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Welcome

Welcome to the Microsoft® Windows™ operating system, the software that trans-
forms the way you use your personal computer. The ability to run more than one
application at a time with Windows and transfer information between applications,
the superior way Windows uses the full power of your computer, and the rich
Windows graphical interface provide a more intuitive, more efficient work
environment for your personal computer.

This introductory section of the Microsoft Windows User’s Guide provides a
guide to the documentation—so you know where to find information about work-
ing with Windows. This section also defines typographic conventions used in the
Windows documentation.

If You Have a Previous Version of Windows

Updates are available for some of the Windows applications you may have used
with previous versions of Windows. The updated versions take full advantage of
the new features and power of Windows version 3.1.

If you have not received information about updates for your Windows applica-
tions, check with the manufacturers. Most applications developed for versions
of Windows earlier than 3.0 do not run correctly with Windows version 3.1.

About Your Windows Documentation

The Windows version 3.1 documentation set consists of the Getting Started

with Microsoft Windows book, this book, an online Tutorial, an extensive online
Help system, and several online documents (formatted for use with Windows
Write) that are copied to your hard disk when you set up Windows. The following
pages outline the contents of the Microsoft Windows User’s Guide and define
terminology that is important to your understanding of Windows.
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The way you like to learn and how much you already know about Windows and
about computers will determine how you use the different pieces of the documen-
tation.

Getting Started with Microsoft Windows is a guide to setting up Windows
on your system, and a brief visual introduction to Windows. The book also
includes a “Troubleshooting” chapter that deals with situations you might
encounter while setting up or running Windows.

The Microsaft Windows User’s Guide provides a comprehensive description
of Windows and the ways you can work with it. It includes explanations and
procedures for first-time users, in addition to topics for advanced users.

The Microsoft Windows Tutorial provides online instructions for using a
mouse and for performing some basic Windows tasks. To use the Tutorial,
you need a mouse and a VGA (or better) monitor.

Help provides a quick online reference to procedures and commands you need -
when using Windows. Context-sensitive help is now available in the main
Windows applications—to obtain specific information about how to complete
a dialog box, just press F1 or choose the Help button while using the dialog box.

Several online documents are copied to your hard disk when you set up
Windows. You can read (and print) the files by using Write. These files include:

= SETUP.TXT—Information specific to setting up Windows. Contains
information about software or hardware configurations that require special
handling to successfully set up and start Windows. (This file can be viewed
by using any text editor.)

= README.WRI—Information updated after the user’s guide was printed.

= PRINTERS.WRI—Information about configuring particular printers and
fonts for the Windows environment.

= NETWORKS.WRI—Information about operating Windows with specific
network configurations.

= SYSINL.WRI—Procedures for modifying settings in the SYSTEM.INI file
(for advanced users only).

= WININIL.WRI—Procedures for modifying settings in the WIN.INI file
(for advanced users only).
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What'’s Included in Your Windows User’s Guide

You’ll probably find yourself using some Windows applications, such as Program
Manager, more often than others, such as PIF Editor. The Microsoft Windows
User’s Guide is organized with this in mind. Those features you are likely to use
most often are described in the early chapters; those you’ll probably use less
frequently appear later.

To use the procedures in this guide, you must have Windows set up on your
system. For setup information, see Chapter 1, “Setting Up Windows,” in
Getting Started with Microsoft Windows.

Using a mouse is the easiest way to work with Windows. If you have not used
a mouse before, it is recommended that you run the online Windows Tutorial to
learn basic mouse techniques. For information about starting this program, see
“Running the Microsoft Windows Tutorial” in Chapter 2, “Application Basics.”

This book is divided into the following parts:

Part 1, “Windows Fundamentals”—Chapters in this part explain the basic struc-
ture of Windows and the skills you need to work with Windows. One chapter
describes how to run non-Windows applications with Windows. Other chapters
show you how to use the important system-management applications you received
with Windows. These applications are:

= Program Manager, which helps you organize your applications.

» File Manager, which helps you organize and manage the files and directories
on your disks.

= Control Panel, which you use to change Windows settings such as screen colors
and fonts; set up printers, multimedia hardware, and modems; and change the
appearance of your desktop.

= Print Manager, which schedules and fills all print requests you send from
Windows and non-Windows applications.

= PIF Editor, which you use to create or change program information files (PIFs)
for non-Windows applications.

» Task List, which you use at any time to switch quickly between applications on
your desktop.

» The Clipboard, which you use to move and copy information from one window
to another, across applications.
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Part 2, “Windows Accessories”—Chapters in this part describe the accessory
applications that are included with the Windows package. You received three
full-featured accessory applications:

®  Write, a word processor
» Windows Paintbrush™, a color painting and drawing application

= Terminal, a communications application

You also received two new multimedia applications, Media Player and Sound
Recorder, in addition to several applications that add convenient capabilities to
your Windows desktop, including Calculator, Calendar, Cardfile, Character Map,
Clock, Notepad, Object Packager, and Recorder.

Part 3, “Getting the Most Out of Windows”—This part contains three chapters of
information for advanced users. It explains how to integrate information in your
Windows applications, how to modify Windows to run most efficiently with your
computer and the applications you want to use, and how to reconfigure Windows
by using the Setup program.

Appendixes—The appendixes provide reference material on the following topics:

= Jnstructions for using Windows with a network
u Specifications for terminal emulations
= Keyboard shortcuts for performing various Windows tasks

The Microsoft Windows User’s Guide also includes a glossary and a compre-
hensive index.
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Conventions

To help you locate and interpret information easily, the Microsoft Windows
User’s Guide uses consistent visual cues and a few standard text formats. These
conventions are explained as follows.

Visual Cues

You will find the following typographic conventions throughout this guide.

This Represents

bold Anything that you must type exactly as it appears. For example,
if you are asked to type dir \windows, you would type all the
bold characters exactly as they are printed.

italic Placeholders for information you must provide. For example, if
you are asked to type filename, you would type the actual name
for a file instead of the word shown in italic type.

Ttalic type also signals a new term. An explanation immediately
follows the italicized term.

ALL CAPITALS Directory names, filenames, and acronyms.

Information that is specific to running Windows in 386 enhanced
mode.

Keyboard Formats
Key combinations and key sequences appear in the following formats.

Format Meaning

KEY1+KEY2 A plus sign (+) between key names means to press and hold down the
first key while you press the second key. For example, “press ALT+ESC”
means to press and hold down the ALT key and press the ESC key. Then
release both keys.

KEY1,KEY2  Acomma (,) between key names means to press and release the keys
one after the other. For example, “press ALT, F’ means to press and
release the ALT key, and then press and release the F key.
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Microsoft Product Support Services

Microsoft offers a variety of support options to help you get the most from your
Microsoft product. This section summarizes these options.

If you have a question about your Microsoft product, first look in the printed
product documentation or consult Help. If you cannot find the answer, contact
Microsoft Product Support.

Outside the United States, contact Microsoft Product Support at the Microsoft
subsidiary office that serves your area. For information about Microsoft subsidiary
offices, see the following section, “Product Support Worldwide.” For information
about additional support options, you can refer to a card enclosed in your
Microsoft Windows package.

Getting Product Support in the United States

The following means of support are available in the United States. These services
are provided using the English language.

= Call the Interactive Voice Support Service

You can hear recorded responses to common Microsoft Windows questions,
and order application notes by fax. This automated service is always available
and requires a touch-tone telephone. For assistance with Microsoft Windows,
dial (206) 635-7245.

You can use the following keys on your touch-tone telephone after you reach
the Interactive Voice Support Service:

= To advance to the next message, press *.

= To repeat the current message, press 7.

= To return to the beginning of the Interactive Voice Support Service, press #.
= Call Microsoft Product Support Staff

Call (206) 637-7098 Monday through Friday, between 6:00 AM. and 6:00 p.m.
Pacific time.

When you call, you should be at your computer and have the Microsoft
Windows documentation at hand. Be prepared to give the following infor-
mation:

* Your product’s serial number. Your serial number label is on the inside
back cover of Getting Started with Microsoft Windows.

= The version numbers of Windows and MS-DOS that you are using.
= The type of hardware you are using.
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= The exact wording of any messages that appeared on your screen.

= What happened and what you were doing when the problem occurred.

* How you tried to solve the problem.

Microsoft’s support services are subject to Microsoft’s prices, terms, and
conditions in place at the time the service is used.

Product Support Worldwide

Microsoft provides product support services throughout the world. To receive pro-
duct support or for information about how to receive product support, contact the
Microsoft subsidiary office that serves your country. Microsoft subsidiary offices
and the countries they serve are listed in the following table.

For this country Contact this office Using this number

Australia Australia (02) 870-2131

Austria Austria 0660/65-10

Argentina Argentina (54-1) 814-0356

Baltic republics Germany (0049) 089/3176-1110

Belgium Belgium 02-5133274 (Dutch)
02-5023432 (English)
02-5132268 (French)

Bermuda Venezuela 0058.2.914739

Bolivia Argentina (54-1) 814-0356

Brazil Brazil 011-533-2922

Canada Canada 1(416) 568-3503

Caribbean countries Venezuela 0058.2.914739

Central America Venezuela 0058.2.914739

Chile Argentina (54-1) 814-0356

Colombia Venezuela 0058.2.914739

Commonwealth of Germany (0049) 089/3176-1110

Independent States

Denmark Sweden (46) (8) 752 68 50 (applications)
(46) (8) 752 60 50 (systems)

Eastern Europe Germany (0049) 089/3176-1110

Ecuador Venezuela 0058.2.914739

England United Kingdom (734) 271000

Finland Sweden (46) (8) 752 68 50 (applications)
(46) (8) 752 60 50 (systems)

France France (33) (1) 69-86-10-20

French Polynesia France (33) (1) 69-86—10-20
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For this country Contact this office Using this number

Germany Germany (0049) 089/3176-1110

Iceland Sweden (46) (8) 752 68 50 (applications)
(46) (8) 752 60 50 (systems)

Italy Ttaly (39) (02) 26901363
(applications)
(39) (02) 26901354 (SDK)

Japan Japan (81) (3) 3363-0160, 3363-0170

Korea Korea (82) (2) 563-9230

Liechtenstein Switzerland (0041) 1/ 3424085 (German)
(0041) 22/ 738 96 88 (French)

Luxembourg Netherlands (0031) 2503-77877 (Dutch)
(0031) 2503-77853 (English)

Mexico Mexico (52) (5) 325-0912

Netherlands Netherlands 02503-77877 (Dutch)
02503-77853 (English)

New Zealand Australia (02) 8702131

Northern Ireland United Kingdom (734) 271000

Norway Norway 47)(2) 183500

Papua New Guinea Australia (02) 8702131

Paraguay Argentina (54-1) 814-0356

Peru Argentina (54-1) 814-0356

Portugal Portugal 351 14412205

Puerto Rico Venezuela 0058.2.914739

Republic of Ireland United Kingdom (734) 271000

Scotland United Kingdom (734) 271000

Spain Spain (91) 803 99 60

Sweden Sweden (46) (8) 752 68 50 (applications)
(46) (8) 752 60 50 (systems)

Switzerland Switzerland 1/ 342-4085 (German)
(41-22) 738 96 88 (French)

Uruguay Argentina (54-1) 814-0356

Venezuela Venezuela 0058.2.914739

Wales United Kingdom (734) 271000

Note For product-support information for countries not listed, contact the United
States office at (206) 936-8661.
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Windows Basics

Chapter 1

Basic Elements of Windows

If you are new to the Microsoft Windows operating system, this chapter may be
the most important one to read. It explains the basic skills you need to work with
Windows. You may want to return to this chapter often as a reference.

Windows provides everything you need to manage your applications and files
easily and efficiently. The following illustration shows the rich graphical environ-
ment of Windows.

| File Manager

s PrintManager  Clipboard MS-D0S
Wiewer Prompt

e
Windows PIF Editor Fead Me
Setup

Accessories Games StartUp Applications

Note You can learn basic mouse techniques, in addition to some basic Windows
techniques, by using the online Windows Tutorial. For information about run-
ning this program, see “Running the Microsoft Windows Tutorial” in Chapter 2,
“Application Basics.” To use the Windows Tutorial, you need a mouse and a
VGA (or better) monitor.
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When you are running Windows, your work takes place on the desktop, the screen
space Windows occupies. Think of this area as resembling the surface of a desk.
You can move work items around on the Windows desktop, bring new ones onto
it, and remove those you don’t need.

The first time you start Windows, Program Manager appears on your screen.
You can use Program Manager to organize your applications and start them.

After you start an application, it runs in an application window on the desktop.
You can reduce any open application window to an application icon. An
application icon is a small picture representing an application. By reducing
application windows to icons, you can free space on your desktop without
quitting the applications. For more information about icons, see “Types of
Icons” later in this chapter.

The following illustration shows applications running in windows and appli-
cations running as icons on the desktop. For more information about how to start,
run, switch between, and quit applications, see Chapter 2, “Application Basics.”

r Applications running in windows

" Sound Recorder - (Untitied]
File Edit Search Help File Edit Effects Help

TO DO THIS WEEK

Il - po charts for Thursday
status meeting.

Schedule meeting with Jan
re next month's seminar.

Finish writing report by
Friday.

Clean out email mailbox.

Desktop

I Applications running as icons
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Another element of Windows is the dialog box, a rectangular box that supplies or

requests information about the task you are performing. The following illustration
is an example of a dialog box commonly used in Windows. For more information,
see “Using a Dialog Box” later in this chapter.

File Name: Directories:

[hnme.lxt I c:\memos
home tgl ...l | €N
networks_txt = memos

review. kxt
statrept.txt

List Files of Type: Drives:

Windows Modes

Windows can run in one of two modes: standard or 386 enhanced. The mode you
use depends on the hardware you have. When you start Windows by typing win,
Windows examines your system’s configuration and starts in the most appropriate
mode for your system.

Standard mode is the basic operating mode for Windows. This mode provides
access to extended memory and enables you to switch between applications,
including those not specifically designed to run with Windows (non-Windows
applications).

386 enhanced mode provides access to the virtual memory capabilities of the
80386 processor. If Windows is running in 386 enhanced mode, applications have
access to more memory than is physically available on your system, and you can
still switch between applications.

For more information about Windows modes, see Gerting Started with Microsoft
Windows.
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The Parts of a Window

This section describes the elements of a window that are your tools for working
with the window and the application or document within the window. Most
windows have certain elements in common, such as a title bar and menus. Not
all windows, however, have every element.

Window title Minimize button

Maximize button

r Insertion point
Gontrol-menu box

File Menu bar

Edit Search Help

Window border

Vertical
scroll bar
\— Window corner Mouse pointer Horizontal scroll bar

You’ll learn more about how to use window elements throughout this chapter.

® The Control-menu box is in the upper-left corner of each window. The Control
menu is most useful if you use your keyboard to work with Windows. By using
Control-menu commands, you can resize, move, maximize, minimize, and
close windows, and switch to other applications. (If you use a mouse, you can
perform these tasks by clicking and dragging.)

» The title bar shows the name of the application or document. If more than one
window is open, the title bar for the active window (the one in which you are
working) is a different color or intensity than other title bars.

