name of the printer you want to remove in the list
box. The name of the corresponding printer-driver file appears
in the Printer File text box.

Choose the Delete button.

[4] A dialog box appears displaying the location of the printer-
driver file. If necessary, type an alternate location for the file
in the text box.

[5] Choose the Yes button.
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Note 1If other printers use the printer-driver file that appears in
the Delete Printer dialog box, that printer-driver file will not be
deleted from the named directory; it will still be available to the
other printers.

Adding and Removing Fonts

The Windows Fonts disk(s) include fonts for a variety of output
devices. The Setup program installs fonts automatically, based on
your choices of graphics adapter and printer(s). You can override
the automatic settings by adding or deleting fonts with Control
Panel. If you add a dot-matrix printer, you may want to check to
see if you need to add a font for your printer. You can do this by
viewing the dialog box that appears when you follow steps 1 and
2 of the following procedure.

Adding a Font

Follow these steps to add a font: Adding fonts

[1] Select the Installation menu and choose the Add New Font
command. A dialog box appears prompting you for the disk
that contains the font files.

[2] Insert the Fonts disk and choose the OK button. A dialog box
appears listing the fonts available on the disk. For more infor-
mation on the various sets of fonts, see the following section,
“Choosing a Font.”

ﬂuallable Funts Font File: | COURA.FON

b
UUFIEI‘ e
Helv 8,10.12 14,1894 (Set #2) ( Add ) (Cancel]

[3] Select the name of the font that you want to add in the list
box. The name of the corresponding font file appears in the
Font File text box to the right.
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Deleting fonts

[4] Choose the Add button.

(5] A dialog box appears prompting you to enter the drive or
directory you want to copy the font file to. Drive B or your
Windows directory appears in the text box. If you want to
change this, type the drive or directory you want in the text
box. (The directory must already exist.)

If you do not specify a drive or directory, the file will be
copied to the disk in drive B if you have a two-drive system.
The file will be copied to your Windows directory if you have
a hard-disk system.

[6] Choose the Yes button.

Removing a Font
To remove a font, follow these steps:

[il Select the Installation menu and choose the Delete Font com-
mand. A dialog box appears listing the fonts you have set up.

18

Delete Font Font File: | COURA.FON

(Delete) (Cancel]

(2] Select the name of the font that you want to remove in the list
box. The name of the corresponding font file appears in the
Font File text box.

[3] Choose the Delete button.

[4] A dialog box displays the location of the font file. If necessary,
type an alternate location for the font file in the text box.

[5] Choose the Yes button.

Choosing a Font

The Windows Fonts disk(s) provide two font types: raster fonts
and stroke (also known as vector) fonts. Raster fonts generally are
used only for devices such as dot-matrix printers or the screen.
They are available only in fixed sizes. Raster fonts look better and
may be drawn more quickly than stroke fonts on raster devices.
Stroke fonts typically are used if your output is going to a plotter.
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When you choose the Installation menu’s Add New Font or Delete
Font command, you are prompted to insert the Fonts disk or to
specify where the font files are located. You then see a list of the
available fonts. The listing includes the font names, font sizes, and
the set numbers.

The font set number indicates the kind of devices that the font is
designed to be used with. Six sets of fonts are included on the
disk:

Set #1 This set contains stroke fonts that can be used for
screen, printer, or plotter devices of any resolution.

Set #2 This set contains raster fonts designed for screen resolu-
tion of 640 X 200. For example, if you are using the IBM Color
Graphics Adapter or a compatible adapter, you would select from
this set.

Set #3 This set contains raster fonts designed for screen resolu-
tion of 640 X 350. For example, if you are using the Hercules
Graphics Card or the IBM Enhanced Graphics Adapter, you would
select from this set. These fonts are also used by the CITOH 8510
(Portrait mode) printer.

Set #4 This set contains raster fonts designed for printers in
60 dpi (dots per inch) resolution, including the following:

® Okidata 92, 93, 192, and 193 standard models (Portrait mode)

®m Okidata 92, 93, 192, and 193 standard and IBM-compatible
models (Landscape mode)

® Epson MX-80, FX-80, and compatible models (Landscape
mode)

m IBM Graphics (Landscape mode)
®m IBM Proprinter (Landscape mode)
® Star Micronics SG-10 (Landscape mode)

Set #5 This set contains raster fonts designed for printers in
120 dpi resolution, including the following:

® Epson MX-80, FX-80, and compatible models (Portrait mode)
® IBM Graphics (Portrait mode)
® IBM Proprinter (Portrait mode)

m Okidata 92, 93, 192, and 193 IBM-compatible models (Portrait
mode)

B Star Micronics (Portrait mode)

Raster and stroke
fonts
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Set #6 This set contains raster fonts designed primarily for
screen resolution of 640 X 480.

Note Because applications handle fonts differently, some applica-
tions may not list all available fonts.

Windows font names  Fonts have names that represent their different characteristics.
Included on your Windows Fonts disk(s) are the following fonts:

Font Description
Helv (Raster) Proportional font (characters

have varying widths) without serifs

“sans serif”)

Courier (Raster) Fixed-width font (characters

have uniform widths) with serifs
Tms Rmn (Raster) Proportional font with serifs
Roman (Stroke) Proportional font with serifs
Modern (Stroke) Proportional font without serifs
Script (Stroke) Proportional font of slanted charac-

ters formed from nearly continuous
curved lines

The following fonts are not included on the Fonts disk(s), but you
may see them in some applications; these fonts cannot be added

or deleted:

Font Description

System (Raster) Fixed-width default font designed
for menus and dialog boxes

Terminal (Raster) Fixed-width font that is the same as

the font your computer displays in
DOS



Chapter 7: Using Control Panel 145

In addition to the previously described fonts, an application may Device fonts
list device fonts. These are the fonts that are provided by the

device. For example, on print-wheel printers, font names

correspond to wheel names. These fonts cannot be added or

deleted with Control Panel, but they may be listed when the out-

put device is selected. Since there may not be a corresponding

raster font for the screen, Windows will usually substitute a

screen font in the same class.

Configuring Your System

You use commands from the Setup menu to change printer port
assignments, set the system default printer and specify its output
modes, and set up serial communications ports.

Connecting Printers

Windows needs to know which port your printer is connected to.
You use the Connections command to assign or change the port
for your printer(s). For example, if you decide to move your
printer from port LPT1 to port LPT2, you need to use Control
Panel to change the printer connections setting.

To change printer connections, follow these steps: Changing printer
connections
[1] Select the Setup menu and choose the Connections command.
A dialog box appears displaying a list of printers and a list of
ports.

Printer Connection

Eson Fa- 88 on Hone Htlme

Select the name of the printer you want to change from the
Printer list box. The current port assignment for the selected
printer is selected in the Connection list box to the right.

Select the desired port from the Connection list box.
Choose the OK button.
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Selecting default
printers and output
modes

Setting Up Printers

You use the Setup menu’s Printer command to specify the system
default printer and set its output modes. You also use it to set a
certain amount of time for printing problems to be corrected
before Windows sends you a message about the problem.

The system default printer is the printer used by applications
designed for Windows. Printer output modes are printer-specific
settings such as portrait (normal page orientation), landscape
(lengthwise page orientation), or color for plotters. These options
vary from printer to printer. If you have several printers installed,
you can use the Printer command to let Windows know which
printer you want to use.

The two Printer Timeouts settings let you adjust the amount of
time Windows waits before sending you messages about printer
problems. The Device Not Selected setting controls the amount of
time Windows waits before notifying you that a printer is off-line.
The default setting is 15 seconds. The Transmission Retry setting
controls the amount of time Windows waits for output characters
to be received by a printer before notifying you that it cannot
print to the device. The default setting is 45 seconds.

To select a system default printer or change printer output modes,
follow these steps:

[i] Choose the Printer command from the Setup menu. A dia-
log box appears listing all available printers and their port
connections.

e P P e T B e RO ]
Default Printer

PCL/Caserdet on CPM:
Postocript Printer on

rPrinter Timeouts (seconds)

Device not selected:

Transmission retry:
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To select a default printer, move to the Default Printer list box
and select the name of the printer that you want to serve as
the default.

Choose the OK button. Another dialog box appears containing
the default mode settings for your printer.

If necessary, change the settings.
Choose the OK button.

To change the amount of time Windows waits before sending you  Adjusting the printing
messages about printing problems, do the following: message delay

Choose the Printer command from the Setup menu. A dialog
box appears.

To change the Device Not Selected setting, move to that text

box and type the number of seconds you want Windows to
wait before sending you a message that the printer is off-line.

To change the Transmission Retry setting, move to that text
box and type the number of seconds you want Windows to
wait before sending you a message that it cannot print to the
device.

[4] Choose the OK button. A dialog box appears showing the
default settings for your printer.

If necessary, change the settings.
[6] Choose the OK button.