= The window title, depending on the type of window it appears in, can be the
name of an application and the name of a document, or the name of a group,
directory, or file. If a document has not been saved, a placeholder such as
“(Untitled)” usually appears as part of the window title.
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®  The menu bar lists the available menus. A menu contains a list of commands,
or actions, you can carry out with Windows. Most applications have a File
menu, an Edit menu, and a Help menu, in addition to menus unique to the
application.

= By using scroll bars, you can move parts of a document into view when the
entire document doesn’t fit in the window. You can also use scroll bars to view
unseen portions of lists and other information that cannot fit in the allotted
space.

» Using a mouse, you can click the Maximize button to enlarge the active appli-
cation window so that it fills the entire desktop, or you can click the Minimize
button to reduce the window to an icon.

= After you enlarge a window, the Maximize button is replaced by the Restore
button, which contains both an up arrow and a down arrow. You can click the
Restore button to return the window to its previous size. If you are using the
keyboard rather than a mouse, you can use the Restore command on the
Control menu.

» The window border is the outside edge of a window. You can lengthen or
shorten the border on each side of a window.

® The window corner can be used to shorten or lengthen two adjoining sides of
a window border at the same time.

® The insertion point shows where you are in a document. It marks the place
where text and graphics appear when you begin typing or drawing. (Some
applications have insertion points that look different from the one shown in
the previous illustration.)

® The mouse pointer appears if you have a mouse installed. When you move the
mouse, the position of the pointer changes on the screen. (Some applications
have different mouse pointers from the one shown in the previous illustration.)

Types of Windows

As you work with applications, two kinds of windows appear on your desktop:
application windows, and windows contained within the application window.

As mentioned earlier, an application window contains a running application. The
name of the application and any associated document, and the application’s menu
bar, appear at the top of the application window.
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The following is an example of an application window.

File Edit Search

Help

Another window may appear inside an application window. These types of
windows are sometimes called document windows, because they often contain
your document or other data files. In Program Manager, they contain groups. In
File Manager, they contain directories. In many applications, more than one of
these windows can be open at a time. For example, with Windows File Manager
(one of the main applications included with Windows), you can open several
directories at a time. Each directory appears inside its own window.

These windows share the application window’s menu bar. When a document
window is opened, commands that you choose from the application’s menu bar
affect the document window or the information or items contained in it.

Windows inside of application windows have their own title bar unless they are
maximized (expanded to their maximum size within the application window).
When maximized, they share the application window’s title bar.
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Windows inside of
application windows do not
have their own menu bars.

. Program Manager
|

Paintbrush Terminal Control Panel  Print Manager

File Manager

S B 0 3

Cardfile Calendar Calculator Windows PIF Editor Read Me

Applications Games StartUp ;

If you use a mouse, there’s no difference between the way you manipulate
application windows and the windows inside them. If you use the keyboard,
however, you use different keystrokes to manipulate each type of window.
For more information, see “Working with a Window” later in this chapter.
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Types of Icons

Icons are small pictures that represent various types of applications and files.
In Program Manager, there are a number of different types of icons.

An application icon represents an application that is running, but whose
window is not open. The application window has been reduced to an icon at
the lower edge of your Windows desktop.

You can move an application icon (that is, the icon for a running application)
anywhere on the desktop except into an open window. This is because the icon
represents an open application, and applications run only on the desktop, not
inside of documents or other applications.

. er Ip

DD THIS WEEK

Prepare charts for Thursday status meeting.
Schedule seminar for next month.

Finish report by Friday.

Read/clean up email mailbox.|

I Application icons
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®  Another type of icon represents a document window that is minimized. These
icons generally appear along the lower edge of the application window and can
be moved anywhere within the application window. In Program Manager, these
icons are called group icons.

Notice in the following illustration that the icons that represent document
windows look the same. Only the labels that identify them are different.

= anage
Eile Disk Tree View Options Window Help

=

F £ mail £ calc.hlp
- £ memos Elspstem [calendar.exe chimes.war
I- €2 planning 256color.bmp %] calendar.hip chitz.bmp
I £ programs D ACCESSOLgIp canyon.mid chord.wav
- €2 projectl [ applicatgrp  Ecardfle.exe  clipbrd exe
F £ project2 cardfile.hip clipbrd hip
F O reports Fclock.exe
I €2 spoot Joontrol exe
FCtmp control hip
i ontrol.ini

These icons are distinguished
only by their labels.
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®  Program-item icons represent the applications you can start from Windows.
They are contained in Program Manager group windows. You can move or
copy program-item icons from one group window to another; for example, if
you want to be able to start an application from a different group. (For more
information, see “Moving an Icon” later in this chapter.)

Program-item icons are
contained in group windows.

Paintbrush

58

Cardfile Calendar Calculator

Packager

Applications

Application icon

Most program-item icons look unique. However, icons for many non-Windows
applications are identical. Also, for many applications, you can run more than
one copy of the application. Program-item icons for multiple copies of appli-
cations are identical. Thus, a group window might contain several identical
program-item icons distinguished only by their labels.
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Basic Mouse and Keyboard Techniques

This section explains some of the basic terminology and techniques that are
referred to throughout this guide. Other terms are explained as they are intro-
duced in the text. (For more information about specific terms, see the Glossary

at the back of this guide.)

Term Meaning

Click To quickly press and release the mouse button.

Double-click To click the mouse button twice in rapid succession.

Drag To hold down the mouse button while you move the mouse.

Point To move the mouse until the mouse pointer on the screen rests on the

item of choice.

Choosing and Selecting ltems

In Windows, the terms choose and select have different, and specific, meanings.
Selecting an item usually means marking it with the selection cursor, which can
appear as a highlight, a dotted rectangle, or both. You also select check boxes in
dialog boxes. Selecting alone does not initiate an action.

You choose an item to carry out an action. For example, choosing an icon might
start an application, open a window, or carry out a command. You can also choose
an item from a menu, or choose a command button in a dialog box. (Menus and
dialog boxes are discussed in more detail later in this chapter.) You often need to
select an item before you can choose it.

You can use a combination of mouse and keyboard techniques. For example,
you could click an item to select it, and then press ENTER to choose it. When a
procedure in this guide says to choose an item, generally you can use whichever
method you prefer. Alternative procedures are often provided as well.

Keyhoard Shortcuts

Shortcut keys can be used to carry out some menu commands. Shortcut-key
combinations are listed to the right of a menu item. Instead of opening the menu
and choosing a command, you simply press the key combination.
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Using a Menu

Windows commands are listed on menus. Each application has its own menus,
which are listed on the menu bar along the upper edge of the application window.
In addition, each application window has a Control menu. The Control menu
opens from the small box in the upper-left corner of each window. For more
information, see “Using the Control Menu” later in this chapter.

Selecting and Closing a Menu

In Windows, you select (highlight) a menu and then choose a command from that
menu. Choosing the command carries out the action.

» To select a menu

Mouse

®  Using the mouse pointer, point to the name of the menu on the menu bar, and
click the left mouse button. This opens the menu. (To move directly to a menu
item, you can drag the selection cursor down the menu until the menu item is
highlighted, and then release the mouse button.)

Keyboard

1. Press ALT or F10 to select (highlight) the menu bar.

2. Press the LEFT ARROW or RIGHT ARROW key to select the menu you want.

3. Press ENTER to open the selected menu.

Tip If a name in the menu bar has an underlined letter, you can press ALT to move

to the menu bar, and then type the letter that’s underlined to open the menu. For
example, to open the File menu in Program Manager, press ALT, F.

If more than one menu name has the same underlined letter, the first name listed is
selected. To select the next menu name, press ALT, and then the letter again.

The following are typical Windows menus.

F7

Eopy... F8
Delete Del
Properties... Alt+Enter

Run...

Exit Windows...
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Cut Ll
Lopy Cuda
Paste Corls¥
Peleta el
Select All
TimefDate F5
Word Wrap

s ﬁﬁbct§=

. Increase Volume (By 25%)
Decrease Volume

Increase Speed [by 100%]
Decrease Speed

Add Echo
Reverse

» To close a menu

® Click the menu name or anywhere outside the menu.

Or press ALT or F10 to cancel the menu and move back to the application
workspace.

Or press ESC to close the menu but remain on the menu bar so that you can
select another menu.

Choosing a Menu Command

Menu items are most often commands. However, they can also be characteristics
you assign to graphics or text (such as bold or centered), a list of open windows or
files, or the names of cascading menus, which list additional commands.

» To choose an item from a selected menu

= Click the item.
Or type the letter that is underlined in the item name.

Or use the UP ARROW and DOWN ARROW keys until you reach the item you want
to select, and then press ENTER.

There are a number of menu conventions used in Windows. For example, some
menu items may have a check mark, an ellipsis (...), or a key combination next to
them. Other menu items may be dimmed.
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The following menu conventions are used in Windows.

Menu convention Meaning

Dimmed (or not visible) command You may not be able to use the command
with your application at the current time.
(For example, you may need to select
another item before using this command.)

An ellipsis (...) following a command A dialog box appears when you choose the
command. The dialog box contains options
you need to select before the command can
be carried out.

A check mark (v) next to a command The command is in effect. When you
remove the check mark (by selecting the
command), the command is no longer in
effect.

A key combination next to a command The key combination is a shortcut for this
command. You can use this key combina-
tion to choose the command.

A triangle (™) next to a command When you choose this command, a
cascading menu appears, listing addi-
tional commands.

Using the Control Menu

Application windows, application icons, document windows and their icons, and
some dialog boxes have a Control menu.

You open the Control menu for windows and dialog boxes by selecting the
Control-menu box in the upper-left corner of the window or dialog box. You
open the Control menu for an icon by selecting the icon.

The Control menu for an application window, a document window, and a dialog
box are somewhat different from each other, as are the Control menus for non-
Windows applications. The following section describes how to use the Control
menu in these environments.
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Opening the Control Menu

How you open the Control menu depends on whether you are working with an
application window, a document window, a dialog box, or an icon.

Note In applications that can contain document windows, you may see more
than one Control-menu box. The one in the far upper-left corner controls the
application. The others control the windows inside the application window.

To open the Control menu for an application window or application icon

Mouse
= Click the Control-menu box in the upper-left corner of the window.
Or click the application icon.

Do not double-click; if you do, the window closes or the icon is restored to a
window.

Keyboard

1. Press ALT+ESC repeatedly to cycle through the open application windows and
icons until you reach the one you want.

2. Press ALT, SPACEBAR to open the Control menu. (Press ALT if you want to close
the menu without choosing a menu item.)

Qze
Minimize
Maximize

Close Alt+F4
Switch To... Ctrl+Esc
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» To open the Control menu for a document window or its icon

Mouse
a  (Click the Control-menu box in the document window.
Or click the icon.

Do not double-click; if you do, the window closes or the icon is restored to a
window.

Keyboard

1. Press CTRL+F6 or CTRL+TAB repeatedly to cycle through the open windows and
icons in an application until you reach the one you want.

2. Press ALT, HYPHEN (-) to open the Control menu. (Press ALT if you want to close
the menu without choosing a menu item.)

Qze
Minimize
Maximize

Close Ctri+F4
Next Ctri+Fb

» To open the Control menu for a dialog box

® Click the Control-menu box in the upper-left corner of the dialog box.

Or press ALT, SPACEBAR. (Press ALT to close the menu without choosing a menu
item.)

ose Alt+F4 |
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The Control Menu in a Non-Windows Application

A non-Windows application is one that was designed for the Microsoft MS-DOS®
environment, rather than for Windows. You can use most non-Windows applica-
tions with Windows.

A non-Windows application running in standard mode does not have an applica-
tion window; it occupies the entire screen. Before you can open the Control menu,
you must switch back to Windows so that the application is reduced to an icon.

To find out which mode Windows is running in, choose the About command on
the Help menu in applications included with Windows (Main or Accessories
group applications).

» To open the Control menu for a non-Windows application running in
standard mode

1. Press ALT+ESC to switch from the application to Windows.
The application is reduced to an application icon at the bottom of the screen.
2. Click the icon.

Or press ALT+ESC to select the icon you want, and then press ALT+SPACEBAR to
open the Control menu.

m » To open the Control menu for a non-Windows application running in 386
T enhanced mode
Mouse

®  (Click the Control-menu box in the upper-left corner of the application window.

Or, if the application window has been reduced to an icon, click the icon.

Do not double-click; if you do, the window closes or the icon is restored to a
window.
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Keyboard

1.

2.

Press ALT+ESC repeatedly to cycle through the open application windows and
icons until you reach the one you want.

Press ALT+SPACEBAR. (Press ALT to close the menu without choosing a menu
item.)

Note The Control menu for a non-Windows application running in 386
enhanced mode includes a cascading menu. Using a mouse, you open the
cascading menu by clicking the Edit command. Using a keyboard, you open
the cascading menu by choosing Edit and then pressing the RIGHT ARROW key
or ENTER. To use the commands on a cascading menu, you must be running the
application in a window. For more information about running a non-Windows
application in a window, see Chapter 7, “Non-Windows Applications.”

Minimize
Maximize

Glose

Control-Menu Commands

The following table describes the commands on the Control menu. Some applica-
tions do not have all these commands.

Use To

Restore Restore the window to its former size after you have enlarged it (by

using the Maximize command) or reduced it to an icon (by using the
Minimize command).

Move Use the keyboard to move the window to another position.

Size Use the keyboard to change the size of the window.

Minimize Reduce the window to an icon.

Maximize Enlarge the window to its maximum size.

Close Close the window or dialog box. (From an application window, you can

use this command to quit the application.)
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Use To

Switch To Open Task List, which enables you to switch between running applica-
tions and rearrange windows and icons on your desktop.

Next Switch between open document windows and icons (available for
document windows only).

Edit Display a cascading menu with additional commands (available for
non-Windows applications running in 386 enhanced mode only).

Settings Display a dialog box that requests information about multitasking

options (available for non-Windows applications running in 386
enhanced mode only).

Fonts Display a dialog box that you can use to specify font information
(available for non-Windows applications running in 386 enhanced
mode only).

Choosing the Edit command opens a menu that has four additional commands, as

follows.
Use To
Mark Use your keyboard to select text and move it onto the Clipboard.

Copy Copy the selected text onto the Clipboard.
Paste Copy text from the Clipboard to the active window.
Scroll View information not currently visible in the window.

Working with a Window

When you work with applications and documents, you often have a number of
windows open. This section explains how to move and resize windows, scroll
through their contents, and arrange them on the desktop.

Moving a Window

You can move any window to a different location on your desktop.

» To move a window

Mouse
1. Drag the title bar of the window to the new location.

As you move the mouse pointer, an outline of the window moves with it.
2. Release the mouse button.

To cancel the move, press ESC before you release the mouse button.
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Keyboard

1.

Select the window you want to move. (Be sure NUM LOCK is turned off.)

To cycle through the application windows until you reach the one you want,
press ALT+ESC.

To cycle through the windows inside an application window, press CTRL+F6 Or
CTRL+TAB.

. If you are moving an application window, press ALT, SPACEBAR to open the

Control menu.

If you are moving a document window, press ALT, HYPHEN (-) to open the
Control menu.

. From the Control menu, choose Move.

The pointer changes to a four-headed arrow.

. Use the arrow keys to move the window to the new location.