Setting Up a Communications Port

You use the Communications Port command to set up a serial
communications port. You would want to do this if you are set-
ting up a communications device or a serial printer.

Note If you are setting up a serial printer, check your printer’s
manual to make sure that the port settings you select are correct.

To choose a communications port, follow these steps: Choosing a

communications port
Select the Setup menu and choose the Communications Port

command. The Communications Settings dialog box appears
displaying the available serial ports and their port settings.
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Communications Settings

Baud Rate: @
Yord Length O4 (OS5 O6 (O7 @8

Parity () Even () 0dd (@ None |
Stop Bits @1 (1.5 ()2
Handshake () Hardware @ None

Port @ COM1: (O com2:

(0K ) ( Cancel )

Choose a port; the settings for that port appear.
Select the appropriate options.
[4] Choose the OK button.

Selecting Screen Colors

You use the Preferences menu’s Screen Colors command to adjust
the text and background colors on your screen. The Screen
Colors command also lets you adjust the shades of gray on the
screen. You can specify hue, brightness, and amount of color for
the following areas of your screen:

Screen background
Application workspace
Window background
Window text

Menu bar

Menu text

Active (selected) title bar
Inactive (unselected) title bar
Title-bar text

Active border

Inactive border

Window frame (the border that surrounds the window)

Scroll bars
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Here’s how to select screen colors: Adjusting screen

colors
[1] Select the Preferences menu and choose the Screen Colors

command. The Screen Colors dialog box appears.

Screen Colors

Window Text
Henu Bar

Window Text

( 0K ] ( Reset J [CancelJ

[2] In the list box, select the part of the screen or window for
which you want to adjust the color.

[3] To change the hue, move to the Hue scroll bar. Available
colors are shown in the color palette above the scroll bar.
Scroll to the right or to the left to choose a color. The
Sample area simulates the window appearance.

Use the RIGHT or LEFT key to change settings in small incre-
ments. To move across the scroll bar more quickly, use the
PAGE UP or PAGE DOWN key. If you are using the mouse, you
can click the scroll arrows or drag the scroll box.

[a] To change the brightness, move to the Bright scroll bar. Scroll
to the right to brighten the color (increase the amount of
white). Scroll to the left to darken the color.

If the Bright scroll box is at the extreme left of the scroll bar,
the color is black. If the scroll box is at the extreme right, the
color is white.

[5] To change the color, move to the Color scroll bar. Scroll to
the right for a more vibrant, intense color. Scroll to the left for
less intensity or saturation.

If the Color scroll box is at the extreme left of the scroll bar,
adjustments to the Hue and Bright scroll bars will result only
in black, white, and shades of gray.
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(6] When you have adjusted the screen colors to your satisfaction,
choose the OK button. If you have changed your mind and
want to return to the previous settings, choose the Reset but-
ton. This restores the original settings but does not close the
dialog box. To cancel the new settings and close the dialog
box, choose the Cancel button.

The Hue, Brightness, and Color controls are similar to those on a
color TV; adjust the controls until you have the effect you want.

Note You need to run the Setup program again if you want to
add or change graphics cards or change the resolution of the
graphics card you have already set up. You cannot use Control
Panel to make these changes in your system configuration. See
Chapter 1, “Getting Started,” for information on running Setup.

Changing the Window Border Width

The Border Width command in the Preferences menu lets you
change the width of the border around a window. You cannot
change the width of a fixed-size window, such as the Control
Panel window.

Adjusting the window  Here’s how to change border width:
border width

Select the Preferences menu and choose the Border Width
command. A dialog box appears.

Border width: IE

( Ok ) (Cancel)

(2] The Border Width text box shows the current width of the
border. Windows automatically sets the value to 5. To change
the border width, type a new number. The larger the number
the wider the border.

[3] Choose the OK button.
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Turning Off the Warning Beep

When you're using Windows, your computer sometimes beeps; for
example, this occurs if you press the wrong key. You can turn off
the beep by using the Warning Beep command from the Prefer-
ences menu.

You can tell if the Warning Beep feature is in effect by looking at
the Preferences menu. A checkmark appears by the Warning Beep
command when the feature is active.

Preferences

Screen Colors...
Border Width...
Mouse. ..

Country Settings...

To turn the beep on or off, do the following: Adjusting the beep

feature
[=] Select the Preferences menu and choose the Warning Beep

command.

Changing Mouse Options

The Mouse command in the Preferences menu lets you change
which mouse button you press and adjust how fast the mouse
pointer moves on the screen.

Windows generally uses only the left mouse button. You can
switch usage from the left mouse button to the right mouse but-
ton (and vice versa). With the Mouse Acceleration setting, you
can increase or decrease the speed at which the pointer moves
on the screen.



" Switching mouse

buttons

Adjusfing the pointer

speed

152 Microsoft Windows User’s Guide

Follow these steps to switch mouse buttons:

Select the Preferences menu and choose the Mouse command.
A dialog box appears.

louse Options

(iSwap left/right mouse buttons

Mouse Acceleration

O none @ pedium O high

| 0K | Cancel

[2] Set the Swap Left/Right Mouse Buttons option.
Choose the OK button.

To change the speed at which the mouse pointer moves across
the screen, do the following:

Select the Preferences menu and choose the Mouse command.
A dialog box appears.

[2] Choose the acceleration rate you want. The default is medium.
[3 Choose the OK button.

Once you have set these options, they remain set until you
change them. If you have switched the mouse button function,
applications that normally use the right button for extended
usage will now use the left button to perform these functions.

Changing Country Settings

You can set variables (such as date, number, and time formats) for
a particular country by using the Preferences menu’s Country Set-
tings command.



You can make changes to the following settings:

To

(2]
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Country
Time format (12- or 24-hour)
Trailing string (AM,, P.M,, etc.)

Time-separator symbol

Date format (month-day-year, year-month-day, etc.)
Date-separator symbol

Number-separator symbols

Number of significant decimal digits

List-separator symbol

Leading zero

Currency symbol

change country settings, complete the following steps: Adjusting country
settings

Select the Preferences menu and choose the Country Settings

command. You will see the Country Settings dialog box.

Country Settings

U-S.A. rIime Format

oL Jands @12 hour 11:59[AH_| 23:59[PH_]
Eggégm O 24 hour Separatur:m

rDate Format——— rNumber Format

@my  Obwy Qv | [1008: [, ] Decinl digits: 2]
Separator: Decimal:|[. |

List: D [JLeading Zero

rCurrency Format—
0K Reset Cancel =
= Synbol: @ Prefix () Suffix

In the country names list box, select the appropriate country
name.

Notice that the country settings automatically change to
correspond to the country you select.

If you do not want to make any modifications to the country
settings, choose the OK button. The settings will be saved and
will become your default values. See the following section for
information about changing the settings. If you want to return
to the original settings, choose the Reset button.
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Making new country
settings

Adjusting the time
format

Adjusting the date
format

Creating New Country Settings

If the country name you want is not shown in the list box, you
can create your own country settings.

Here’s how to do so:

[m] Select Other Country in the country names list box.

The settings displayed are for your current country setting (for
example, the USA settings). You can change any of the settings.

Changing the Time Format

To change the time format, follow these steps:

Move to the Time Format section.

Time Format

@12 hour 11:59[AH ] 23:59[PH_|

()24 hour Separator: E

[2] Select the time format you want (12- or 24-hour). Notice that
when you switch to the 24-hour format, the AM/P.M. designa-
tions disappear.

Move to the trailing-string text boxes (shown as 11:59 and
23:59) and type the appropriate trailing string (for example,
AM).

[4] Move to the Separator text box and type the time-separator
character you want (for example, :).

Changing the Date Format

Here’s how to change the date format:

[1] Move to the Date Format section.

Date Format

@ HDy () Diy (O VHD
Separator:
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Select the date format you want (M stands for month, D for
day, and Y for year).

Move to the Separator text box and type the appropriate date
separator (for example, /).

Changing the Number Format

To change the number format, do the following: Adjusting the number

format
Move to the Number Format section.

Number Format

toee: ] oo digits:[7]

Decimal: D

List: m [JLeading Zero

Move to the 1000 text box and type the symbol used to
separate the 1 from the 000.

Move to the Decimal text box and type the symbol used to
separate integers from decimals.

[4] Move to the List text box and type the symbol used to
separate items in a list.

Move to the Decimal text box and type the number of decimal
digits you want to display.

[6] Move to the Leading Zero check box. If you want a leading
zero in front of your decimal numbers, set this option.

Changing the Currency Format

Follow these steps to change the currency format: Adjusting the

currency format
Move to the Currency Format section.

{Currency Format

Synbol:[$ | @Prefix ()Suffix
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In the Symbol text box, type the appropriate currency symbol.

Move to the Prefix or Suffix option button and select the
option that corresponds to your currency. If the currency
symbol precedes the number, select the Prefix option. If it
follows the number, select the Suffix option.

Saving Country Settings Changes

Saving country Once you have adjusted the country settings to your satisfaction,

settings you can save them by choosing the OK button in the Country Set-
tings dialog box. The settings you have indicated will become
effective immediately, and your WIN.INI file will be updated to
reflect the changes.

If you decide to return to your original settings and keep the dia-
log box on the screen, choose the Reset button. To cancel the
new settings and return to Control Panel’s main window, choose
the Cancel button.

Quitting Control Panel

Once you have finished adjusting the different system settings,
you may want to quit Control Panel.

Exiting from Control To exit from Control Panel, follow this step:
Panel

Select the Installation menu and choose the Exit command.
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8 Using Spooler

In Microsoft Windows, files are printed by the Spooler program. m
When you choose a print command in a Windows application,

the application creates a print-spool file, and Spooler automatically
starts to print the file on the printer.

After Spooler starts, its icon appears on your screen. Spooler
works in the background so that you can continue to work in
an application while your file is being printed.
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Viewing the print
queue

Displaying Spooler in a Window

You can enlarge the Spooler icon to a window to look at the list
of files being printed. The file listing, called the print queue, lists
files in the order they will be printed. The listing also contains
information about your printer, including its port, port status
(whether the printer’s in use), and name. If necessary, you can
also work in the Spooler window to interrupt or cancel a print
job.

Spooler is used only for Windows applications. On a two-drive
system, the Spooler program is located on the Windows system
disk.

For information about setting up your printer, see your printer’s
manual. For details on adding or removing a printer and on speci-

fying printer modes and options, see Chapter 7, “Using Control
Panel.”

To look at the print queue, follow these steps:

[1] Select the Spooler icon.

[2] Select the icon’s Control menu and choose the Restore com-
mand. The Spooler window appears containing information
similar to that shown in the following figure.

Port |Port status

otepad - MEMD.
Notepad - LETTER.TKT

Application name |Job name
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Follow this step to view the print queue with the mouse: q

[8] Double-click the Spooler icon. B

The first file in the list is the one that is currently printing,
Spooler works on one job at a time in the order that the jobs
are listed. If the entire list cannot fit on your screen, the win-
dow will have a vertical scroll bar that you can use to see the
remaining entries.

Specifying Printing Speed

You use the Priority menu commands to specify how fast you
want to print your work. These commands change the rate at
which information is transferred from Spooler to the printer
ports.

If you want Spooler to print a job faster, do the following: Specifying how fast
to print
[|] Select the Priority menu and choose the High command.

This setting uses more of your computer’s processor time, causing
other applications to run more slowly.

If you want Spooler to print at a slower speed and free more
processor time for other applications, follow this step:
[8] Select the Priority menu and choose the Low command.

A checkmark next to the High or Low command on the Priority
menu indicates the current setting.

Halting or Canceling a Print Job

You use the Queue menu commands to temporarily halt or cancel
a print job.

Follow these steps to interrupt a print job: Interrupting a print
job
[1] Select the filename of the job you want to interrupt by press-
ing the UP or DOWN key or by clicking the filename with the
mouse.
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[2] Select the Queue menu and choose the Pause command. The
print-queue listing for that job now lists the port status as
paused.

Resuming a print job Do the following to continue printing the file:

[=] Select the Queue menu and choose the Resume command.

Canceling a print job  To cancel a print job, follow these steps:

[1] Select the filename of the job you want to cancel.

[2] Select the Queue menu and choose the Terminate command.
A dialog box appears asking you to confirm the cancellation.

[3] Choose the Yes button.

Warning If you terminate a job that is printing in graphics
mode, you may need to reset your printer to ensure that the
buffer is cleared.

Spooler Messages

Displaying Spooler Spooler sometimes displays information about the status of your

messages printing jobs. If Spooler needs to display information, but the
Spooler window or icon is not selected, the title bar or icon will
flash. Select Spooler’s window or icon to display the message.

Some of the messages Spooler sends depend on the settings you
specify in Control Panel’s Setup menu. See the section called “Set-
ting Up Printers” in Chapter 7, “Using Control Panel,” for more
information.

Note You can print from a Windows application without using
Spooler. This may be preferable when running Windows on a
two-drive system since it conserves disk space. To use this fea-
ture, you need to edit your WIN.INI file. See the section called
“Settings in [Windows]” in Appendix A, “Customizing Your
WIN.INI File,” for more information.
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Quitting Spooler

After the files in the print queue have been printed, you can quit
Spooler. If you quit Spooler while files are still in the print queue,
the remaining print jobs will be terminated.

To exit from Spooler, do the following: Exiting from Spooler

Select the Priority menu and choose the Exit command.

If print jobs remain in the print queue, a dialog box appears ask-
ing you to confirm the cancellation.
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9 Using Standard Applications

In earlier chapters, you learned to use applications that were
designed to run with Microsoft Windows. This chapter explains
how to run applications that were not designed specifically for
Windows; these are known as standard applications. Applications
that run under DOS —such as Microsoft Multiplane, Microsoft
Word, Lotus 1-2-3, and MultiMate — can run with Windows. You’ll
find that it is faster, easier, and more efficient to work with your
applications when they are run with Windows.
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How standard
applications look

Applications that run
in a window

Introduction to Standard Applications

Running standard applications from Windows provides several
benefits, including the following:

B You can run several applications simultaneously and switch
from one to another.

® You can transfer information from a standard application to
another application.

8 Often, you can run your standard application in a window and
use Control-menu commands to manipulate the application.

Note Windows allows you to run only the applications that nor-
mally run on your computer. In other words, applications written
for operating systems other than DOS (XENIX, for example) will
not run with Windows.

How Windows Displays Standard Applications

When you run standard applications from Windows, they are
displayed on the screen in one of two ways: in a window or full-
screen. An application that runs in a window looks similar to Win-
dows applications and has many Windows features, including a
Control menu and a title bar. These applications are described

in more detail in the following section. A full-screen application
looks much the same as when you run it without Windows. (Gen-
erally, standard applications that display graphics are displayed
full-screen.) Details on these applications are given in the section
called “Using Full-Screen Applications” later in this chapter.

The way an application appears on the screen is determined by
the amount of computer memory that has been reserved for it,
the way it uses system resources and hardware, and the way it
has been set up to run. Some applications can run either in a
window or full-screen, while others can run only full-screen.

Using Applications That Run in a Window

There are many applications that can run in a window.
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This standard application is running in a window.

0
|{COMMAND : E}ﬁuﬂ Blank Copy Delete Edit Format Goto Nelg Insert Lock Hove
: ame u

Options Print ﬂuit Run Sort Transfer Ualue Window Rternal

Select option or type command letter
R1C1 100% Free Multiplan: TEHP

If your application has any of the following features, it probably
can run in a window:

B The application can be set up to run with Windows, TopView,
or an American National Standards Institute (ANSI) device
driver. Check your application’s installation instructions for
information on this feature.

B The application software includes a TopView PIF file that
allows the application to run in a TopView window.

B The application displays text by using standard DOS, ROM
BIOS (read-only memory/basic input and output system), or
ANSI call conventions. This feature may be difficult to deter-
mine. If you don’t know this information, base your decision
on the two previously listed features.

If your application has none of the above features, you may need
to experiment to determine whether or not it runs in a window.
The section called “Determining Whether an Application Can Run
in a Window” later in this chapter gives details on how to do this.

When a standard application runs in a window, it has a title bar
and a Control menu, just like Windows applications do. However,
Windows adds several commands to your standard application’s
Control menu; this is described in the section called “Transferring
Information” later in this chapter.
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Full-screen
applications

Standard applications that run in a window can also be run full-
screen. Full-screen applications are described in the following
section.

Note When you use the Minimize command or box to shrink a
standard application that is running in a window, you see an icon
for the application, just like you do for a Windows application.
The icon is a rectangle that contains an abbreviation of the
application’s name.

5-D0S Executive

File Uiew Special

A= C:CHRIS \WINDOUS
LA REUERS! .EXE
ABC. TXT ROMAN. FON
CALC.EXE  SCRIPT.FON
CALENDAR.EXE ~ SPOOLER.EXE
CARDFILE.EXE  TERHINAL .EXE
CLIPBRD.EXE  THSRA.FON
CLOCK.EXE  WIN.COM
CONTROL.EXE ~ WIN.INI
COURA.FON  WIN208.BIN
DOTHIS.TXT  WIN208.0UL
HELUA.FON  WINOLDAP.GRB
HODERN.FON  WINOLDAP. HOD
HSDOS.EXE  WRITE.EXE
NOTEPAD . EXE

PAINT.EXE

PRACTICE YR

READIE . TXT

Icon for the standard application

Using Applications That Run Full-Screen

Some standard applications must be run full-screen. Applications
that display graphics on the screen, or those that have direct
access to the part of memory that is used by the screen, cannot
be run in a window.