An outline of the window moves as you use the arrow keys.

. Press ENTER.

To cancel the move, press ESC before you press ENTER.

Changing the Size of a Window

You might want to change the size and shape of windows on your desktop. For
example, to compare the contents of two documents, you can reduce the size of
both document windows so that they fit side by side. If you are using a mouse, you
can drag the window’s border or corners to adjust the size. If you are using the
keyboard, you can modify the window’s size and shape by using commands on
the Control menu.

Note The minimum size for all windows is about 2 inches by 1 inch. Some appli-
cation windows cannot be resized.

» To change the size of a window

Mouse

1. Select the window you want to resize.

2. Point to a border or corner.

The pointer changes to a two-headed arrow.
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. Drag the corner or border until the window is the size you want.

If you drag a border, the window size changes only on the side of the border
you drag. If you drag a corner, the two adjoining sides that form the corner are
moved at the same time.

An-outline shows the size and shape you are creating.

. Release the mouse button.

To cancel the resizing, press ESC before you release the mouse button.

Keyboard

1.

Select the window you want to resize. (Be sure NUM LOCK is turned off.)

To cycle through application windows until you reach the one you want to
resize, press ALT+ESC.

To cycle through the windows inside an application window, press CTRL+F6 or
CTRL+TAB.

. If you are resizing an application window, press ALT, SPACEBAR to open the

Control menu.

If you are resizing a document window, press ALT, HYPHEN (-) to open the
Control menu.

. From the Control menu, choose Size.

The pointer changes to a four-headed arrow.

. Use an arrow key to move the pointer to the border you want.

If you want to change the size both horizontally and vertically, press two arrow
keys simultaneously to select a corner of the window. Press UP ARROW+RIGHT
ARROW, for example, to select the upper-right corner of the window.

. Use an arrow key to move the border.

If you are changing the size both horizontally and vertically, press the RIGHT
ARROW key to stretch the window to the right, and the UP ARROW key to stretch
the window toward the top of the desktop, until the window is the size you want.

An outline shows the size and shape as you make changes.

. Press ENTER when the window is the size you want.

To cancel the resizing, press ESC before you press ENTER.

Reducing a Window to an Icon

When you finish working with an application, you may want to reduce the applica-
tion window to an icon if you want the application available for later use. When
you reduce an application window to an icon, the application continues to run but
its window does not take up space on the desktop. You may also be able to reduce
a document window to an icon.
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You can select and move icons on your desktop in the same way you select and
move windows.

» To reduce a window to an icon

Mouse
1. Select the window you want to reduce.

2. Click the Minimize button (the box with a down arrow to the right of the title
bar) in the upper-right corner of the window.

The Minimize button

. rite - Untitle
File Edit Find Character Paragraph Document Help

i
= — — — b

Keyboard

1. Select the window you want to reduce.

To cycle through application windows until you reach the one you want, press
ALT+ESC.

To cycle through document windows, press CTRL+F6 or CTRL+TAB.

2. If you are reducing an application window, press ALT, SPACEBAR to open the
Control menu.

If you are reducing a document window, press ALT, HYPHEN (-) to open the
Control menu.

3. From the Control menu, choose Minimize.

If a document window (for example, the Main group window) has been maxi-
mized, you must restore it to its original size before you can use the Minimize
button to reduce it to an icon. (The Minimize button does not appear in a
maximized document window.) Or you can reduce the window by choosing
Minimize from the window’s Control menu.

Enlarging a Window

In most cases, you can enlarge an application window to fill a larger portion of the
desktop or even the entire desktop. A document window can be enlarged to fill an
entire application window except the menu-bar area.
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» To enlarge a window to its maximum size

Mouse

1. Select the window you want to enlarge.

2. Click the Maximize button in the upper-right corner of the window.

Note You can also maximize a window by double-clicking its title bar. To restore
an application window to its previous size, double-click the title bar again. To

restore a document window, click the Restore button in the upper-right corner of
the window.

The Maximize button

File Edit Find

i
Character Paragraph Document Help %
3
|

Keyboard
1. Select the window you want to enlarge.

To cycle through application windows and icons until you reach the one you
want, press ALT+ESC.

To cycle through document windows and icons, press CTRL+F6 Or CTRL+TAB.

2. If you are enlarging an application window, press ALT, SPACEBAR to open the
Control menu.

If you are enlarging a document window, press ALT, HYPHEN (-) to open the
Control menu.

3. From the Control menu, choose Maximize.

The window enlarges to its maximum size, and the Maximize button is replaced
by the Restore button.

A maximized document window no longer has its own title bar. The Minimize and
Maximize buttons affect the application window, not any windows inside it. Only
the Restore button affects the document window alone. ‘

Tip When two or more windows are open inside an application window and you
enlarge one of them, all the others are covered up by the enlarged window. To
display the other windows, choose the Restore button to return the enlarged
window to its previous size or choose Minimize from the document’s Control
menu to reduce the window to an icon.
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Restoring an Icon or Window

You can restore an icon or window to its original size by using the Restore
command.

» To restore an icon to a window

Mouse
= Double-click the icon.

Or choose the Restore command from the Control menu.
Keyboard

1. Select the icon you want to restore.

To cycle through application icons until you reach the one you want to restore,
press ALT+ESC.

To cycle through document icons until you reach the one you want to restore,
press CTRL+F6 Or CTRL+TAB.

2. Press ENTER.

» To restore an enlarged window to its previous size

Mouse

= Click the Restore button in the upper-right corner of the window.

File Edit Find Character Paragraph Document Help
I
The Restore button restores
a window to its previous size.
Keyboard

1. If you are restoring an application window, press ALT, SPACEBAR to open the
Control menu.

If you are restoring a document window, press ALT, HYPHEN (-) to open the
Control menu.

2. From the Control menu, choose Restore.
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Moving an Icon

You can move an application icon or document icon to a different location on your
desktop.

You can move an application icon anywhere on your desktop except into another
application window. (The application icon may appear to be in the other applica-
tion’s window, but if you close the window, the icon remains on the desktop. This
is because applications cannot run within other applications.)

You can move a document icon to a different location in its application window,
but not outside of the application window.

» To move an icon

Mouse
1. Drag the icon to a new location.

The mouse pointer changes to an outline of the icon, which moves as you move
the mouse.

2. Release the mouse button.

To cancel the move, press ESC before you release the mouse button.

Keyboard
1. Select the icon you want to move. (Be sure NUM LOCK is turned off.)

To cycle through the application icons until you reach the one you want to
move, press ALT+ESC.

To cycle through the document icons until you reach the one you want to move,
press CTRL+F6 Or CTRL+TAB.

2. If you are moving an application icon, press ALT, SPACEBAR to open the Control
menu.

If you are moving a document icon, press ALT, HYPHEN (-) to open the Control
menu.

3. From the Control menu, choose Move.
4. Use the arrow keys to move the icon to a new location.
An outline of the icon moves as you use the arrow keys.
5. Press ENTER.
To cancel the move, press ESC before you press ENTER.



30 Microsoft Windows User’s Guide

Using Scroll Bars

Some windows and dialog boxes have scroll bars you can use to view information
that exists beyond the borders of the window. When you can view all the contents
of a window or dialog box without scrolling, scroll bars may be absent, or
dimmed, to indicate they cannot be used.

Scroll arrow

Object
Packager

Cardfile Calendar Calculator

S A

Character Map Media Player Sound
Recorder

Scroll bar

Scroll box

» To scroll through information displayed in a window or dialog box

Mouse
® Drag the scroll box to scroll through all the information in a list or document.

You can also use the following techniques to scroll.

To scroll Do this
One line up or down Click the up or down scroll arrow.
One screen Click the scroll bar above or below the scroll box on verti-

cal scroll bars, and to the left or right of the scroll box on
horizontal scroll bars.

Continuously Point to one of the scroll arrows, and hold down the mouse
button until the information you want comes into view.

To any position Drag the scroll box in the scroll bar to the position you
want. The section of the document or list that moves into
view depends on where you position the scroll box. For
example, if you position the scroll box halfway down the
vertical scroll bar, the text halfway through the document
or list appears.

Keyboard

® Press the arrow key that points in the direction you want to scroll. (Be sure NUM
LOCK is off.)

Depending on the application, you may also be able to use the following tech-
niques to scroll.

To scroll Press

One line up or down UP ARROW or DOWN ARROW
One screen up or down PAGE UP or PAGE DOWN
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To scroll Press

One screen left or right CTRL+PAGE UP or CTRL+PAGE DOWN
To the beginning of a line HOME

To the end of a line END

To the beginning of the document CTRL+HOME
To the end of the document CTRL+END

Closing a Window

One way to quit an application is to close the application window. Similarly, you
can close a document by closing the document window. If you made changes to
your document since you last saved it, a message prompts you to save the docu-
ment before closing the window.

» To close a window

= From the File menu, choose Exit.

Or choose Close from the Control menu.

As a shortcut, you can double-click the Control-menu box.

Using a Dialog Box

Windows displays a dialog box to request information about a task you are
performing or to supply information you might need.

An ellipsis (...) after a menu command indicates a dialog box will appear when
you choose that command. For example, if you choose the Open command on the
File menu in Windows Notepad, the Open dialog box appears. In this dialog box,
you specify the name of the file you want to open.

File Name:

home. txt

Directories:

c:\memos

review. txt
statrept.txt

List Files of Type:

[

= memos

Drives:

Text Files (=.TXT)
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Most dialog boxes contain options you can select. After you specify options, you
can choose a command button to carry out a command. Other dialog boxes may
display additional information, warnings, or messages indicating why a requested
task cannot be accomplished.

Moving a Dialog Box

If a dialog box has a title bar, you can move the dialog box to another location on
your desktop.

» To move a dialog box

Mouse
1. Drag the title bar of the dialog box to the new location.

As you move the mouse pointer, an outline of the dialog box moves with it.
2. Release the mouse button.

To cancel the move, press ESC before you release the mouse button.

Keyboard
1. Select the dialog box you want to move. (Be sure NUM LOCK is turned off.)
2. Press ALT, SPACEBAR to open the Control menu.
3. From the Control menu, choose Move.
The pointer changes to a four-headed arrow.
4. Use the arrow keys to move the dialog box to the new location.
5. Press ENTER.

To cancel the move, press ESC before you press ENTER.

Moving Within a Dialog Box

Often you need to move within a dialog box to select one or more options. The cur-
rently selected option is marked by the selection cursor, which appears as a dotted
rectangle, a highlight, or both.

» To move within a dialog box

Mouse

® (Click the option or area you want to move to.
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Keyboard

1. Press TAB to move forward (generally from left to right and top to bottom), or
press SHIFT+TAB to move in the opposite direction.

Or, while you press and hold down ALT, type the letter that is underlined in the
option name or group name.

2. Within an area, use the arrow keys to move from one option to another.
(Be sure NUM LOCK is turned off.)

Types of Options

There are several types of dialog box options, which are described in the following
sections.

Command Buttons

You choose a command button to initiate an immediate action, such as carrying
out or canceling a command. The OK, Cancel, and Help buttons are common com-
mand buttons. They are often located along the bottom or on the right side of the
dialog box.

This button carries out the
command you choose.

© HPLasenstiD
Resolution:

Paper Size:

Letter 8 ¥ x 11 in g

Paper Source: ||_|pper Tray
Memory: |1.B MB

—— This button closes the dialog
box and cancels the command
you choose.

[ Orientation

® Portrait Copies: D

@] Landscape

\- This kind of button presents
additional options.

" Cartridges [max: 2)
Malg L

HP: ProCollection

HP: WordPerfect :
HP: Global Text L
HP: Great Start *

\- The selection cursor indicates
the currently selected option.

A command button followed by an ellipsis (...) opens another dialog box. A com-
mand button marked with greater-than signs (>>) expands the active dialog box.
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For example, the Color dialog box in Control Panel has a button labeled Color
Palette>> that expands the Color dialog box to display more options.

Unavailable buttons are dimmed. The currently selected button has a darker border
than other buttons. You can choose the selected button simply by pressing ENTER.

To close a dialog box without completing a command, choose the Cancel button.

» To choose a command button

Mouse
®  (Click the command button.
Keyboard
1. Press TAB to move to the button you want.
A dark border marks the selected button.
2. Press the SPACEBAR or ENTER.
Tip If the button has an underlined letter in its name, you can choose the com-

mand button in one step. Press and hold down ALT while typing the underlined
letter.

Text Boxes

You type information into a text box.

I Search For: ||

Start From: |c:\windnw:

Search All Subdirectories

When you move to an empty text box, an insertion point (flashing vertical bar)
appears at the far left side of the box. The text you type starts at the insertion
point.

If the box you move to already contains text, this text is selected, and any text
you type replaces it. You can also delete the existing text by pressing DEL or
BACKSPACE. For information about editing text, see “Working with Text” in
Chapter 2, “Application Basics.”
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» To select text in a text box

Mouse
® Drag the pointer across the text you want to select.

Or double-click on a word to select one word at a time.

Keyboard

1. Use the arrow keys to move to the first character you want to select in the box.
(Be sure NUM LOCK is turned off.)

2. To extend the selection, press and hold down SHIFT while pressing the appro-
priate arrow key. (Press SHIFT+HOME to extend the selection to the first character
in the box. Press SHIFT+END to extend the selection to the last character in the
box.)

For more information about selection methods, see “Selecting Text” in Chapter
2, “Application Basics.”

List Boxes

A list box displays a list of choices. If there are more choices than can fit in the
box, scroll bars are provided so you can move quickly through the list. For infor-
mation about scrolling, see “Using Scroll Bars” earlier in this chapter.

Detault Printer
’_HP LaserJet IID on LPT1: ‘

Installed Printers:

X Use Print Manager

List

of Pnnlels

ilaf
Generic / Text Unly
Agfa 9000 Series PS
Agfa Compugraphic 400PS
Agfa Compugraphic Genics
Apple Laserwriter
Apple Laserwriter Il NT
Apple LaserWriter Il NTX

List boxes present available choices.
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Usually, you can select only one item in a list box. There are some cases when you
can select more than one item, as in Windows Setup when you select various appli-
cations to install.

» To select a single item from a list box

Mouse
1. Click the scroll arrows until the item you want to select appears in the list box.
2. Click the item, and then choose the appropriate command button.

Or double-click the item to select it and complete the command all in one step.

Keyboard

1. Use the arrow keys to scroll to the item you want. (Be sure NUM LOCK is turned
off.)

Or type the first letter of the item you want to select. The selection cursor
moves to the first item that starts with that letter.

2. Press ENTER.
Sometimes you can select more than one item in a list box, whether or not those

items are sequential. In these cases, you can select or cancel as many items as you
want.

» To select multiple sequential items in a list

Mouse

® (lick the first item you want to select, and then drag the cursor to the last item
you want to select.

To cancel the selection, click any item in the list.

Or click the first item you want to select, press and hold down SHIFT, and click
the last item you want to select. Both items, and all items in between, are
selected.

To cancel the selections, release SHIFT and click any item.

Keyboard

1. Use the UP ARROW or DOWN ARROW key to move the cursor to the first item you
want to select. (Be sure NUM LOCK is turned off.)