When an application is running full-screen, Windows temporarily
removes itself from the screen. When you switch to another appli-
cation, the full-screen application becomes an icon. Moving from
one application to another is described in the section called “Mov-
ing Between Applications” later in this chapter.

When you run a full-screen application, all other applications,
including Windows applications, suspend operation. They resume
operation when you quit the full-screen application or shrink it to
an icon.
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This standard application is running full-screen.

4 N

Tou to Prepare Cappuccino

A Bit of History

Cappuccino is said to be named for the Capuchin monks who
felt that a meal was not complete without this dessert
coffee. Cappuccino in the strictest sense is made up of
espresso topped with foamed milk, but you may want to try
adding a bit of cinnamon, nutmeg, cocoa, or whatever else
suits your taste.

Before You Start

- Check to see that the steam nozzle has been swung around
to the right. This gives you more freedom to move the
pitcher as you foam the milk.

- Use larger cups (4-6 oz. size) than you use for serving
espresso.

COMMAND: Alpha Copy Delete Format Gallery Help Insert Jump Library
Options Print Quit Replace Search Transfer Undo Window
739 characters (6938624 bytes free)
Page 1 {} ? Microsoft Word: CAPP.DOC

. S/

Using Memory-Resident Applications

Memory-resident applications are programs such as network Memory-resident
servers, pop-up applications, expanded-memory managers, and applications
disk-caching programs such as SMARTDrive. Most memory-

resident applications are special programs that extend the power

of your computer and add-on cards. They work silently and

require no interaction with the user. Pop-up programs, such as

Sidekick, are memory-resident applications that let you enter,

view, and process information. These programs temporarily

suspend your current application while you work with them,

then let you return to the suspended application.

If you want to use memory-resident applications, you must start
them before you start Windows. Once started, memory-resident
applications are always ready for use when you or DOS need
them. However, if your memory-resident application is a pop-up
program, you may not be able to use it while Windows applica-
tions are on the screen. You can, however, use the application
while running full-screen standard applications.

Windows Desktop applications provide many of the features found
in popular pop-up programs. You should consider using the Desk-
top applications instead of the pop-ups. If you do decide to run
pop-ups, be aware that some of them may not run properly with
Windows because they were not designed especially for Windows.
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Using PIF files

Running standard
applications from
PIF files

Running standard
applications from
batch files

Using Program Information Files

Because standard applications were not written for Windows, they
require program information (PIF) files to run with Windows. PIF
files supply information to Windows about how an application
uses the screen, system memory, and other computer resources.
For example, Windows uses PIF files to learn how much memory
an application needs. You can recognize PIF files by their .PIF
extension. For information on creating and editing PIF files, see
Chapter 10, “Using PIF Editor.”

If there is no PIF file for an application, Windows uses a set of
default program characteristics to run the application. However,
you are encouraged to use PIF files with your standard applica-
tions because a PIF file allows you to run the application in the
most efficient way. A PIF file may also give your application more
capabilities than it is given when you rely on the default PIF set-
tings. For example, using the default settings prevents you from
switching to other applications unless you first exit from the
application you are running.

You can start an application by running its PIF file; this process is
described in the section called “Starting an Application from a PIF
File” later in this chapter. Windows runs the application named in
the file and uses the resource settings listed there. A number of
PIF files for popular applications are provided on your Windows
disks. You may also find that your standard application’s disk
includes a PIF file.

You can create more than one PIF file for an application so that
you can run it in different ways at different times. For example,
when you start Microsoft Multiplan to work on business, you may
want to be in a directory you’ve set up for business data. When
you start Multiplan to work on personal data, you may want to be
in another directory. You can set up Multiplan to run both ways
by creating two different PIF files for starting the program, for
example, MPWORK.PIF and MPHOME.PIF. Each PIF file starts

the same Multiplan program, but the first PIF file opens the pro-
gram in the MPWORK directory and the second opens it in the
MPHOME directory.

If you run a standard application from a batch file, you should
create an additional PIF file for the batch file. Set the options in
the batch PIF file to match those in the application PIF file, and
give the PIF file the same base filename as the batch filename
(the PIF file will have the .PIF extension).

Occasionally when you are using a batch file to run an applica-
tion, Windows displays a message saying “Not enough memory
to run.” This may occur because the application’s PIF file does
not specify enough memory to run both the batch file and the
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application. To correct this, increase the amounts specified in the
KB Required and KB Desired text boxes in the PIF file to allow
adequate memory to run both files.

Starting Standard Applications

There are two ways to start a standard application. You can run
the application’s PIF file, or you can run the application file (a file
with a .EXE, .COM, or .BAT extension). In both cases, you run the
file from the MS-DOS Executive window.

Whenever possible, you should use PIF files to start your standard
applications, then you can take advantage of the preset options
that make your application run more efficiently. In some cases,
you may want to have more than one PIF file for an application,
each with different options selected. In such cases in particular,
you should use the desired PIF file to start the application. (If you
use the application file, Windows by default uses the PIF file with
the same base filename and runs your application using those
options. These may not be the options you want to use at that
time.)

If you start an application from a PIF file, the PIF file must be in
the same directory as the application, or the application must be
in a directory listed in the PATH variable in your AUTOEXEC.BAT
file. As an alternative, you can list the full pathname of the applica-
tion in the PIF file. See Chapter 10, “Using PIF Editor,” for details
on changing your PIF file.

Starting an Application from a PIF File

To use a PIF file to start your application, follow these steps: Starting applications

from PIF files
[i] Move to the directory that contains the PIF file. For PIF files

supplied with Windows, this is the PIF directoryj; it is created
when you install Windows.

[2] Copy the PIF file to your standard application’s startup disk
or directory, or make sure the directory containing the appli-
cation file is in your PATH variable.

Select the PIF file and press the ENTER key or, with the mouse,
double-click the filename.
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Starting applications
by using their
filenames

Checking for window
capabilities

Returning to Windows

Starting an Application by Using Its Filename

If you start the application by using its filename, you must first be
sure that any related PIF file has the same base filename so that
Windows can locate it. For example, if you use the file named
DBASE.COM to start dBASE II, the associated PIF file must be
DBASE.PIF.

Follow this step to start an application by using its filename:

[m] Select the application filename and press the ENTER key or,
with the mouse, double-click the filename.

Note An application may have more than one .EXE or .COM file
on its disk. You should have a separate PIF file for each one.

Determining Whether an Application
Can Run in a Window

You can determine whether a standard application can run in a
window by editing the application’s PIF file and then running the
application.

Before trying the following procedure, you should close all other
applications, including Windows applications. Then if your appli-
cation doesn’t run in a window and you have to quit Windows
temporarily, you will not lose any information from other appli-
cations.

You can check to see if your application can run in a window by
following these steps:

Turn off the Directly Modifies Screen check box in the
application’s PIF file. (For information on setting options in
the PIF file, see Chapter 10, “Using PIF Editor.”)

[2] Run the application.

If the application displays information outside the window, it can-
not run in a window.

If the application does not run in a window, you can return to
Windows and correct the PIF file by doing the following:

[1] Quit the standard application using its quit or exit command.
[2] Quit Windows and then restart it.
[3] Turn on the Directly Modifies Screen check box in the PIF file.
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Displaying the Control Menu

If your standard application is running in a window, Windows
adds commands to the Control menu, for example, the Mark,
Copy, Paste, and Scroll commands. The other Control-menu com-
mands allow you to manipulate the standard application’s window,
just as they do for Windows applications.

Minimize ALt+F9
Maximize Alt+F18

Llase fleFs is 1
is 1.414214
Mark is 1.732051
Copy is 2
e is 2.236068
||| Baste is 2.44949
scroll is 2.645751
he square root of 8 1s %.828&27

The square root of 9 is
HOk

These commands are added to the Control menu.

Even though your application is running full-screen, it may have a
Control menu (this usually is true for an application that allows
you to switch to other programs without quitting the application).

To see if your full-screen application has a Control menu, follow Checking for a
this step: Control menu

Press ALT, SPACEBAR.

If a full-screen application has a Control menu, you can shrink the
application to an icon by choosing the Minimize command from
the menu.

In standard applications, the Control menu contains commands for
transferring information between applications (Mark, Copy, Paste),
in addition to the Close command for closing the window. These
commands are described in the sections called “Transferring Infor-
mation” and “Quitting Standard Applications” later in this chapter.
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Switching from a
full-screen application

Switching from an
application that runs
in a window

Using ALT+TAB

Note You can use the direct-access method to choose com-
mands from a menu in a full-screen standard application, just as
you can with applications that run in a window. The direct-access
method lets you choose a command by pressing the key that
corresponds to the underlined character in the menu-command
name. In full-screen applications, however, the character may not
be underlined; the appearance of the character is determined by
the display device you are using.

Moving Between Applications

To switch from one standard application to another (or to a Win-
dows application), you can usually follow the regular Windows
procedures.

If you switch from a full-screen application to another full-screen
application, the new application’s screen is displayed. If you
switch to an application that runs in a window, the application’s
window or icon is brought to the front of the screen and becomes
active. The full-screen application you just left is represented by
an icon on the screen and suspends operation until you return

to it.

Some full-screen standard applications may not allow you to
switch to any other applications until you exit from the applica-
tion. In this case, the system sounds a warning beep, and the
application remains on your screen. When you exit from the
application, you return to the Windows screen. You can then
switch to the other applications.

If you are working in an application that runs in a window, you
switch to a full-screen application by following these steps:

[1] Press ALT+ESCAPE. If you're using the mouse, you can click the
window or icon (you may need to do this several times). This
selects the full-screen application’s icon, and the application
name is displayed.

[2] Press ALT, SPACEBAR (or click the icon with the mouse) to
display the icon’s Control menu.

[3] Choose the Maximize or Restore command.

You can also switch between applications by pressing ALT +TAB.
When you release ALT +TAB, the application window or screen is
restored.
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Note If you are using a two-drive system and want to keep your
data files on separate disks, be sure that the correct data disk is in
the drive when you switch programs.

Transferring Information

There are two ways to copy information between applications:
you can transfer a complete screenful of information from an
application, or you can transfer portions of information.

Information that you are transferring is stored on the Windows
Clipboard. For information on Clipboard, see Chapter 6, “Using
Clipboard.”

Copying an Entire Screen

To copy the entire screen from a standard application to the Copying a screenful
Clipboard, follow these steps: of information

[1] Make sure that the information you want to copy is on the
screen.

[2] Press ALT +PRINTSCREEN.

This takes a “snapshot” of the screen. The information is now
available on the Clipboard and can be transferred to Windows
applications.

If you are unable to capture a graphics screen by pressing
ALT + PRINTSCREEN, it may be for one of the following reasons:

® In the application’s PIF file, the Graphics/Text option in the
Screen Exchange section is not selected. This option must be
selected to reserve space in memory for storing the screen
image.

® If you are trying to copy from a medium-resolution or high-
resolution screen, the memory required to store the screen
image may be too large for the image to be transferred.

You can experiment to see if your screen can be transferred to
the Clipboard. If it cannot be transferred, you will hear a beep
when you press ALT + PRINTSCREEN.

Copying Partial Screens

To transfer selected parts of the screen, use the Mark, Copy, and
Paste commands from the Control menu.
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Selecting information

O

Using the Mark Command

You use the Mark command to select information on the screen
so that you can copy it to the Clipboard.

Follow these steps to select information for copying:

[1] Select the Control menu and choose the Mark command.
A rectangular cursor appears at the upper-left corner of the
window.

[2] Press the DIRECTION keys to move the cursor to the begin-
ning of the information you want to select. Press and hold
down the SHIFT key, then use the DIRECTION keys to select the
information.

For example, to select a paragraph, move the cursor to the
first character of the paragraph. Press and hold down the SHIFT
key. Use the RIGHT key to go to the end of the line, then use
the DOWN key to go to the last line of the paragraph.

[3] Release the SHIFT key.

You use the Mark command to select text.

Follow these steps to select information with the mouse:

[1] Select the Control menu and choose the Mark command.
A rectangular cursor appears at the upper-left corner of the
window.
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[2] Drag the cursor across the information that you want to select.
(3] Release the mouse button.

To cancel the selection, follow this step: Canceling a section

[8] Press the ESCAPE key or, with the mouse, click outside the
selected area.

Using the Copy Command

After you’ve selected the information, you can copy it to the Copying information
Clipboard by following this step:

[=] Select the Control menu and choose the Copy command.

Using the Paste Command

You use the Paste command to transfer compatible information
from the Clipboard to another application or to another place in
the same application. You can paste text onto a full-screen stan-
dard application. However, you cannot paste graphics onto any
standard applications.

If an application has more than one mode, it must be in its text-
entry mode in order for text to be pasted onto it. For example, it
is common for word-processing applications to have a text-entry
mode for typing text, and a command mode for controlling format
or insertion-point movement. You should change to the text-entry
mode before pasting text onto such an application.

To paste information from the Clipboard, follow these steps: Pasting information

[1] Move the application’s insertion point to the area where you
want to insert the information.

[2] Select the Control menu and choose the Paste command.

If you paste formatted text, the text will transfer but not the
formatting.
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This text was copied from Notepad ...
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Scrolling the Window

In addition to the Mark, Copy, and Paste commands that Windows
adds to a standard application’s Control menu, Windows may also
add the Scroll command.

When a standard application is running in a window, Windows
acts as a kind of viewer, displaying information inside the window
which would normally fill the whole screen. As a result, you may
not be able to see all the information, especially if the application
is sharing the screen with several other windows. You can use the
Scroll command to move the information in the window so that
you can see other parts of the file.

The Control menu’s Scroll command is independent of com-
mands your application may have for scrolling information. The
application may have additional scrolling commands or keys for
moving to other parts of a file. See the application’s manual for
this information.

To scroll a window, follow these steps: Scrolling through
a file

Select the Control menu and choose the Scroll command.

[2] Use the keys described in the following list to scroll in the
desired direction.

Press these keys to scroll through a file:

To scroll Press

Up one line UP

Down one line DOWN

Left one character LEFT

Right one character RIGHT

Up one screen PAGE UP
Down one screen PAGE DOWN
To the beginning of a line HOME

To the end of a line END

To stop scrolling, follow this step:

[E] Press the ESCAPE key or the ENTER key.

To scroll with the mouse, you can use the window’s scroll bars.
See Chapter 4, “Techniques,” for details.

[+d
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Swapping
applications

Running Multiple Applications

With Windows, you can run as many applications at the same time
as your system will allow. In addition, if you have a hard disk or a
memory-expansion card, Windows can run more standard applica-
tions than can fit in memory.

If you try to start a standard application and your system doesn’t
have enough memory, Windows tries to share available memory
by temporarily moving another application (and even parts of
Windows itself) to the hard disk. This is referred to as “swapping.”
When you switch to the application that was swapped, Windows
moves another application out of memory and brings the selected
application back into memory.

Windows can also swap applications to expanded memory. To use
this feature, your expanded-memory manager must support Win-
dows 2.0. You must also edit the [pif] section in your WIN.INI

file so that the /E option is specified in the swapdisk= entry. See
Appendix A, “Customizing Your WIN.INI File,” and Appendix E,
“Special Notes on Using Windows,” for more information on using
expanded memory.

To run multiple applications efficiently, run the largest application
first, or specify the size of the swap area in the WIN.INI file. See
Appendix A, “Customizing Your WIN.INI File,” for details.

When your system has low memory, Windows may excessively
swap information from your disk, causing your system to run
more slowly than normal. When this occurs, it is recommended
that you close any applications that you do not need. This will
give Windows more memory to manage your remaining appli-
cations.

If you try to run a standard application and Windows displays a
message that there is not enough memory, try closing some of the
applications you are running, then try to run the program again.
You could also choose to reset the KB Required and KB Desired
options in the PIF file, as described in the next section.
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Running Large Standard Applications

Occasionally, you may want to run a standard application that Freeing up memory
requires more memory than is available when Windows is run-

ning. When you try to run such an application, Windows displays

a message saying “Not enough memory to run.” You can free up

more memory to run the application by ensuring that Windows

automatically swaps out unused parts of itself when you start the

application. You can choose between two methods to do this:

B Set the KB Desired amount in the application’s PIF file to —1.
When you run the application, Windows automatically frees up
additional memory for the application by swapping out unused
parts of Windows and any Windows applications; swapping
will not occur if the application uses a communications
(COM) port.

B Set the Directly Modifies Memory option in the application’s
PIF file, then close all Windows programs except MS-DOS
Executive and run the application. Windows swaps out unused
parts of itself and gives the application most of the available
memory. A small amount of memory is reserved for transfer-
ring information to the Clipboard. When you are finished using
the application, you must quit the application to return to
Windows. When you quit the application, the Windows screen
returns.

Note There may be other cases when you will see the message
saying “Not enough memory to run.” For a list of these cases
and corrective actions you can take, see the section called “Not
Enough Memory to Run” in Appendix B, “System Messages.”

If your application runs in a window, you can set the amount of

memory without using a PIF file. To do this, create an entry in the
[pif] section of the WIN.INI file, as described in the section called
“Settings in [Pif]” in Appendix A, “Customizing Your WIN.INI File.”

Quitting Standard Applications

To quit a standard application, you use the application’s quit

or exit command. Normally when you quit an application, it is
removed from your screen. However in some cases, information
is left on the screen. If the application was running in a window,
parentheses surround the application’s name in the title bar.