2. Press and hold down SHIFT.

3. Continue to press the arrow key repeatedly until all the items you want are
selected.

To cancel the selections, release the SHIFT key and press the UP ARROW or DOWN
ARROW key.
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» To select multiple nonsequential items in a list
s Press and hold down CTRL, and click each item you want to select.
To cancel a selection, press and hold down CTRL, and click the item again.

There are no keyboard equivalents for this procedure.

Note With some applications, you can use other key combinations to extend a
selection to items that follow sequentially. For information, see the user’s guide
for the application. You may also want to see Appendix C, “Keyboard Shortcuts.”

Drop-Down List Boxes

A drop-down list box appears initially as a rectangular box with the current selec-
tion marked by the selection cursor. When you select the arrow in the square box
at the right, a list of available choices appears. If there are more items than can fit
in the box, scroll bars are provided.

This type of list box is often found in small or crowded dialog boxes.

Drop-down list boxes open
to show available choices.

Pattern

Boxes

Applica Criers
X Fas{Piamonds
Paigle:
[~ Screen Saver
Delay: 2 @ Minutes

» To open a drop-down list box and select an item

Mouse
1. Click the arrow at the right of the box to open the box.
2. Click the up or down scroll arrow.
Or drag the scroll box to move to the item you want to select.
3. Click the item.
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Keyboard
1. Press ALT+DOWN ARROW to open the box. (Be sure NUM LOCK is turned off.)

2. Press the UP ARROW or DOWN ARROW key to move the selection cursor to the
item you want.

3. Press ALT+UP ARROW Or ALT+DOWN ARROW to select it.

Option Buttons

Option buttons represent mutually exclusive options. You can select only one
option at a time.

The selected option button contains a black dot. Unavailable options are dimmed.

sw Program Dljent

New
r O Progiam Group

®Pp

=

\- This option is selected.

Option buttons present
mutually exclusive options.

P To select an option button

Mouse

® Click the option button.

Keyboard

1. Press TAB to move to the group of options you want.

2. Use the arrow keys to select the option button you want.

Tip If the option has an underlined letter, you can select the option button by
pressing and holding down ALT while typing the underlined letter.
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Check Boxes

A check box next to an option means you can select or clear the option. You can
select as many check-box options as needed. When a check box is selected, it con-
tains an X. Names of unavailable options are dimmed.

These options are selected.

ast Modification Date
[] Last Modification Time
[ File Attributes

( Check boxes present
nonexclusive options.

Note In some cases, a check box may be shaded. A shaded box often signifies
that additional choices relate to the option, though the meaning varies with the
application. For example, in the Add/Remove Windows Components dialog box
in Windows Setup, you can choose to add only selected README files. When
you do this, the Readme Files check box is shaded.

» To select or clear check boxes

Mouse
= Click each blank check box you want to select.

Click a selected box to clear it.
Keyboard
1. Press TAB to move to the check box you want to select or clear.
2. Press the SPACEBAR to select the box.

Press the SPACEBAR again to clear the selection.

Tip If the option name has an underlined letter, press and hold down ALT while
typing the underlined letter to select or clear the check box.



40

Microsoft Windows User’s Guide

Common Dialog Boxes

Some menu commands are common to several applications included with
Windows. An example is the Open command in the File menu. Choosing one of
these commands opens a dialog box that is the same, regardless of which applica-
tion you are using. These dialog boxes are designed to save you time because you
can select the drive, directory, file, and file type from the ones displayed in the list
boxes, instead of having to remember and type the names.

Common dialog boxes all contain the same basic areas, as shown in the following
example. Instructions for each area follow.

File Name:
home. txt J c:\memos

= e

= memos

Directories:

networks. tet
review. txt
statrept_txt

List Files of Type: Drives:

Text Files (~.TXT) . c: chris

File Name

The currently selected file, if any, is listed in the box at the top of this area.
Additional files you can select are shown in the list box.

» To select a file

Mouse

m  Click the filename in the list box. To view more filenames, click the scroll
arrow at the right of the list box.

Keyboard

1. Press TAB to move to the list box.

2. Press the DOWN ARROW key to move the selection cursor to the filename.
3. Press the SPACEBAR to select the filename.

Press the SPACEBAR again if you want to clear the selection.
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Directories

The open directory is the one with the “open” file-folder icon to the left of the
directory name.

» To open a different directory

Mouse

= Double-click the directory name. To view more directory names, click the
scroll arrow at the right of the list box.

Keyboard
1. Press TAB to move to the list box.

2. Press the UP ARROW or DOWN ARROW key to move the selection cursor to the
directory name.

3. Press ENTER.

List Files of Type

This section specifies which files are listed in the File Name area. The current type
of file and its extension are displayed.

Note In the Save As dialog box, this area is called Save File As Type. Procedures
are the same in both cases.

P To select a different file type

Mouse

1. Click the arrow at the right of the drop-down list box to display more file types.
2. Click the type of files you want to display.

Keyboard

1. Press TAB to move to the list box.

2. Press the DOWN ARROW or RIGHT ARROW key to display more file types.

3. Press the Up ARROW or DOWN ARROW key to move the selection cursor to the file
type.
4. Press ENTER to complete your selection.
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Drives

is section shows your system’s current drive.
Th t h tem’ td

» To select a different drive

Mouse
1. Click the arrow at the right of the drop-down list box to display more drives.
2. Click the drive you want.

Keyboard
1. Press TAB to move to the list box.
2. Press the DOWN ARROW or RIGHT ARROW key to display more drives.

3. Press the Up ARROW or DOWN ARROW key to move the selection cursor to the
drive you want.

4. Press ENTER to complete your selection.

Closing a Dialog Box

When you choose a command button, the dialog box closes and the command is
carried out. You can also close the dialog box to cancel a command.

» To close a dialog box without completing the command

= Choose the Cancel button.
Or double-click the Control-menu box.
Or press ESC.

If a dialog box does not have a Cancel button, choose the Close command
(or press ALT+F4) on the Control menu. If a dialog box does not have a Cancel
button or Control menu, choose the appropriate button.

Using Windows Help

Windows online Help is a convenient, quick way to look up information about a
task you are performing, a feature you would like to know more about, or a com-
mand you want to use.

Windows Help is available whenever you see a Help command button, or Help as
an item on a menu bar.
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Starting Help

The applications and accessories (except Clock) you received with Windows
include online Help, as described in this section. Other Windows applications and
non-Windows applications might also have online Help. For information, see the
documentation for your application.

Tip You can keep Help readily available by resizing the Help window and moving
it next to the running application. For information about sizing windows, see
“Changing the Size of a Window” earlier in this chapter.

Because Help might be displayed differently, depending on which application you
are using and what kind of information you need, you can request Windows Help
in several ways. Not all methods can be used with every application.

» To request Help, use one of the following methods

From the Help menu, choose a Help category.

Press F1. Then choose a topic from the Help Contents for the application you
are using, or search for a topic by using the Search button.

Choose the Help command button that’s available in many dialog boxes. This
method gives you quick access to specific information about the dialog box.

Use the keyboard to select an item on a menu, and then press F1 to see a descrip-
tion of the item (available in certain applications).

Select a dialog box option or command, and then press F1 or the Help button
to move directly to an explanation of the option (available in Windows PIF
Editor).
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Using the Help Menu

The Help menu is generally the last menu on the menu bar, as shown in the follow-
ing illustration. When you select Help from the menu bar, a list of Help menu
items appears.

Mouse

» To get Help from a menu
1. Click the Help menu.

“Search for Help On...
How to Use Help

About Paintbrush...

2. Click the menu item you want.

Keyboard

1. Press ALT, H.

2. Press the underlined letter for the menu item you want.
Or press the UP ARROW or DOWN ARROW key to move the selection cursor to the
item you want, and then press ENTER.

If this is the first time you’ve used online Help, you might want to choose How To
Use Help from the Help menu.

You can find the following standard items on most Help menus in Windows.

Menu item Description

Contents An alphabetic list of all Help topics available for the active
application.

Search For Help On A dialog box for locating information about a specific topic.

How To Use Help Information about how to use Windows Help.

About (Application) Information about the active application, such as copyright,
version, and application name. Generally, also includes a user
name and company name; the mode Windows is running in;
and the amount of memory available on your computer.
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Note The Help menu in Program Manager also contains an item named Windows
Tutorial. Choose this item to start an online tutorial that teaches basic mouse and
Windows techniques. To use the Windows Tutorial, you need a mouse and a VGA
(or better) monitor. For information about how to use the Tutorial, see “Running
the Microsoft Windows Tutorial” in Chapter 2, “Application Basics.”

Finding Information in Help

To view a list of all the Help topics related to the application you are working
with, choose Contents from the Help menu, or press F1. To search for specific in-
formation, choose Search For Help On from the Help menu, or choose the Search
button in the Help window.

Finding Information by Using Search

The Search feature is an efficient way to find the information you need. When you
have a topic you want help with, you can select or type it in the Search dialog box
so that Help can find the information for you.

» To search for a Help topic

1. From the Help menu in your application, choose Search For Help On.
Or press F1 to open Help, and then choose the Search button.
The Search dialog box appears.

2. Select the word or phrase you want to search for. If you start typing, the list box
scrolls to those keywords that most closely match what you type.

3. Choose the Show Topics button.
A list of topics is displayed at the bottom of the dialog box.

4. Select the topic you want to view, and then choose the Go To button.
Information about the topic you selected appears on your screen.

Note You do not have to type an entire word in the Search For box. Help matches
the characters you type as closely as possible with the available keywords.

Finding Information by Using Help Contents

If you are using an application that has a Help item on the menu bar, you can dis-
play all the available Help topics by choosing Contents from the Help menu. The
Help topics refer to the application you are currently using.

You can also get to Help Contents by choosing the Contents button in the Help
window. In most cases, you can display Help Contents by pressing F1 while using
an application.
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» To display Help Contents and choose a topic

1. From the Help menu, choose Contents.
Or press Fl.
The Contents window appears.
2. Scroll to the topic you want information about.
3. Click the topic.
Or press TAB until you reach the topic you want, and then press ENTER.
Note There may be an additional list of related topics (under “See Also”) in the

Contents window. When you select a related topic, information about that topic
appears.

Getting Help for a Dialog Box

Many dialog boxes contain a Help button. If you press this button (or press F1
while using the dialog box), a window appears that lists each area of the dialog
box.

» To request Help on a dialog box

1. While using the dialog box, choose the Help button or press F1.

The window describing the dialog box appears. If the dialog box contains only
a few areas, procedural information for the whole dialog box is included. More
complex dialog boxes have a list of areas to select from.

2. Select the area you want information about.

A pop-up window displaying procedural information appears. (If the window
has no Control menu, you can close it by pressing any key or clicking anywhere
on your screen.)

Tip It may be helpful to resize and arrange the Help window so that it does not
overlap the dialog box. For more information, see “Working with a Window”
earlier in this chapter. In some cases, resizing the Help window affects the size
of pop-up windows as well. If you cannot read all the information in a pop-up
window, enlarge the Help window.

Additional Methods

When you finish reading about a topic, you have several choices. If a list of related
topics follows the information, you can choose from the list. Or you can choose
one of the buttons along the top of the Help window.
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Use this button To

View the Help Contents for your application.

Locate information about a topic (keyword or phrase) you
select from a list or that you type in the Search For box.
Return to previously viewed information. When you choose
the Back button, you retrace your path through the Help topics
you’ve already viewed.

View a complete, sequential list of every Help topic you have
viewed during the current Windows session.

View an alphabetic listing of terms used in Windows online
Help.

The following buttons may appear in Help for some applications.

Use this button To

View the previous topic in a series of related topics. When you
reach the first topic in the series, the button is dimmed.

View the next topic in a series of related topics. When you
reach the last topic in the series, the button is dimmed.

Displaying Glossary Definitions

In Help, glossary terms have a dotted underline. If you select a glossary term, a
definition of that term appears.

» To display a glossary definition

Mouse
® (Click the term.
A definition appears.

To remove the definition from your screen, click anywhere.

Keyboard
1. Press TAB to move to the term.
2. Press ENTER.

A definition appears.

To remove the definition from your screen, press ESC.
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Working with Applications

A major advantage of the Microsoft Windows operating system is that it can run
two or more applications at the same time. For example, you can have a spread-
sheet calculating complex formulas while you are using a word-processing
application to prepare an annual report. And at the same time, your computer
can be receiving the latest information about industry sales trends for you to

use in the introduction of your report.

Using Windows, you can:

®  Quickly start the applications you use every day.
m QOrganize your applications into groups that make sense to you.

= Run more than one application at the same time and easily switch between
them.

» Cut and paste information between applications by using the Clipboard.

Types of Applications

Various types of applications run with the Windows operating system. Some are
specifically designed to run with Windows, whereas others are designed to run
with MS-DOS rather than Windows. This section describes the following four
types of applications:

= Windows applications—designed for Windows versions 3.0 and later
= Older Windows applications—designed for versions earlier than 3.0

= Non-Windows applications—designed for MS-DOS (most will run with
Windows)

= Memory-resident programs
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Windows Applications

Windows applications require Windows version 3.0 or later in order to run. They
are designed to take advantage of Windows features. Windows applications use
memory cooperatively, which means that Windows distributes your computer’s
memory among applications as efficiently as possible. Windows applications
generally are highly graphical, and their menus, commands, and dialog boxes are
visually the same as those in Windows.

Several Windows applications are included with Windows—applications in the
Main group (such as File Manager and Control Panel) and Accessories-group
applications (such as Write, Paintbrush, and Notepad).

Older Windows Applications

Some Windows applications were designed for previous versions of Windows and
do not work correctly with Windows version 3.0 and later. If you have an older
Windows application, it is best to obtain an updated version of it.

If your application was designed to be used with versions of Windows earlier than
3.0, a dialog box similar to the following appears.

The application you are about to run,
DRAW.EXE, was designed for a previous
version of Windows.

Obtain an updated version of the application that
® is compatible with Windows version 3.0 and
later.

If you choose the OK button and start the
pplication patibility probl could cause
the application or Windows to quit unexpectedly.

If you choose the OK button, the application starts running even though it is not
compatible with this version of Windows.

Caution Though running, these applications may not perform reliably.

Non-Windows Applications

A non-Windows application is designed to run with the MS-DOS operating sys-
tem but not specifically with Windows. It does not take advantage of the Windows
graphical interface and may not have menus or dialog boxes, or make use of the
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mouse. However, you can still use most non-Windows applications with
Windows. For more information, see Chapter 7, “Non-Windows Applications.”

Memory-Resident Programs

A memory-resident program is a type of non-Windows application; however, it
runs differently than other applications do. When started from MS-DOS, it is
loaded into memory and is available even when another application is running. A
common type of memory-resident program is a pop-up program, which is loaded
into memory but is not visible until you type a certain key combination. Memory-
resident programs are sometimes referred to as terminate-and-stay-resident
programs, or TSRs.

For information about using memory-resident programs with Windows, see
Chapter 7, “Non-Windows Applications.”

Starting an Application
With Windows, you can start an application in a number of ways:

= Choose an application icon from a group in Program Manager.

® Choose a program file or a program information file (PIF) from a directory
window in File Manager. (For information about of starting an application from
its PIF, see Chapter 8, “PIF Editor.”)