180 Microsoft Windows User’s Guide

Exiting from standard
applications

To remove the information from the screen, follow this step:
[#] Select the Control menu and choose the Close command.
Note When closing COMMAND.COM, you must first exit from

the program by typing exit in the command line. Then you can
close the window by using the Control menu’s Close command.



10 Using PIF Editor

As you learned in the previous chapter, program information (PIF) ——
files are the files that tell Microsoft Windows how to run standard FIF
applications in the most efficient way. To create or revise PIF
files, you use PIF Editor. For example, you might use PIF Editor
to change the program settings in your application’s PIF file to
give the application more of the machine’s available memory.

This chapter explains how to use PIF Editor. For information on
using PIF files with your standard applications, see Chapter 9,
“Using Standard Applications.”
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Creating a PIF File

In some cases, your application will not have a PIF file and you
will need to create one. (Be sure to check the PIF directory to
see if Windows has supplied a PIF file for your application.)

Creating PIF files To create a new PIF file, follow these steps:

[1] Start PIF Editor by running the PIFEDIT.EXE file from the MS-
DOS Executive window. (The PIFEDIT.EXE program may be
located in the PIF directory.) Your PIF Editor screen will look
something like the following one.

AN

#iProgran Infornation Edito

File
Program Name: L I
Program Title: L I

Progran Parameters: | ]
Initial Directory: [ ]
Memory Requirements: KB Required KB Desired

Directly Modifies [ Screen Jcomt [ Hemory

[ Keyboard [JCoM2
Program Switch ' Prevent @ Text ' Graphics/Hultiple Text
Screen Exchange ' None @ Text rGraphics/Text

Close Window on exit [J

[2] Type the application’s filename in the Program Name text box.
Include the original extension (.exe, .com, or .bat). If the appli-
cation is in a subdirectory, type the full pathname including
the drive letter, or make sure the directory is listed in your
PATH variable.

[3] Select the options or values that apply to the program. (For
more information, see the section called “PIF File Options”
later in this chapter.)

[4] Select the File menu and choose the Save command to save
the new PIF file.
To create another PIF file, do the following:

[=] Select the File menu and choose the New command. This
resets the PIF Editor screen.
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Editing a PIF File

Usually you will not need to change the information in your PIF Changing information
files unless you want to change the settings for a particular pro- in PIF files

gram. The following is a partial list of situations that would

require editing an application’s PIF file:

B You want to set up an application to run in a window.

E You want to give an application the maximum amount of avail-
able memory on your machine.

B An application is not running as expected. You want to
increase the memory requirements to see if the program will
run better.

E You want to free up more memory for running a large applica-
tion by having Windows swap unused parts of the Windows
program to the hard disk when the application is started.

B Your application is located in a subdirectory and the PIF file
supplied for the application does not list the full pathname of
the program. You need to change the pathname listed in the
Program Name text box.

B You want to specify a program parameter or change the
default directory that contains your application’s data files.

Editing procedures for some of these situations are listed in the
section called “Situations Requiring PIF File Changes” at the end
of this chapter.

Before editing a PIF file, it is a good idea to make a backup copy
of the original. If your edited file does not run as expected, you
can go back to the original and start over.

To edit a PIF file, follow these steps: Editing a PIF file

[1] Start PIF Editor by running the PIFEDIT EXE program from the
MS-DOS Executive window. (The PIFEDIT.EXE program may
be located in the PIF directory.)

[2] Select the File menu and choose the Open command. You will
see a dialog box listing the available PIF files.

Select the filename or type it in the text box, then choose the
Open button or press the ENTER key. If the filename is not
listed, type the full pathname of the file in the text box. To
open the file with a mouse, double-click the filename.

Change the options.

[ =]

Select the File menu and choose the Save command to save
your changes.



184 Microsoft Windows User’'s Guide

PIF File Options

The following sections describe the entries in a PIF Editor
window.

Program information =~ About the Program There are four entries for information
about your application program:

B Program Name. Type the application’s pathname, including the
filename extension — for example, a:dbase.com.

® Program Title. Type a descriptive name that will appear in the
window’s title bar when you select the program’s icon — for
example, IBM Writing Assistant.

® Program Parameters. Type any parameters your program might
need. These are the same parameters you would type after the
application’s filename when starting the program from outside
Windows. For example, to run Microsoft Word in text mode,

type /c.

If you want Windows to prompt you for parameters, type ?.
When you try to run or load the application from the MS-DOS
Executive window, you will be prompted for the parameters.
Parameters can be filenames, letters, numbers, or any type of
information up to 62 characters. If your application requires
no parameters, or if you are uncertain, leave this option blank.
(You cannot use this entry to redirect /O or to do piping.)

B Initial Directory. Type the drive and directory you want Win-

dows to go to when the application is started. This is usually
the location of the application’s data files.
Some programs require that certain files used by the program
be located in the default directory. You should specify an ini-
tial directory for these programs to make certain the program
can find the files.

Memory information Memory Requirements These two items describe the memory
your application needs:

B KB Required. Type the minimum amount of memory in kilo-
bytes (KB) that your application requires. Check the system
requirements of your application. If you don’t know how much
is required, leave the default setting.

If Windows cannot provide the specified amount of memory,
and you are running other applications, you will see the mes-
sage, “Not enough memory to run.” You may need to close
some applications before continuing.
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If you have a hard disk, you may be able to free up additional
memory by having Windows swap, or remove itself, tem-
porarily from memory. See the section called “Situations
Requiring PIF File Changes” at the end of this chapter for
more information on freeing memory.

® KB Desired. Type the maximum amount of memory your pro-
gram can use. Some applications run more efficiently if more
than minimal memory is provided.
If you leave this entry blank or type zero, Windows will allo-
cate all available memory to the application.
If you enter —1 in this field and the application is set up to
run full-screen, Windows will attempt to swap itself to the
hard disk to make room to run the application. (If any applica-
tion is running that uses a communications port, Windows will
not be able to swap the application or itself.)

Note Some utility programs that check available memory may
not provide correct results when run from Windows. For exam-
ple, DISKCOMP may give you the message “Not enough memory
to run” when in fact, there is plenty of memory. If you see this
message, close some applications and try again, or run the utility
program from outside Windows.

Directly Modifies Many applications use system resources in System-resource
ways that cannot be shared with other programs. In the following  information
group, select any options that apply to your application:

8 Screen. Turn on this check box if the application writes
directly to the screen buffer (video memory). Applications
that display graphics are in this category. Such applications
cannot be run in a window. Selecting this option will run the
application full-screen. If you are uncertain, select this option.

B Keyboard. Turn on this check box if your application uses the
keyboard buffer. The keyboard buffer is the area where key-
strokes are saved until they are processed.

Selecting this option prevents the application from running in
a window or switching back to Windows when you press
ALT +ESCAPE. This option also prevents you from using Control
menu’s Mark, Copy, and Paste commands. If you are uncertain,
do not select this option.

B COMI1. Turn on this check box if your application uses serial
communications port 1 (COM1). If you select this box, Win-
dows cannot run any other application that uses COM1 until
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you quit the first application. This prevents two applications
from trying to use the same communications port at the same
time.

Selecting this option also prevents the application from being
swapped to the hard disk. Some programs must remain in
memory at all times. Generally, you need to select this option
only if you are running a communications application.

® COM2. Turn on this check box if your application uses serial
communications port 2 (COM2). If you select this box, Win-
dows cannot run any other application that uses COM2 until
you quit the first application. This prevents two applications
from trying to use the same communications port at the same
time.

Selecting this option also prevents the application from being
swapped to the hard disk. Some programs must remain in
memory at all times. Generally, you need to select this option
only if you are running a communications application.

® Memory. Turn on this check box if your application uses a
memory-resident application (for example, Sidekick). These
programs usually load and remain in memory, and are acti-
vated while other applications are running. If you are uncer-
tain, do not select this box. For more information on this type
of application, see the section called “Using Memory-Resident
Applications” in Chapter 9, “Using Standard Applications.”
You may wish to set this option in order to run a very large
standard application. The option causes Windows to remove
itself temporarily from memory to make room to run the pro-
gram. To return to Windows, you must quit the application.
Selecting this option prevents data transfer to or from your
application. You must close this application before switching

to another.
Switching Program Switch If your application is running full-screen, the
applications following options determine whether you can switch back to Win-

dows by pressing ALT +ESCAPE. If you are uncertain which option to
choose, choose Text.

B Prevent. Select this option to conserve memory for the appli-
cation, or if you find that Windows does not switch correctly.
If you select this option, you must quit the application to
return to Windows.
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B Text. Select this option if your application works in text mode
only, or if it runs in text and graphics modes and you want to
conserve memory. Windows will reserve four kilobytes to save
the screen image.

If you select this option, you will be able to switch back to
Windows only when the application is in text mode. If the
application is in graphics mode, you must quit the program to
return to Windows; Windows will beep when you press

ALT + ESCAPE.

B Graphics/Multiple Text. Select this option if your application
works in graphics mode. If you select this option, Windows
allocates extra memory (16—36K) for you to switch back to
Windows when the application is in text or graphics mode.

You may not be able to switch from a standard application that
uses high-resolution color modes because of the extensive
memory that is required.

Screen Exchange These options let you specify the kind of Exchanging data
data exchange (text or graphics) between Clipboard and applica-  using Clipboard
tions that require exclusive access to the screen. As described in

the section called “Transferring Information” in Chapter 9, “Using

Standard Applications,” you press ALT +PRINTSCREEN to put “snap-

shots” of the screen on the Clipboard. This copies the entire

screen and requires Windows to reserve memory to save the

screen image. Text screens do not usually require much memory

(two kilobytes). However, low-resolution graphics screens gen-

erally require up to 32K of memory. You should keep this in mind

as you select options. If you are uncertain, choose Text.

You cannot take a snapshot of a high-resolution color screen
because of the extensive memory that is required.

B None. Select this option to prevent any exchange of screen
data between a full-screen application and Clipboard. This con-
serves memory.

B Text. Select this option to allocate memory to take snapshots
of text screens. If your application runs in a window, select
the Text option.

B Graphics/Text. Select this option to allocate memory to take
snapshots of text and graphics screens.

Close Window on Exit This option closes the standard applica- Closing a window
tion window when you exit the program, rather than leaving
information on the screen.
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Default settings

Changing a pathname
listing

Default Settings

If you run an application and Windows cannot find a PIF file,
Windows uses the following settings:

B Program Title: Ignored

B Initial Directory: Ignored

B Memory Required (KB): 52

B Memory Desired (KB): All available memory
B Directly Modifies: Screen

B Program Switch: Prevent

B Screen Exchange: Text

B Close Window on Exit: Does not close

Be aware that using the default settings for a PIF file may cause
problems with some programs. For example, some programs may
need an initial directory to run properly. Also, remember that
since Program Switch is set to Prevent, you cannot switch from
your application to Windows by pressing ALT + ESCAPE.

Situations Requiring PIF File Changes

The following are procedures for some common situations in
which you should edit your application’s PIF file. See the section
called “Editing PIF Files” earlier in this chapter to learn how to
use PIF Editor to open a PIF file for editing.

Listing a Pathname for an Application

When an application is located in a subdirectory, the PIF file that
is supplied with Windows will probably not list the full pathname
of the program. For example, the PIF file for Microsoft Chart lists
CHART.EXE as the program name, yet you may have CHART.EXE
in a directory called CHART. You need to change the program
name to include the full pathname: \CHART\CHART.EXE.

To edit the PIF file, follow these steps:

(il Use PIF Editor to open the PIF file.

2] Type the full pathname of the application in the Program
Name text box.

Select the File menu and choose the Save command to save
your changes.
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Setting Up an Application to Run in a Window

Some applications have installation instructions that allow you
to set them up to run with Windows, IBM TopView, or an ANSI
device driver (ANSLSYS). If the program offers any of these
options, you usually can run it in a window.

To run an application in a window, follow these steps: Running an
application in a
Use PIF Editor to open the PIF file. window

[2] Turn off the Directly Modifies Screen check box.

[3] Select the File menu and choose the Save command to save
your changes.

Do this for all related .COM or .EXE files included in the
application.

Freeing up Additional Memory

You can instruct Windows to swap, or temporarily remove itself,
from memory when you run a standard application. This frees
additional memory that can be used for the application. You must
have a hard disk for Windows to swap to.

To allow Windows to swap, follow these steps: Swapping

[1] Use PIF Editor to open the PIF file.
[2] Set KB Desired to — 1.

[3] Select the File menu and choose the Save command to save
your changes.

Note This swapping may not occur if you are running a Win-
dows application that uses a communications port (for example,
Terminal). When Windows tries to swap itself to the hard disk,
any applications that are running are suspended. Swapping is
prevented in order to avoid problems with applications that use
communications ports.
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Changing available
memory

Getting help
information

Giving an Application All Available Memory

At times, you may want to give an application the maximum
amount of available memory so it will run better with Windows.

To change the amount of available memory, follow these steps:

[l Use PIF Editor to open the PIF file.

[2] Change the amount in the KB Required option by typing 640
(or set the Directly Modifies Memory check box).

Select None from the Screen Exchange options.

[4] Select the File menu and choose the Save command to save
your changes.

(5] Close all other applications except MS-DOS Executive and run
the application.

Getting Help with PIF Files

You can get on-line information about PIF files or about using PIF
Editor.

To read help information, follow these steps:

[il Press the F1 function key or click F1 =Help in the menu bar.
(2] Select a topic, then choose the Help button.
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11 Commands

This chapter describes the commands you use to manipulate
windows, to work with files, to adjust your system settings, and to
print files. The command summaries are organized by menu; they
describe the functions of the commands in the Control menu,
MS-DOS Executive, Control Panel, and Spooler.

For details on procedures for these commands, see Chapter 4,
“Techniques”; Chapter 5, “Using MS-DOS Executive”; Chapter 7
“Using Control Panel”; and Chapter 8, “Using Spooler.”

’
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The Control Menu

The Control menu is common to all moveable, sizeable windows.
It provides commands that you can use to control the size and
position of the window. A Control menu is also displayed in some
standard DOS applications when they are run full-screen with
Windows.

Note Your application may append additional commands to the
Control menu. See your application manual for details on these
commands. Chapter 9, “Using Standard Applications,” contains
information on standard commands that an application might
append.

Restore The Restore command restores a window to the size it
was before it was either enlarged to its maximum size or shrunk
to an icon.

Move The Move command lets you move a window to another
position on the screen.

Size The Size command lets you change the size of a window.

Minimize The Minimize command shrinks the selected window
to an icon.

Maximize The Maximize command enlarges the selected win-
dow to its maximum size (the size depends on the application).

Close The Close command closes the application window. If
you close the last or main window of an application, it may also
cause you to exit from the program.

MS-DOS Executive

The MS-DOS Executive window runs automatically when you start
Windows. You need to use the MS-DOS Executive commands
whenever you want to run an application, end a Windows session,
or manage your files. See Chapter 5, “Using MS-DOS Executive,”
for more detailed information.



The File Menu

Run The Run command runs an application, or a program you
have written. Use the Run command when you need to provide
additional information, such as a pathname or volume name, for a
program in order to run it.

Load The Load command starts an application as an icon in the
lower-left corner of your screen, instead of automatically running
the application in a window.

Copy The Copy command copies one or more files to a differ-
ent directory or disk. You can also use it to copy a single file to a
different filename.

Get Info The Get Info command displays the selected file’s
name and extension, its size in bytes, and the date and time the
file was created or most recently changed.

Delete The Delete command deletes the selected file, files, or
directory.

Print The Print command prints the selected file or directory
listing on your printer.

Rename The Rename command lets you change the name of a
selected file.

Exit The Exit command quits MS-DOS Executive. If there are no
other MS-DOS Executive windows open, the Exit command also
ends your Windows session. You will see a dialog box asking you
to confirm that you want to end the session.

About MS-DOS Executive The About MS-DOS Executive com-
mand displays version and copyright information about Windows
and shows the amount of space currently available to the system.

The View Menu

The View-menu commands let you change the way you display
the directory listing. Checkmarks show which commands are
active. You can select one style characteristic from each group.

Short This is the default. The Short command displays a direc-
tory listing horizontally, by filename only.

Long The Long command displays a directory listing in one
long column, with name, extension, size in bytes, and date and
time last changed for each file listed. The information by which
the files are sorted (name, date, size, or kind) appears in bold.
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All  This is the default. The All command specifies that all the
files in a directory be listed.

Partial The Partial command lets you specify which files should
appear in a directory listing. For example, you could list all files
having the .MSP extension by typing * msp in the text box.

Programs The Programs command specifies that only program
files will be displayed in a directory listing — these files have
.EXE, .COM, or .BAT extensions.

By Name This is the default. The By Name command sorts a
directory listing alphabetically by filename.

By Date The By Date command sorts a directory listing by the
date and time each file was created or most recently changed, list-
ing the most recent first.

By Size The By Size command sorts a directory listing accord-
ing to each file’s size in bytes, from largest to smallest.

By Kind The By Kind command sorts a directory listing alpha-
betically by filename extension. Files with the same extension are
sorted alphabetically by name.

The Special Menu

End Session The End Session command ends your Windows
session. You do not need to shrink the windows that are ex-
panded or close the applications that are running before you
choose the End Session command.

Create Directory The Create Directory command lets you
create a new directory.

Change Directory The Change Directory command lets you
change directories.