® Choose the Run command from the File menu in Program Manager or File
Manager.

= Use the MS-DOS command prompt (for non-Windows applications only).

Remember that when using a mouse, you click to choose menu commands and
command buttons. When choosing icons, you double-click.

You can also set up an application to start when Windows starts. For more infor-
mation, see “Starting an Application When You Start Windows” in Chapter 3,
“Program Manager.”

Starting an Application from Program Manager

If an application is in a group, the easiest way to start it is to choose its icon from
the group window. If a document is associated with the application, it is loaded
into the application workspace. For information about organizing applications
into groups and setting up a document so that it starts with an application, see
Chapter 3, “Program Manager.”
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» To start an application from a group

Mouse
1. Open the Program Manager window, if it is not already open.

2. If the group window that contains the application you want to start is not
already open, open it by double-clicking the group icon.

3. Double-click the icon for the application.
Keyboard
1. Open the Program Manager window.

2. Open the group window that contains the application you want to start by
pressing CTRL+TAB to move to the group, and then pressing ENTER.

3. Use the arrow keys to move the selection cursor to the icon representing the
application, or type the first letter of the application’s name (for example,
“N” for Notepad).

4. From the File menu, choose Open.
Or press ENTER.

Tip You can choose the Minimize On Use command from the Options menu in
Program Manager if you want to reduce Program Manager to an icon whenever
you start an application.

Starting an Application from File Manager

You can start an application from File Manager by choosing the application’s
program file from a directory window. A program file has a .COM, .EXE, .PIF, or
.BAT filename extension. If you start an application that can run in a window, the
window appears in front of the File Manager window. If the application is a full-
screen application, such as MS-DOS Prompt, it replaces the File Manager window.

Tip If you use an application frequently, you might find it more convenient to add
it to a group in Program Manager than to start it from File Manager. For informa-
tion about how to add an application to a group, see Chapter 3, “Program
Manager.”

» To start an application from File Manager

Mouse

1. In the Main group, double-click the File Manager icon.
2. Click the drive icon for the drive you want.

3. Click the directory icon for the directory you want.

4. Double-click the filename.
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Keyboard

1. In the Main group, use the arrow keys to move the selection cursor to the File
Manager icon, and then press ENTER.

. Press CTRL plus the drive letter to move to the drive.

. Press the UP ARROW or DOWN ARROW key to open the directory you want.

. Press TAB to move the selection cursor to the right half of the directory window.
. Press the UP ARROW or DOWN ARROW key to select the filename.

N L W N

. From the File menu, choose Open.

Or press ENTER.

You can use the Minimize On Use command on the Options menu in File
Manager if you want File Manager reduced to an icon whenever you start an
application.

Tip With File Manager, you can quickly print files and perform various other

file operations by using a mouse to drag a file’s icon onto an application window
or icon. For example, to print a data file, you can drag the file’s icon from File
Manager to the Print Manager window (or onto Print Manager running as an icon),
and then release the mouse button. For more information, see “Dragging Icons to
Perform Tasks” later in this chapter.

Starting an Application by Using the Run Command

You can use the Run command to start an application that you run only occa-
sionally or have not yet added to a group. You can also specify that a particular
document open when you start the application.

To start an application by using the Run command

1. From the File menu in Program Manager or File Manager, choose Run.
The Run dialog box appears.

| Cunrent Directory: c:\WINDOWS
I Command Line:

| (J Run Minimized

2. Type the path and name of the program file, including the extension, if there is
one. (In File Manager, you don’t need to type the path if the program file is in
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3. the current directory. In Program Manager, you can choose the Browse button
to display a list of program files to select from.)

For example, if you want to start Aldus PageMaker and it is in the directory
C:\PAGEMKR, you would type the following in the Command Line box:

c:\pagemkr\pm.exe

In most cases, you can open a document at the same time you start an applica-
tion by typing a space and the document filename (including the path where the
document is located) after the name of the program file.

For example, to open a document named NEWSLTR.PM3 in the AUGUST
subdirectory of CAPAGEMKR, you would type the following in the Command
Line box:

c:\pagemkr\pm.exe c:\pagemkr\angust\newsltr.pm3

4. If you want the application to be reduced to an icon as soon as it starts, select
the Run Minimized check box.

5. Choose the OK button.
Or press ENTER.

Starting an Application by Using the MS-DOS Command Prompt

Generally, you can set up your non-Windows applications to run from Program
Manager. (For more information, see Chapter 7, “Non-Windows Applications.”)
For non-Windows applications that aren’t set up, you can start them by using File
Manager or by using MS-DOS commands.

MS-DOS Prompt appears as a program item in the Main group in Program
Manager. You can use it to access the MS-DOS command prompt without
leaving Windows.

To start MS-DOS Prompt
1. In Program Manager, choose the Main group icon.
2. In the Main group, choose the MS-DOS Prompt icon.
Or use the arrow keys to move the selection cursor to the icon, and then press

ENTER.

When the MS-DOS command prompt appears, you can type the necessary
MS-DOS commands to start your non-Windows application.



Chapter 2 Application Basics 55

» To quit MS-DOS Prompt
1. At the MS-DOS command prompt, type the following:

exit

2. Press ENTER.

You can also leave MS-DOS running and switch back to Windows to work with
applications. For more information, see “Switching Between Applications” later in
this chapter.

Caution Some MS-DOS commands do not work properly when Windows is
running. For example, when you use the chkdsk command with the /f option,
chkdsk tries to modify part of the operating system that cannot be modified while
Windows is running. Other operations you should avoid running from Windows
include the undelete command and disk-compaction or optimization programs,
such as the Norton SD.EXE program. If you need to run such operations, quit
Windows first.

Running Two or More Applications

With Windows, you can start an application and then keep it running while you
start one or more additional applications.

When applications run at the same time, they share your computer’s resources.
The way they share resources depends on the type of computer you have, the type
and amount of available memory, whether the applications are Windows or non-
Windows, and which mode Windows is running in.

Note When Windows is running in 386 enhanced mode rather than in standard
mode, more applications can run simultaneously. To find out which mode
Windows is running in, choose the About command from the Help menu in any of
the applications in the Main or Accessories group (except Windows Setup).

Switching Between Applications

When you have more than one application window open at once, the window
you are currently working with is the active window. The active window always
appears in the foreground, so it might overlap or completely obscure other
windows. To work with another application, you must select its window to
make it active. :
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» To switch to an application, use one of the following methods

= ]f the application is visible, click anywhere in the application’s window. If the
application is running as an icon, choose the icon.

® To return to the application you last used, press ALT+TAB.

= To switch quickly to another application, press and hold down ALT, and then
press TAB repeatedly. As you continue to press TAB, you see the title of each
open application.

When the title of the application you want appears in the center of your screen,
release ALT. The application appears in the foreground.

" Press ALT+ESC repeatedly to cycle through open application windows and
application icons until you reach the application you want.

® Display Task List, and use it to switch to the application you want. (You
can display and use Task List in several ways. For more information, see
“Arranging Application Windows and Icons,” later in this chapter.)

Note If you use an application frequently, you may want to create a shortcut key
to use when switching to it. You can define a shortcut key in the Program Item
Properties dialog box in Program Manager For more information, see Chapter 3,
“Program Manager.”

Using Task List to Switch Between Applications
Task List is a window that displays a list of all the applications you are currently
running. You can use Task List to switch to another application.

» To switch to an application by using Task List

Mouse

1. Double-click anywhere on the desktop (that is, not inside an open window) to
display Task List.

Or choose Switch To from the Control menu in Program Manager.
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2. In Task List, double-click the name of the application you want to switch to.

Or select the name of the application you want, and then choose the Switch To
button.

Control Panel

Sound Recorder - [Untitled)
Notepad - README.TXT
Calculator

Object Packager - Package

Keyboard
1. Press CTRL+ESC to display Task List.
Or choose Switch To from any Control menu.

2. Press the UP ARROW or DOWN ARROW key to move the selection cursor to the
application you want.

Or type the first letter of the application name.
3. Press ENTER.

Note You can close Task List at any time by pressing ESC or by choosing the
Cancel button.

Arranging Application Windows and Icons

You can use the Cascade and Tile buttons in Task List to rearrange application
windows so that all running applications are visible on your desktop. The Cascade
command causes the windows to overlap so that each title bar is visible. The Tile
command arranges the open windows in smaller sizes to fit next to each other on
the desktop.

» To arrange application windows on your desktop

1. Double-click anywhere on the desktop to open Task List.
Or press CTRL+ESC.
2. Choose the Cascade or Tile button.
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If you have a number of applications running as icons and they are scattered
across your desktop, follow the next procedure to rearrange them evenly.

» To rearrange application icons
1. Double-click anywhere on the desktop to open Task List.
Or press CTRL+ESC.
2. Choose the Arrange Icons button.
The icons are arranged along the lower edge of the desktop.

Tip You can also open Task List by choosing Switch To from an application’s
Control menu.

Dragging Icons to Perform Tasks

When using File Manager, Program Manager, Print Manager, and certain other
Windows applications, you can perform some essential tasks by dragging File
Manager file icons from one place to another with the mouse. This is known as
“dragging and dropping.”

For example, you can print a file on your default printer by dragging a File
Manager file icon onto the Print Manager icon (the minimized Print Manager
window) and then releasing the mouse button. Or you can set up an application to
run with Windows by dragging a File Manager file icon onto a group window or
icon in Program Manager.

For more information about using File Manager, see Chapter 4, “File Manager.”
For more information about using Program Manager, see Chapter 3, “Program
Manager.”

Note Dragging File Manager icons can only be done by using a mouse. There is
no keyboard equivalent.

» To drag and drop an icon

1. In the Main group, double-click the File Manager icon to start File Manager.
2. Open the directory containing the file you want to drag.

3. Make sure the application where you want to drag the icon is running either as
a window or an icon.

4. Arrange the windows on your screen so that both the File Manager file you
want to drag and the application window or icon you want to move the file onto
are visible.

Tip Display Task List, then choose the Tile button.
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5. Select the file you want.

6. Press and hold down the left mouse button, drag the file onto the application
window or icon, and then release the mouse button.

You can perform the following tasks by dragging File Manager file icons.

To Drag the icon onto

Print a file on your default printer The minimized Print Manager window
(Print Manager running as an icon)

Create a Program Manager group item A Program Manager group window or icon

Move or copy a file to a File Manager A File Manager directory window or

directory directory icon

Move or copy a file to a different drive A File Manager drive icon

Open a file in an application The application’s icon or title bar

Note The ability to print and open files by dragging and dropping icons depends
on the application. Some applications may not support these processes.

Transferring Information Between Applications by Using the Clipboard

The Clipboard provides temporary storage for information you want to transfer.
You can cut or copy information from an application onto the Clipboard and then
transfer that information from the Clipboard into other applications. You can also
use the Clipboard to share information between files in a powerful new way called
object linking and embedding. For more information, see Chapter 13, “Integrating
Your Windows Applications.”

Information you cut or copy onto the Clipboard remains there until you clear the
Clipboard, cut or copy another piece of information onto it, or quit Windows.
Because the information remains on the Clipboard, you can paste the information
into a file as often as you like.

Cutting or Copying Information onto the Cliphoard

The method you use to transfer information onto the Clipboard depends on
whether you are using a Windows or non-Windows application and whether it is
running in a window or a full screen. For information about cutting or copying
information onto the Clipboard from a non-Windows application, see Chapter 7,
“Non-Windows Applications.”

If you are using a Windows application, you can cut or copy selected information
onto the Clipboard. You can also copy an image of the entire desktop or of a
single window for any application running in a window.
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» To cut or copy information onto the Clipboard

1.

Select the information you want to cut or copy. (For information about select-
ing text in Windows, see “Selecting Text” later in this chapter.)

You can cut or copy text, graphics, or a combination of text and graphics.

. From the application’s Edit menu, choose Cut or Copy.

Use the Cut command to remove information from a file and place it onto the
Clipboard.

Use the Copy command to place a copy of the information onto the Clipboard,
leaving the information in its original location as well.

Copying an Entire Screen  You can copy the contents of an entire screen onto
the Clipboard from applications that support this feature.

;{; » To copy the contents of an entire screen onto the Clipboard

1.
2.

Make sure the information you want to copy is on the screen.
Press PRINT SCREEN.
A “snapshot” (bitmap) of the screen is placed onto the Clipboard.

Tip If this procedure doesn’t work, press ALT+PRINT SCREEN Or SHIFT+PRINT
SCREEN. Some keyboards might not recognize PRINT SCREEN alone.

Copying an Entire Window To use the following procedure, the application you
want to copy information from must be running in the active window.

» To copy the contents of the active window onto the Clipboard

1.
2.

Make sure the information you want to copy is in the active window.
Press ALT+PRINT SCREEN.

A “snapshot” (bitmap) of the active window is placed onto the Clipboard. Not
all applications can read bitmaps (.BMP files). Make sure the application you
want to paste the information into accepts the bitmap format.

Tip If this procedure doesn’t work, press SHIFT+PRINT SCREEN. Some keyboards
might not recognize ALT+PRINT SCREEN.

Pasting Information from the Clipboard

You can paste information from the Clipboard into an application at any time.
Make sure the application you want to paste the information into accepts the
bitmap format if you copied an entire screen or window onto the Clipboard.
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Information you cut or copy onto the Clipboard remains there until you change it,
clear it, or quit Windows. The method you use to paste information depends on
whether you are pasting into a Windows or a non-Windows application. For infor-
mation about pasting information into a non-Windows application, see Chapter 7,
“Non-Windows Applications.”

» To paste information into a Windows application

1. Make sure the information you want to paste is on the Clipboard. (For informa-
tion about viewing the Clipboard’s contents, see the following section.)

2. Start the application.

3. Place the insertion point at the place you want the information from the
Clipboard to appear.

4. From the application’s Edit menu, choose Paste.

Using Clipboard Viewer

By using Clipboard Viewer, you can view, save, retrieve, and delete the contents
of the Clipboard.

» To view the contents of the Clipboard

1. Switch to Program Manager.
2. Open the Main group.
3. Choose the Clipboard Viewer icon.

Note Sometimes Windows changes the line length of the information you copy or
cut so that all of it is included in the Clipboard Viewer window. When you paste
the information from the Clipboard into the destination application, however, the
information is intact.

The Clipboard accepts a number of text and graphics formats. When you transfer
information from one application to another, the original application places the in-
formation onto the Clipboard in formats the Clipboard recognizes. The application
you paste the information into then selects the format that is most compatible (the
application’s default format).

You can view the information on the Clipboard in any of the formats that were
supplied by the original application.

» To view another format

»  From the Display menu, choose a different format.
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» To return to the first format that was displayed

® From the Display menu, choose Auto.

You can save the contents of the Clipboard in a file. You can later retrieve the file
and paste its contents into an application. You can view the file you save by using
Clipboard Viewer.

» To save the contents of the Clipboard to a file

1. Switch to Program Manager.

2. Open the Main group.

3. Choose the Clipboard Viewer icon.

4. From the File menu, choose Save As.
The Save As dialog box appears.

5. Type a filename for the contents of the Clipboard. The default extension for a
Clipboard file is .CLP.

You can also type a path if you want to store the Clipboard file in a different
directory.