To move to a higher-level directory with a mouse, double-click
the section of the pathname (near the top of the MS-DOS Execu-
tive window) that you want to go to.

Format Data Disk The Format Data Disk command lets you
format a data disk from the MS-DOS Executive window.

Make System Disk The Make System Disk command lets you
create a bootable disk (containing the DOS system files) from the
MS-DOS Executive window.

Set Volume Name The Set Volume Name command lets you
give the current disk a descriptive name to identify its contents.



Control Panel

Control Panel controls some system settings. Most changes made
with Control Panel are reflected in the WIN.INI file (described in
Appendix A, “Customizing Your WIN.INI File”). See Chapter 7,
“Using Control Panel,” for more detailed information.

The Installation Menu

The Installation-menu commands let you add or remove a printer
or font without rerunning the Setup program.

Add New Printer The Add New Printer command adds a printer
to your system by adding a printer-driver file to the specified disk
or directory.

Delete Printer The Delete Printer command removes a printer
you have already set up.

Add New Font The Add New Font command adds a font to
your system by adding a new font file to the specified disk or
directory.

Delete Font The Delete Font command removes a font you
have already set up.

Exit The Exit command quits Control Panel and removes the
program from system memory.

About Control Panel The About Control Panel command dis-
plays version and copyright information about the Control Panel
program.

The Setup Menu

The Setup-menu commands let you change printer-port assign-
ments, set the system default printer and specify its output modes,
and set up serial communications ports.

Connections The Connections command lets you assign or
change printer ports.

Printer The Printer command lets you specify a default printer.
This command also displays dialog boxes for additional informa-
tion that a printer might require (type of paper, for example).

Communications Port The Communications Port command
lets you specify a serial communications port and select parame-
ters, such as baud rate, word length, parity, and stop bits.
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The Preferences Menu

The Preferences-menu commands let you control screen colors.

Screen Colors The Screen Colors command lets you specify
color adjustments to your screen.

Border Width The Border Width command lets you specify
how wide the window borders will be. After you type a number
and confirm it by choosing the OK button, all the windows on the
screen are redrawn with the new border width.

Warning Beep The Warning Beep command lets you turn on
or off the beep that sounds in response to an invalid keystroke or
mouse click. When a checkmark appears next to the command,
the system beep is on. When no checkmark appears, the beep is
off.

Mouse The Mouse command lets you switch usage between the
left and right mouse buttons. It also lets you control the mouse
acceleration speed (how fast the mouse pointer moves).

Country Settings The Country Settings command lets you set
variables (such as the formats for date, number, and time) for a
particular country.

Spooler

Spooler controls the printing of files. For more information on
Spooler, see Chapter 8, “Using Spooler.”

The Priority Menu

Low The Low command prints your file more slowly and frees
computer resources for other applications you are working with.

High The High command speeds up your printing job. It uses
more system resources for printing, so other applications will run
more slowly.

Exit The Exit command stops the Spooler program. If there are
any print jobs still in the queue, you will see a message warning
you that they will be terminated. You can either confirm or can-
cel the Exit command.

About Spooler The About Spooler command displays version
and copyright information about the Spooler program.
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The Queue Menu

P
Pause The Pause command temporarily halts the job that is E:::;e
printing.

Terminate

Resume The Resume command restarts printing of a job that
was halted with the Pause command.

Terminate The Terminate command cancels a job that is print-
ing or that is in the queue.
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Appendix A
Customizing Your WIN.INI File

Your WINL.INI file contains settings for many Microsoft Windows
features and Windows applications. Windows checks the WIN.INI
file and uses the settings it finds there every time you start Win-
dows. When you make changes to these settings by using Control
Panel, the WIN.INI file is automatically updated to reflect the
changes.

You'll rarely need to work directly in your WIN.INI file to make
changes; the instructions in this appendix are provided primarily
for special system customization. The settings in your WIN.INI file
may differ from those shown here.

Since Windows keeps important system settings in the WIN.INI
file, you should edit it carefully. Before you attempt to modify the
file, make a backup copy; if you find that Windows does not run
properly with the modified WIN.INI file, you can revert to your
backup copy.

Changes you make directly to WIN.INI do not take effect until
Windows is restarted. To make the changes effective immediately,
quit Windows, then start it again.

Editing Your WIN.INI File

You can make changes directly to your WIN.INI file by using
Notepad. See the Microsoft Windows Desktop Applications User’s
Guide for information on using Notepad.

When you open WIN.INI from Notepad, you will see a series of
sections that appear in the following format:

[ section name |
keywordl = setting1 setting2 ...
keyword2 = settingl setting2 ...

199
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Changing WIN.INI
settings

Retaining settings in
the WIN.INI file

To change WIN.INI settings and make them effective immediately,
follow these steps:

Open WIN.INI from Notepad.

Locate the settings you want to change and edit them.
Save WIN.INL

[4] Quit and restart Windows.

Note You can also edit WIN.INI from another word-processing
application. When you save WIN.INI, be sure to save it as an ASCII
text file (unformatted). Windows will open a formatted text file
but may not be able to properly read it.

Using the Setup Program

At times you may need to run the Setup program again; for exam-
ple, you will need to do so if you add new hardware such as a
mouse or a graphics card, or if you update Windows. Windows is
designed so that when you run Setup, your existing WIN.INI file is
not automatically replaced. However, you may want to use some
information from the new WIN.INI file (the file that would be
created if you were running Setup for the first time). Here’s how
to save information you need from your old WIN.INI file and com-
bine it with information from a new WIN.INI file:

(1] Make a copy of your old WIN.INI file and rename it WIN.OLD.

Delete your old WIN.INI file, then run Setup to reinstall the
Windows software.

Using Notepad or another text editor, copy the sections
of your new WIN.INI file that you want to keep into your
WIN.OLD file.

[4] Delete your new WIN.INI file and rename WIN.OLD as
WIN.INIL

Quit and restart Windows.
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Settings in [Windows]
The [windows] section of WIN.INI contains the following settings:

B Spooler use

® Double-click speed
B Cursor-blink rate
n
|

Programs listed in MS-DOS Executive’s directory listing

Applications that are run automatically when Windows is
started

System default printer selection
Mouse options
B Printer-problem message delay

Windows automatically modifies the blink rate and double-click
speed in WIN.INI any time you change these settings in the Con-
trol Panel window. It is easier to change these settings by using
Control Panel than by editing WIN.INIL See Chapter 7, “Using
Control Panel,” for more information.

The following settings are typical for the [windows] section in Settings in [windows]
WIN.INL

[windows]

spooler=yes
DoubleClickSpeed=500
CursorBlinkRate=817
prograns=con exe bat
NullPort=none

load=

run=

device=PCL/Laserdet ,HPPCL,LPT1:
SwaplouseButtons=No
xHouseThreshold=2
yMouseThreshold=2
MouseSpeed=1

beep=yes

BorderWYidth=5
DeviceNotSelectedTineout=15
TransnissionRetryTineout=45

In the actual WIN.INI file, entries are often separated by comment
lines (any line beginning with a semicolon). The comment lines
explain how to use the setting.
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Changing the
spooler= line

The numbers that follow the equal sign in the DoubleClickSpeed
and CursorBlinkRate settings are read by Windows as millisec-
onds, and can range from 0 to-65535. The higher the number, the
slower the rate. The device entry indicates the default printer (or
plotter), the device’s printer-driver filename, and the device’s
default port.

Printing Without the Spooler

Windows is designed to print files by using the Spooler program.
You can print from a Windows application without using Spooler
by editing the spooler= line in the [windows] section. Printing
without Spooler may be preferable when running Windows on a
two-drive system since it conserves disk space. However, printing
without Spooler slows down Windows’ ability to work with other
applications while you are printing files.

When you first set up Windows, the spooler = line looks like the
following example.

spooler=yes

To print without Spooler, follow this step:

[5] Change the spooler=line from yes to no.

Changing MS-DOS Executive’s Programs Listing

When you choose the View menu’s Programs command in MS-
DOS Executive, only files having the .EXE, .COM, and .BAT exten-
sions are listed. You can add or delete types of files shown by
the Programs command by editing the programs= line in the
[windows] section.

After you run Setup, your initial settings for the programs= line
look like the following example.

prograns=com exe bat
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You may want to have other types of files listed, for example, files Changing the
with the .PIF extension. To change the programs= setting, follow programs= line
this step:

[#] Type the filename extension in the programs= line. Do not
type a period before the extension. Be sure to include a space
between filename extensions.

Starting Applications Automatically as Icons

MS-DOS Executive runs in a window automatically when you start
Windows. You can have Windows automatically start other appli-
cations as icons by editing the load = line in the [windows] sec-
tion. When you first set up Windows, the load = line is blank.

To add applications to the load=line, follow this step: Adding applications
to the load = line

[=] Type the filenames of the applications you want Windows to
start automatically as i<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>