6. Choose the OK button.

You can open a Clipboard file and then paste it into any application. Only files
with a .CLP extension can be opened in Clipboard Viewer.

» To retrieve a Clipboard file

1. Switch to Program Manager.

2. Open the Main group.

3. Choose the Clipboard Viewer icon.

4. From the File menu, choose Open.
The Open dialog box appears.

5. Select the .CLP file you want to retrieve. (For information about using the
Open dialog box, see Chapter 1, “Windows Basics.”)

6. Choose the OK button.
Note If the Clipboard already contains information, you are prompted to clear it.

If you choose the OK button, the current contents of the Clipboard are replaced by
the contents of the file you specified.
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If you need more memory to run an application, you can clear the Clipboard.
Since the Clipboard stores information in multiple formats, clearing it might free
some memory.

» To clear the Clipboard

1.

Switch to Program Manager.

2. Open the Main group.
3.
4. From the Edit menu, choose Delete.

Choose the Clipboard Viewer icon.

Or press DEL.

. Choose the OK button.

Receiving a Message from an Inactive Application

When an inactive application issues a status or error message, the application’s
title bar or icon flashes, and you may hear a beep.

» To receive a status or error message

Select the application window or icon.

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

Quitting an Application

There are various ways to quit an application.

» To quit a Windows application

From the application’s File menu, choose Exit.
Or choose Close from the Control menu.

Or press ALT+F4.

Or double-click the Control-menu box.

If you are working on a document and you haven’t yet saved your changes, you
are prompted to save them.
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» To quit a non-Windows application

= Choose the application’s exit or quit command.
Or, if you are using MS-DOS Prompt, type exit at the command prompt.

The application closes, and you return to Windows.

Note When you quit a non-Windows application that is running in a full screen,
you usually return to the Windows desktop just as you left it. However, you can
change a setting in the application’s program information file (PIF) so that you
return to what’s called an inactive window.

The inactive window captures information from the application that was displayed
as you quit the application. Sometimes that type of information stays on the screen
too briefly to be read, making the inactive window a convenient feature. For infor-
mation about creating and modifying a PIF, see Chapter 8, “PIF Editor.”

Working with Documents

Opening Files

This section explains some basic tasks, such as opening, editing, and saving files,
that are common to many Windows applications. For information about organiz-
ing your applications and documents, see Chapter 3, “Program Manager,” and
Chapter 4, “File Manager.”

Note The procedures in this section apply to the applications supplied with
Windows. Other applications might work differently.

Choosing the Open command from an application’s File menu opens a dialog box
that is often the same regardless of which application you are using. This dialog
box is designed to save you time because you can select the drive, directory, file,
and file type from the ones displayed in the list boxes.

To open a file

1. From the application’s File menu, choose Open.
The Open dialog box appears.
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Saving Files

File Name: Directories:

home.txt [ c:\memos

= el

= memos

networks. txt
review.txt
statrept.txt

List Files of Type: Drives:
Text Files (. TXT) x c: chris

2. If the file you want to open is on a different drive, select the drive you want
from the Drives box.

3. In the Directories box, choose the directory you want to open. (Double-click the
directory, or press the UP ARROW or DOWN ARROW key to select the directory,
and then press ENTER.)

Windows displays the names of all files in that directory that are the type
selected in the List Files Of Type box. To display a different type of file, select
the type you want from the List Files Of Type box.

4. From the list of files, select the file you want to open.

Some applications provide a check box to specify that the file be read-only
(which means changes cannot be made to the file). If you want the file to be
read-only, select this check box.

5. Double-click the filename.
Or choose the OK button.

In many applications, the File menu contains two commands for saving files: Save
and Save As. You use the Save command to save changes to an existing file. You
use the Save As command to name and save a new file or to save an existing file
under a new name. For example, you might want to make changes to a file, yet
keep a copy of the file as it existed before you began working on it. By using the
Save As command, you can save another copy of the original file by giving it a
different name.
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» To save an existing file

= From the application’s File menu, choose Save.

» To save a new file or an existing file under a new name

1. From the application’s File menu, choose Save As.
The Save As dialog box appears.

2. If you want to save the file on a different drive, select the drive you want from
the Drives box.

3. In the Directories box, choose the directory in which you want to save the file.
(Double-click the directory, or press the UP ARROW Oor DOWN ARROW key to
select the directory, and then press ENTER.)

4. In the File Name box, type a name for the file.

If you don’t specify a filename extension, the application may add one. For
example, Windows Notepad adds the extension .TXT to a filename.

The default extension is shown in the Save File As Type box. To use a
different extension, select the extension from the Save File As Type list,
or type an extension.

5. Choose the OK button.

Switching Between Documents

With some applications, you can open more than one document at a time, each in
its own window. If you have more than one document window open, you can
easily switch between them.

» To switch to another document window in an application
® Click anywhere in the document window you want to switch to.

Or open the application’s Window menu, and choose the document you want.

Tip Press CTRL+F6 or CTRL+TAB repeatedly until the document you want is
selected. This is a shortcut for using the Next command on the Control menu.

Working with Text

With many applications, you type text from time to time. The procedures for
typing text, correcting errors, and editing text are the same for most Windows
applications.
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Typing Text

When you start typing text, an insertion point (flashing vertical bar) marks the
place where the text will appear.

» To type text in a new document

= Begin typing the text.

Press ENTER to move the insertion point to the next line. Press the SPACEBAR to
move the insertion point one space to the right.

» To type text in an existing document

= Move the mouse pointer to where you want text to appear, click once, and then

start typing.

Or use the arrow keys to move the insertion point to the place you want text to

appear.

Note To create a blank line, and move the insertion point along that line, you need
to use ENTER and the SPACEBAR. For example, to type a report title 10 lines from
the top of a new page and 20 spaces from the left margin, you press ENTER 10
times and then press the SPACEBAR 20 times before you type the title.

Moving Within Text

You can easily move the insertion point wherever you want within text.
Press To move to

DOWN ARROW The next line

UP ARROW The previous line

END The end of the line

HOME The beginning of the line

PAGE DOWN The next screen

PAGE UP The previous screen
CTRL+RIGHT ARROW  The next word

CTRL+LEFT ARROW The previous word

CTRL+END The end of the document
CTRL+HOME The beginning of the document
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Correcting Typing Mistakes

If you make a mistake while typing, you can correct it by using one of the methods
in the following table. Or, if you need to change more than a few characters, you
can select the text and edit it.

Do this To

Press BACKSPACE Delete the character (or selected text) to the left of the
insertion point.

Press DEL Delete the character (or selected text) to the right of the
insertion point.

Type the characters Insert characters at the insertion point.

Selecting Text

You can make changes to blocks of text by selecting (highlighting) the text you
want to change, and then choosing one of the commands from the application’s
Edit menu.

P To select text

Mouse

1. Point to the first character you want to select.

2. Drag the insertion point to the last character you want to select.
3. Release the mouse button.

To cancel the selection, click again anywhere in the document.

Tip With some applications, you can select a single word by double-clicking it.
Keyboard

1. Use the arrow keys to move the insertion point to the first character you want to
select.

2. Press and hold down SHIFT while you use the arrow keys to move the insertion
point to the last character you want to select.

3. Release the keys.
To cancel the selection, press an arrow key.

Tip With some applications, you can select all the text in your file. From the Edit
menu, choose Select All.
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The following table shows other ways to select text by using the keyboard. Not
all applications offer all options. In most cases, you can select an area of text
by pressing and holding down SHIFT while you use the standard movement
keystrokes. For information about valid key combinations, see the documen-
tation about your application.

Press To

SHIFT+DOWN ARROW Extend the selection to the next line. Or, if the next line
is already selected, use these keys to cancel the selec-
tion.

SHIFT+UP ARROW Extend the selection to the previous line. Or, if the pre-
vious line is already selected, use these keys to cancel
the selection.

SHIFT+END Extend the selection to the end of the line.

SHIFT+HOME Extend the selection to the beginning of the line.

SHIFT+PAGE DOWN Extend the selection down one screen. Or, if the next
screen is already selected, use these keys to cancel the
selection.

SHIFT+PAGE UP Extend the selection up one screen. Or, if the previous
screen is already selected, use these keys to cancel the
selection.

CTRL+SHIFT+RIGHT ARROW  Extend the selection to the next word. Or, if the next
word is already selected, use these keys to cancel the
selection.

CTRL+SHIFT+LEFT ARROW Extend the selection to the previous word. Or, if the pre-
vious word is already selected, use these keys to cancel
the selection.

CTRL+SHIFT+END Extend the selection to the end of the document.

CTRL+SHIFT+HOME Extend the selection to the beginning of the document.

Editing Selected Text

The following table describes ways you can edit text that has been selected. For
more information, see “Transferring Information Between Applications by Using
the Clipboard” earlier in this chapter.

Do this

To

Choose Cut from the Edit menu

Choose Copy from the Edit menu

Type the new text
Press DEL or BACKSPACE

Delete the selected text and place it onto the
Clipboard.

Make a copy of the selected text and place it
onto the Clipboard.

Replace the text with new text.

Delete the text. (It is not placed onto the
Clipboard.)
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Do this To

Choose Undo from the Edit menu Cancel the previous editing operation.

Place the insertion point where Paste text from the Clipboard into the active
you want the text to appear, and window.

choose Paste from the Edit menu

Practicing Basic Skills

If you are new to Windows or you want to explore some of the newest features in
Windows, you may want to play Solitaire or Minesweeper to practice some of the
skills described in this chapter and in Chapter 1, “Windows Basics.” These games
were copied to your hard disk when you set up Windows.

Both games provide a rich graphical environment that utilizes many of the most
powerful features in Windows. Play while you learn to use online Help, open
menus and select items, move and resize application windows, work with dialog
boxes, and switch between applications.

You start Solitaire or Minesweeper just as you start any other application. For
information, see “Starting an Application” earlier in this chapter.

Running the Microsoft Windows Tutorial

The Windows Tutorial is an interactive, online program that teaches you the basics
of using a mouse and Windows. To use the Tutorial, you need a mouse and a
VGA (or better) monitor.

» To run the Tutorial from Windows

Mouse
1. Switch to the Program Manager window.
2. Click the Help menu, and then click the Windows Tutorial command.

Keyboard

1. Switch to the Program Manager window: Press and hold down ALT, and then
press TAB repeatedly until “Program Manager” appears in the small window in
the middle of your screen. Then release both keys.

2. Press ALT, H to display the Help menu.
3. Press w.

Or press the DOWN ARROW key to select Windows Tutorial, and then press
ENTER.
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Chapter 3

What Is Program Manager?

Windows Program Manager is an application that is central to the Microsoft
Windows operating system. It starts whenever you start Windows and continues to
run as long as you are working with Windows. You can use Program Manager to
start other applications and organize applications and files into groups that make
sense to you.

Starting an application from Program Manager is easy: You choose the icon for
the application you want to use, and Program Manager does the rest. When you
run other applications, Program Manager runs either in the background, or as an
icon on your desktop.

The first time you start Windows, Program Manager opens on your desktop with
the Main group window open inside the Program Manager window.

il B Contrul Panel PnntManager Cllpboard MS-DOS

Viewer Prompt
‘
é F—4

‘Windows PiF Editor

Read Me

| Accessories StartUp Applications
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The StartUp group, the Applications group, the Accessories group, and the
Games group are represented as group icons along the lower edge of the Program
Manager window. (If you chose the Custom Setup option and chose not to have
Windows set up applications from your hard disk, the Applications group icon
does not appear.) All of these groups contain icons that represent applications, or
program-item icons.

Program-item icon

Smmal

= e =
Pt Contral Panel  Print Manager  Clipboard MS-DOS
Viewer Prompt

o
Windows PIF Editor Read Me
Setup

Accessories Games StartUp Applications
/

h'd
I— Group icons \- Group window

The following elements are part of the Program Manager window:

= A group window is a separate window inside the Program Manager window. It
contains icons that start applications, or program-item icons. There can be more
than one group window, each with its own Control menu but no menu bar.
Group windows are affected by commands from the Program Manager menu
bar. These windows cannot be moved outside the Program Manager workspace.

= A group icon is a minimized group window. Group icons are located along the
lower edge of the Program Manager window and all look alike. However, there
is a unique label below each icon so that it can be distinguished from the others.
Like group windows, they cannot be moved outside the Program Manager
workspace.

= Program-item icons appear inside a group window and represent the applica-
tions, accessories, and documents you can start from Windows. Choosing a
program-item icon starts the application that icon represents. Program-item
icons can be moved between groups but not outside them.

Most program-item icons have a unique appearance, making them easy to iden-
tify at a glance. However, some applications use identical program-item icons.
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Also, when you create several program items for one application, the icons look
the same.

For example, suppose you want a group to include several documents to be
loaded whenever you start a particular application. You can add a program item
for each document. The resulting group contains several program-item icons
that look like the original icon for the application, but their labels distinguish
them. For more information, see “Creating a Program Item” later in this
chapter.

Working with Groups

A group contains program items, which are icons that represent an application, an
accessory, or a document. Choosing a program-item icon from a group can start an
application or accessory, or start an application and open a related document at the
same time. When adding a program item to a group, you can specify how you
want the application to start.

Windows has several predefined groups, each containing program-item icons, as
described here:

The Main group contains the Windows system applications: File Manager,
Control Panel, Print Manager, Clipboard Viewer, MS-DOS Prompt, Windows
Setup, and PIF Editor (a tool for editing program information files). This group
also contains an item named Read Me, which contains information you should
know before you start working with Windows.

Note If you upgraded from Windows version 3.0, PIF Editor remains in the
Accessories group.

The Applications group contains applications found on your hard disk during
Setup. (If you chose the Custom Setup option and chose not to have Windows
set up applications from your hard disk, your Program Manager window will
not contain an Applications group.)

The Accessories group includes Windows applications for word processing,
drawing, and communications, plus several other useful applications, such as a
clock and a calculator.

The Games group offers games you can use to practice the basic skills you
learn as you operate Windows, or to give yourself a relaxing break from work.

The StartUp group contains applications that start when you start Windows.
You can add any applications you want to this group. This group is empty until
you add applications to it.

You start an application from a group by opening the group window and choosing
the program-item icon for the application you want to run.
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Program Manager also provides a way to organize groups visually. You can con-
trol how the groups of applications are arranged on your desktop.

If you remove any of the predefined groups, you can recreate them by running the
Setup program from Program Manager.

Opening Group Windows and Reducing Them to Icons

To start an application from a group, you must first open the group window that
contains the program-item icon for that application. Once you have started the
application, you can then reduce the group window to an icon to make room on
your desktop.

» To open a group window

= Double-click the group icon.

Or press CTRL+F6 or CTRL+TAB until the group icon you want is selected. (You
can also select the group name from the list at the bottom of the Window
menu.) Then press ENTER.

» To reduce a group window to an icon

= (Click the Minimize button.

Or press ALT, HYPHEN (-) to open the Control menu for the group, and then
choose Minimize.

Or double-click the Control-menu box for the group.

Or choose Close from the Control menu for the group.

Rearranging Group Windows

‘When you open several group windows at a time, some windows are hidden
beneath others. You can use the Cascade and Tile commands on the Window
menu to rearrange all the group windows so that some part of each window is
visible.

The Cascade command resizes and layers the open group windows within the
Program Manager workspace so that each title bar is visible, as shown in the
following illustration.
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The Tile command resizes and arranges the open group windows side by side in

the Program Manager workspace. Not all the program-item icons may be visible in
the allotted space for each group. The following illustration shows tiled windows.
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If you open another group window after you use the Cascade or Tile command, it
overlaps the rearranged windows. To include it among the rearranged windows,

choose the Cascade or Tile command again.

» To rearrange all the open group windows

& From the Window menu, choose Cascade or Tile.
Or press SHIFT+F5 for Cascade or sHIFT+F4 for Tile.
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Arranging Group Icons

You can move any group icon within the Program Manager workspace by drag-
ging it with the mouse or by using the Move command on the Control menu for
the group.

You can also move program-item icons between group windows or onto group
icons. For information about copying and moving program-item icons, see
“Working with Program Items” later in this chapter.

» To rearrange group icons

1. Select any group icon.

2. From the Window menu, choose Arrange Icons to distribute the group icons
evenly along the lower edge of the Program Manager window.

Using the mouse, you can drag individual icons to a new location. Using the
keyboard, press ALT, HYPHEN (-) to open the Control menu for the group icon.
Choose the Move command and use the arrow keys to move the icon to the
location you want, and then press ENTER.

» To rearrange program-item icons

1. Select the group window that contains the program-item icons you want to
rearrange.

2. From the Window menu, choose Arrange Icons to distribute the program-item
icons evenly within the selected group window.

Or, using the mouse, drag the individual icons to a new location.

You can also have Windows automatically rearrange program-item icons when-
ever you change the window size, add new items, or move items from place to
place.

» To have Windows automatically rearrange icons

= From the Options menu, choose Auto Arrange. A check mark beside the
command means it is in effect.

Creating and Deleting Groups

You can add any number of groups to Program Manager to organize your appli-
cations and documents in a way that makes sense to you. If you no longer need a
group, you can delete it and free some space on your desktop.
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P> To create a new group

'1. From the File menu, choose New.
The New Program Object dialog box appears.

2. Select the Program Group option, and then choose the OK button.
The Program Group Properties dialog box appears.

it Description: ||

Group File: [

3. In the Description box, type a description for the group you want to create. This
description will appear in the title bar of the group window and below the group
icon.

4. Choose the OK button.

Because Program Manager creates a .GRP file for the new group, you can leave
the Group File box blank.

After creating a group, you can add program items to it. For more information, see
“Creating a Program Item” later in this chapter.

» To delete a group

1. Make sure the group you want to delete is reduced to an icon.
2. Click the icon for the group you want to delete.

Or press CTRL+F6 or CTRL+TAB repeatedly until you reach the group icon you
want to delete.

3. From the File menu, choose Delete.
Or press DEL.

A dialog box appears, prompting you to confirm that you want to delete the
group.

4. To remove the group, choose the Yes button.
Program Manager deletes the group you selected and any program-item icons

in it. However, program and data files for the deleted program items are not
removed from your hard disk.
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You can also delete a group by first deleting all of the program items contained in
it, and then deleting the group. When you use this method, the group doesn’t have
to be reduced to an icon before you delete it. Deleting program items is discussed
later in this chapter.

Changing the Description of a Group

You can change the description of any group. The description is the label for the
group icon and appears in the title bar of the group window.

To change the description of a group

1. Make sure the group whose description you want to change is reduced to an
icon.

2. Click the icon for the group whose description you want to change.

Or press CTRL+F6 or CTRL+TAB repeatedly until you reach the group icon.
3. From the File menu, choose Properties.

The Program Group Properties dialog box appears.
4. In the Description box, type a new description, and then choose the OK button.
Note It is possible to make a group a read-only group. When a group is read-only,
you cannot make changes to it. For example, you cannot change its description or
properties, and you cannot delete or add icons. You can make a group read-only
by switching to File Manager, selecting the group’s file (a file with a .GRP

extension, usually located in your Windows directory), and then choosing
Properties from the File menu.

Working with Program ltems

As described earlier, a program item represents an application, accessory, or docu-
ment in a Windows group. By choosing the icon for a program item, you start the
application or accessory, or open the document. You can create new program
items, copy or move program items from one group to another, or delete program
items.

Creating a Program ltem

When you create a program item for an application, you specify the program
item’s properties. Properties include such things as a description for the item, a
working directory where any files the application creates are stored, and the icon
that Windows uses to represent the application. After you create a program item,
you can go back and change any of its properties.
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Note The Working Directory, Shortcut Key, and Run Minimized properties are
new to Windows version 3.1. If you create program items with these properties
and then use the applications with an earlier version of Windows, these properties
will be lost.

You can create a program item by using any of the following methods:

® Choose the New command from the File menu in Program Manager.
® Drag files from File Manager.
® Use Windows Setup.

Note You cannot include more than 40 program items per group.

» To create a program item for an application by using Program Manager

1. Open the group that you want to add an item to.
2. From the File menu in Program Manager, choose New.
The New Program Object dialog box appears.
3. Select the Program Item option, and then choose the OK button.
The Program Item Properties dialog box appears.
Tip When creating a program item, you can quickly open the Program Item

Properties dialog box by pressing and holding down ALT while double-clicking
in a blank area of the group window.

. PogamlemPropeties -

Description: |] | va -

LCommand Line:

Working Directory:

Shortcut Key: |None | b

[ Run Minimized

4. In the Description box, type a description that uniquely identifies the applica-
tion. The description becomes the label that appears under the icon in the group
window.

The description is optional. If you leave this box blank, Program Manager
labels the icon for you. However, a description of your own can be very useful,
especially if you set up multiple program items for the same application.

5. In the Command Line box, type the name of the program file, including the
path (if there is one) and extension.
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For example, to add Microsoft Excel, located in a directory named C:\EXCEL,
type c:\excel\excel.exe in the Command Line box.

If you don’t know the name of the program file, choose the Browse button to
display a list of files and directories. Select the appropriate filename from the
list. Then choose the OK button to place that filename in the Command Line
box. (You can use the directory listing to change to a different directory, if
necessary.)

Directories:

c:\windows

calc.exe v =LA

calendar.exe ; :
cardfile.exe L %"’lm:ﬂws
charmap.exe system

clipbrd.exe
clock.exe

control.exe
dosprmpt._pif

List Files of Type: Drives:
Programs , c: chris

. In the Working Directory box, type the name of the directory where the

program files for this application are located and where new files will be
placed. The directory you specify here becomes the current directory while
the application is running.

. To reserve a shortcut key for use with the application, type the key combination

in the Shortcut Key box. You use a shortcut key to switch to the application
when it is running.

Valid shortcut-key sequences are CTRL+ALT+character, CTRL+SHIFT+character,
CTRL+SHIFT+ALT+character, and CTRL+ALT+SHIFT+character. Character can be
any letter, number, or special character. When you simply type a character in
the Shortcut Key box, Program Manager adds CTRL+ALT in front of it. To
specify a different control-key sequence, you must type the sequence.

Note You can reserve shortcut keys for a non-Windows application by using
Program Manager or PIF Editor. Shortcut-key settings made in Program
Manager override settings made in PIF Editor.

. If you want this application to run as an icon when it starts, select the Run

Minimized check box. When this box is selected, the application is reduced to
an icon when it starts.
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You may want to use this option for applications you have added to the StartUp
group. If you use this method, the application starts and is reduced to an icon
whenever you start Windows.

9. Choose the Change Icon button to see the default icon for this program item.
You can scroll through other available icons by clicking the scroll arrows or by
using the LEFT ARROW and RIGHT ARROW keys. To change the icon, select the
icon you want to use and then choose the OK button.

For more information about changing an icon for a program item, see
“Changing an Icon” later in this chapter.

10. Choose the OK button. The dialog box closes, and the new program item
appears in the group.

You can also create a program item for a document. When you choose the
program item, Windows starts the specified application and opens the specified
document.

» To create a program item for a document by using Program Manager

1. Follow the same first five steps as you would to create a program item for an
application by using Program Manager.

2. After the program’s filename in the Command Line box, press the SPACEBAR,
and type the filename of the document. Include the path required to locate the
document.

For example, to specify a spreadsheet named 92BUDGET.XLS, located in the
C:\ADMIN\FY92 directory, as the document to be opened when you start
Microsoft Excel, you would type the following:

c:\excel\excel.exe c:\admin\fy92\92budget.xls

Note If the document is in the same directory as the application, you do not
have to repeat the path when you type the filename for the document. If you
have specified a working directory that is different from the application
directory, you must still specify a path with the document filename.

3. Complete the dialog box, and then choose the OK button.

You can also use File Manager to create program-item icons in Program Manager
groups. You can move applications and associated documents from File Manager
directories to Program Manager group windows or group icons.
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The following procedure requires a mouse and has no keyboard equivalent.

» To create a program item by using File Manager

1.

Arrange your desktop so that you can see both File Manager and the group
where you want to place the new program item. The destination group can be
either a window or an icon.

. Open the File Manager window, and, if necessary, position and resize it.

Tip If no other application windows are open, press CTRL+ESC to open Task
List, and then choose the Tile button to arrange the File Manager and Program
Manager windows.

. Locate and select the program or document file in File Manager that you want

to add. (You can also select multiple items and add them all to a group at the
same time.)

. Drag the file icon from File Manager to Program Manager, and drop it in the

group window or on the group icon.: As you drag the file icon, the mouse
pointer turns into a replica of a file icon. If you have more than one file or
document selected, you see a multiple-file icon.

By using Windows Setup, you can create a program item for an application that is
already on your hard disk. When you use this method, the program item is added
to the Applications group. (If you do not have an Applications group, you must
first create one. For more information, see “Creating and Deleting Groups” earlier
in this chapter.)

» To create a program item for an application by using Windows Setup

1.

In the Main group, choose the Windows Setup icon.

The Windows Setup dialog box appears.

2. From the Options menu in the dialog box, choose Set Up Applications.

The Set Up Applications dialog box appears.

. If you want Windows Setup to search the hard disk for applications, select the

Search For Applications option. To specify a particular application, select the
Ask You To Specify An Application option.

. If you selected the Search For Applications option, another dialog box appears.

From the Setup Will Search list, select the drive or path you want Setup to
search.
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5. Choose the Search Now button.

Windows Setup searches for applications and lists the ones it recognizes in the
Applications Found On Hard Disk(s) box.

6. Select as many applications as you want to add from the Applications Found
On Hard Disk(s) box.

Click to select each application. (To clear the selection, click the application
again.)

Or use the arrow keys to move to the next application you want, and press the
SPACEBAR to select it. (To clear the selection, press the SPACEBAR again.)

7. After you select all the applications you want, choose the Add button to move
them from the box on the left to the box on the right.

If you change your mind about setting up an application after you add it, select
it again, and choose the Remove button to return it to the box on the left.

8. Choose the OK button.

For each application you selected, Windows Setup adds a program-item icon to
the Applications group.

Deleting a Program Item from a Group

Using Program Manager, you can easily delete a program item from a group.
When you delete a program-item icon from a group, the application is not
removed from your disk.

» To delete a program item from a group

1. Open the group window that contains the item you want to delete.
2. Select the program-item icon for the item.
3. From the File menu, choose Delete.
A confirmation message appears.
4. Choose the Yes button.

Copying Program Items from One Group to Another

The easiest way to copy a program item from one group to another is to use the
mouse to drag the program-item icon onto the other group icon or into the other
group window. If you don’t have a mouse, you can use the Copy command on the
File menu.
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» To copy a program item to another group

Mouse

1. If you’re not concerned with where the new program-item icon is placed in the
group window, open the group window containing the program-item icon you
want to copy, and leave the destination group reduced to an icon.

If you want to place the new program-item icon in a particular location in a
group window, open the group windows for both the source and the destination.

2. Press and hold down CTRL while you drag the program-item icon from its cur-
rent location to the destination group’s icon or window.

The mouse pointer becomes a replica of the program-item icon you are copying.
3. When the copied icon is on top of the destination group’s icon or inside the
destination group’s window, release the mouse button and the CTRL key.

Tip You can create a duplicate program item within a group by pressing CTRL
while dragging the icon to another place in the window.

Keyboard

1. Open the group window that contains the program item you want to copy.
2. Use the arrow keys to select the program-item icon.

3. From the File menu, choose Copy.
4

. In the To Group box, select the name of the group you want to copy the
program item to.

5. Choose the OK button.

Moving a Program Item to Another Group

Moving a program item is easiest if you have a mouse. You can simply drag the
program-item icon onto the other group icon or into a group window. If you don’t
have a mouse, you can use the Move command on the File menu.

» To move a program item to another group

Mouse
1. Open the group window that contains the program item you want to move.
2. Drag the program-item icon to the destination group’s icon or window.
The mouse pointer becomes a replica of the program-item icon you are moving.

3. When the program-item icon is on top of the destination group’s icon or inside
the destination group’s window, release the mouse button.
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Keyboard

1. Open the group window that contains the program item you want to move.
2. Use the arrow keys to select the program-item icon.

3. From the File menu, choose Move.
4

. In the To Group box, select the name of the group you want to move the
program item to.

5. Choose the OK button.

Changing an Icon

When you add a program item to a group, Program Manager selects an icon for
that item. You can change an icon in Program Manager by using the following
methods:

= [f more than one icon is available for a program item, you can select a different
icon by choosing Properties from the File menu and then choosing Change Icon
in the Program Item Properties dialog box. You can scroll through the available
icons by clicking the scroll arrows or by pressing the LEFT ARROW or RIGHT
ARROW key.

® You can use one of the many icons provided with Program Manager. First,
select the program-item icon that you want to change. Choose Properties from
the File menu, and then choose Change Icon in the Program Item Properties
dialog box. In the File Name box, type the path for the PROGMAN.EXE file.
You can now select any of the Program Manager icons to use with the selected
program item. (If there are no icons available for the program item you
selected, Windows displays the Change Icon dialog box with PROGMAN.EXE
already specified.)

= You can use one of the many icons designed especially for non-Windows
applications. These are located in the MORICONS.DLL file. First, select the
program-item icon that you want to change. Choose Properties from the File
menu, and then choose Change Icon in the Program Item Properties dialog box.
In the File Name box, type the path for the MORICONS.DLL file (this file is in
your Windows directory). You can now select from these icons by scrolling
through the Current Icon area.

= You can adjust the spacing between icons by choosing the Desktop icon from
Control Panel and then typing a number in the Icon Spacing box. For more
information, see Chapter 5, “Control Panel.”
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Starting an Application from Program Manager

By using Program Manager, you can easily find and start an application. You can
also start an application from File Manager. For more information, see “Starting
an Application from File Manager” in Chapter 4, “File Manager.”

Starting an Application from a Group

If an application is represented by a program-item icon in a group, the easiest way
to start the application is to choose the program-item icon from the group window.
If you included a document with the program item, it appears in the application
workspace. For more information, see “Creating a Program Item” earlier in this
chapter.

» To start an application from a group

1. Open the group window that contains the program-item icon for the application.
2. Double-click the icon.

Or use the arrow keys to select the icon, and then press ENTER.

When you start an application, Program Manager changes the current directory

to the directory you specified in the Working Directory box when you added the
program item to the group. If you are using a non-Windows application, you can
specify a working directory in either Program Manager or PIF Editor. Settings
made in Program Manager override PIF Editor settings. For information about the
working directory setting in Program Manager, see “Creating a Program Item”
earlier in this chapter. For information about PIF Editor, see Chapter 8, “PIF
Editor.”

You can use the following procedure to have an application run as an icon when
you start the application.

» To run an application as an icon

1. Open the group window that contains the program-item icon for the application.
2. Press and hold down sHIFT while double-clicking the icon.

Or use the arrow keys to select the icon, and then press SHIFT+ENTER.

You can have Windows reduce Program Manager to an icon whenever you start
an application. This is useful because the icon remains visible on the lower edge of
the desktop when most applications are running, making it easy to find when you
want to switch to Program Manager.
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» To reduce Program Manager to an icon whenever you run an application

= From the Options menu, choose Minimize On Use.

A check mark (v') appears beside the command when it is in effect. To cancel the
command, choose it again.

Starting an Application When You Start Windows

When you install Windows by using the Setup program, Windows creates a
StartUp group. When you set up a program item for an application in the StartUp
group, Windows starts the application each time you start Windows.

For example, if you want Windows to start File Manager whenever you start
Windows, move the File Manager icon from the Main group to the StartUp group.
Program items in the StartUp group run in the order their icons appear in the
window (starting with the top row, and moving left to right).

You can also have Windows automatically reduce an application in the StartUp
group to an icon. You do this by selecting the Run Minimized check box when
you are creating the program item, or by using the Properties command on the File
menu.

Returning to Program Manager from an Application

When you are working with an application or document and you want to start a
different application, you can do so by returning to Program Manager or by using
File Manager. For information about using File Manager, see “Starting an
Application from File Manager” in Chapter 4, “File Manager.”

» To return to Program Manager, use one of the following methods

Mouse

® (Click the Program Manager window, or double-click the Program Manager
icon.

If the Program Manager window is not visible, press ALT+ESC repeatedly until
you reach it. ,

= Double-click anywhere on the Windows desktop to display Task List, and then
choose Program Manager from list of running applications.
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Keyboard

® Press CTRL+ESC to display Task List, and then choose Program Manager from
the list of running applications. For more information about using Task List to
switch between applications, see Chapter 2, “Application Basics.”

® Press and hold down ALT, and then press TAB repeatedly. As you continue to
press TAB, you see the title of each open application. When Program Manager
appears in the center of your screen, release ALT. The Program Manager
window appears in the foreground.

» If Program Manager appears as an icon, you can press ALT, SPACEBAR to open
the Control menu. Then press ENTER to restore Program Manager to a window.
Or first select the icon, and then press ENTER.

Quitting Program Manager

Even when you run applications, Program Manager remains running in the back-
ground. You must return to Program Manager before you end your Windows
session. You cannot quit Program Manager without also quitting Windows.

Before you quit Windows, you can choose to save any changes you made to the
layout of Program Manager during your Windows session. If you do, Windows
starts your next session with the Program Manager windows and icons arranged as
they were at the end of the previous session.

If you want to save the arrangement of Program Manager group windows and
icons, you need to specify this before you quit Program Manager. You can save
settings at any time, without quitting Program Manager.

» To save settings without quitting Program Manager

m Press and hold down SHIFT, and then choose Exit Windows from the File menu.

P To save settings when you quit Program Manager

= From the Options menu, choose Save Settings On Exit.

A check mark appears next to the command. The next time you start Windows,
the Program Manager workspace appears as it did when you last used it.
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» To quit Program Manager (and Windows)

1. Quit all applications that are running.
2. From the File menu, choose Exit Windows.

A confirmation dialog box appears, prompting you to confirm that you want to
end your Windows session.

3. Choose the OK button.
Or from the Control menu, choose Close.
Or double-click the Control-menu box.






File Manager

Chapter 4

What Is File Manager?

Windows File Manager is a powerful tool that can help you organize your files
and directories. You can use File Manager to view all your files and directories
and then build a directory structure that makes sense to you.

You can use File Manager to move and copy files, start applications, connect to
networks, print documents, and maintain disks. You can also associate a file with
an application so that you can easily start the application and open the file at the
same time.

When you use File Manager, you work with directory windows. A directory
window graphically displays the directory structure of your disk and the files and
directories on the disk. '

» To start File Manager

= In the Main group, choose the File Manager icon. (Double-click the icon. Or
use the arrow keys to move the selection cursor to the File Manager icon, and
then press ENTER.)

Note If you find that you run applications from File Manager most of the time,

you can change the shell setting in your Windows system initialization file to read
shell=winfile.exe. Then File Manager, instead of Program Manager, appears when-
ever you start the Microsoft Windows operating system. For information about
changing the system initialization file, start Write (in the Accessories group), and
open the SYSINIL.WRI file.
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Working with a Directory Window

When you first start File Manager, a directory window appears, displaying the
contents of the current drive. This directory window is split: The left half displays
the directory tree, and the right half lists the contents of the current directory.

ile Disk Tree

I €3 planning
0 programs
I £ project!
€2 project2

0 charts

= logo.bmp
mar.wii
Fmkreport.exe
notes.txt
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[ accounts.dat BEIshowart, bat

Crecords
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- €2 spool
F ) tmp %] [ letters.log

The directory tree shows the structure of the directories on a disk. The directory
structure begins at the upper left with the root directory, the first directory on a
disk. Other directories branch below the root directory. (The directory tree takes
its name from this branching structure.)

The root directory is created when you format a disk. It is represented by a
backslash (\). For example, C:\ is the root directory for drive C.

The contents list in the right half of the directory window shows the names of files
and directories within the current directory. Directories within a directory are
known as subdirectories.

Note The split window is the default view for a directory window. For informa-

tion about displaying only the directory tree or only the contents of the current
directory, see “Changing Views” later in this chapter.

The parts of a directory window are shown in the following illustration.
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Drive icons

Directory path
Up icon

Volume label or
network name
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File icons

Directory icon

The following table describes the elements in a directory window.

Element

Description

Directory path

Drive icons

Volume label

Network name

Directory icon

Current directory

File icons

The location of the current directory; it appears in the title bar of
a directory window.

Icons that represent the drives on your computer. A drive letter
follows each icon. Different icons are used to represent the hard
and floppy disk drives on your computer, network drives you are
connected to, RAM drives you may have set up in your com-
puter’s memory, and CD-ROM drives.

The name that identifies your disk; it appears in brackets ([ ]) to
the right of the drive icons. You see this information only if you
have assigned a label to your disk.

The name assigned to your network-drive connection. If a net-
work drive is selected, the network name is displayed instead of
the volume label.

An icon that represents a directory on your disk. In the directory
tree, directory icons are connected by a vertical line to the
directory level above them. In the contents list, directory icons
represent directories in the current directory.

The directory you are currently using; represented by an icon that
looks like an open directory folder in the directory tree. File
Manager commands affect the current directory or files within it.

Icons that are next to filenames; they indicate file type. There are
icons to represent program files, document files, and other types
of files. For more information, see “Working with Files and
Directories” later in this chapter.
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Element Description

Upicon The icon (shaped like an arrow) that takes you up one level in the
directory tree. For more information, see “Changing Directories”
later in this chapter.

Split bar The bar that divides the window so that you can view both the
directory tree and the contents list. For information about moving
this bar to the left or right, see “Moving the Split Bar” later in this
chapter.

You can resize and move a directory window in the File Manager workspace. You
can enlarge it to fill the entire workspace, or you can reduce it to an icon. For more
information about working with windows, see Chapter 1, “Windows Basics.”

Selecting Files or Directories

Before you can work with a file or a directory, you must select it. You can

select a single file or directory, or several. Selecting more than one item is called
extending a selection. When a file or directory is selected, its name and icon are
highlighted in the directory window.

Selecting a Single File or Directory
In the contents list, you can select a single file or directory and then use File

Manager commands to work with it.

» To select a file or directory

Mouse

= In the contents list, click the filename or directory name you want to select.
Keyboard

1. Press TAB to move the selection cursor to the contents list.

2. Use the following keys to select files and directories.

Press To select

UP ARROW or DOWN A file or directory above or below the current
ARROW selection.

END The last file or directory in the list.

HOME The first file or directory in the list.

PAGE UP The file or directory at the top of the previous screen.
PAGE DOWN The file or directory at the bottom of the next screen.
A letter or number The next file or directory that begins with that letter

or number.
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Extending a Selection

In the contents list, you can select more than one file or directory at a time in order

to perform a task with several files at once. For example, you may want to select

several files and move them to another directory. You can select a group of files or
directories that appear in consecutive order, or you can select items that are not in

sequence.

You can use the mouse or keyboard to select a group of files or directories visible
in the contents list, or you can use the Select Files command to select any group of

files.

To select two or more items in sequence

Mouse
1. Click the first file or directory you want to select.

2. Press and hold down SHIFT while you click the last item in the group.

- 1 letters

22 mail

- C:' memos
+ €2 planning
+ €2 programs
- £ project?

£ project2
HE= reparts!
-0 charts

logo.bmp
mar.wri

1 [ letters.log

- C3 records

Keyboard

1. Press TAB to move the selection cursor to the contents list, and then use the

arrow keys to move to the first item you want to select.

2. Press and hold down sHIFT while you use the arrow keys to select the remaining

items in the group.
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» To select two or more items out of sequence

Mouse

= Press and hold down CTRL while you click each item.

-0 letters
1 mail
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I 1 planning
- C) programs
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jan.vori
[Detterslog

- 1 records

Keyboard

1. Press TAB to move the selection cursor to the contents list, and then use the
arrow keys to move to the first item you want to select.

2. Press and release SHIFT+FS.

The selection cursor begins to blink.
3. Use the arrow keys to move to each remaining item you want to select.
4. Press the SPACEBAR to select each item.

5. Press SHIFT+F8 again when you finish extending the selection.

» To select more than one group of items
Mouse

1. To select the first group of sequential items, click the first item and then press
and hold down SHIFT while you click the last item in the group.

2. To select the next group of items, press and hold down CTRL while you click the
first item. Then press and hold down CTRL+SHIFT while you click the last item in
the group.
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Keyboard
1. Press TAB to move the selection cursor to the contents list.

2. To select the first group of sequential items, press and hold down SHIFT while
you use the arrow keys to move from the first to the last item in the group.

3. Press and release SHIFT+FS.

The selection cursor begins to blink.
. Use the arrow keys to move to the first item in the next group of items.
. Press the SPACEBAR to select the first item.

. Press SHIFT+ an arrow key to select the remaining items in the group.

~N Oy A

. Press SHIFT+F8 again when you finish extending the selection.

To select a group of items by using the Select Files command

1. From the File menu, choose Select Files.
The Select Files dialog box appears.

2. In the Files box, type the name of the file you want to select. Use wildcards to
specify a group of files. For example, to select all files with a .TXT extension,
type *.txt. Or, to select all files in a directory, leave the default *.* in the Files
box.

3. Choose the Select button.
The Cancel button changes to the Close button.
4. Repeat steps 2 and 3 until you have selected all the files you want.

You can choose the Deselect button at any time to cancel a selection. The
Deselect button cancels the selected files that you specify in the Files box.

5. Choose the Close button.

Tip You can select all files in a directory by pressing CTRL+SLASH (/).
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Canceling a Selection

To cancel a selection, you can use mouse or keyboard techniques, or the Select
Files command. You can cancel one selected file or a group of selected files.

» To cancel a selection

Mouse
® Press and hold down CTRL while you click the item.

Keyboard

1. If you have not already done so, press and release SHIFT+F8.
The selection cursor begins to blink.

2. Use the arrow keys to move to the selection you want to cancel.

3. Press the SPACEBAR.

4. Press SHIFT+F8.

» To cancel a group of selected files

1. From the File menu, choose Select Files.
The Select Files dialog box appears.

2. In the Files box, type the name of one of the selected files you want to cancel.
You can use wildcards to specify a group of files or all files that are selected in
a directory.

3. Choose the Deselect button.
4. Repeat steps 2 and 3 until you finish canceling selections.
5. Choose the Close button.

Tip You can cancel all selections by pressing CTRL+BACKSLASH (\).

Changing Views

When you first start File Manager, the directory window displays both the
directory tree for the current drive and the contents of the current directory. By
using commands on the View menu, you can choose to display only the directory
tree or only the contents of the current directory.
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> To display only the directory tree

= From the View menu, choose Tree Only.

The active directory window displays the directory tree for the current drive.

» To display only the directory contents

® From the View menu, choose Directory Only.

The active directory window displays the filenames and directories in the
current directory.

» To display both the directory tree and the directory contents

®»  From the View menu, choose Tree And Directory.

The active directory window displays the directory tree for the current drive
and the filenames and directories in the current directory.

Changing Drives

A directory window shows the directory structure of the current drive. The icon
for the current drive is surrounded by a rectangle.

You can change drives by selecting another drive icon in the directory window

or by using the Select Drive command on the Disk menu. When you change to a
different drive, the names of the files and directories on that drive are displayed in
the directory window.

P To select another drive in a directory window

Mouse

= (Click the drive icon representing the drive you want to use.
Keyboard

1. Press TAB or F6 to move to the drive icons.

If you want to move back to the directory tree or contents area without
changing drives, press TAB or F6 again.

2. Use the arrow keys to select the drive icon you want, and then press the
SPACEBAR.

Tip You can change drives by pressing and holding down CTRL while typing the
letter of the drive you want to select.
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» To change drives by using the Select Drive command
1. From the Disk menu, choose Select Drive.
Or double-click the background of the area where the drive icons are located.
The Select Drive dialog box appears.

et

2. Select the drive you want to change to.

3. Choose the OK button.

Note When you change drives, File Manager searches the drive to display its con-
tents. You can press ESC at any time to stop the search. If you stop the search, only

a partial directory tree is displayed, as indicated by the status bar at the bottom of
the File Manager window.

Changing Directories

In the directory tree, the current directory is marked by the selection cursor, a

dotted rectangle around the highlighted icon and text. You can select only one
directory at a time in the directory tree. To change to a different directory, you
move the selection cursor.

» To change to another directory in the directory tree
Mouse
® Click the directory name you want to change to.
Keyboard

= Use the following keys to change to a different directory.

Press To change to

UP ARROW or DOWN A directory above or below the current directory.
ARROW ,

HOME or BACKSLASH (V) The root directory.

END The last directory in the list.
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Press

To change to

RIGHT ARROW

LEFT ARROW or BACKSPACE
PAGE UP

PAGE DOWN

CTRL+UP ARROW

CTRL+DOWN ARROW
A character key

The first subdirectory of the current directory, if
one exists and is displayed in the directory tree.

The next directory level up from the current
directory, if one exists.

The directory one screen up from the current
directory.

The directory one screen down from the current
directory.

The previous directory at the same level, if one
exists.

The next directory at the same level, if one exists.

The next directory that begins with the specified
letter or number.

In the contents list, you can move up or down one level in the directory structure.

You can go up one level by using the Up icon, and you can change to a sub-

directory (go down one level) by using the directory icons in the list.

» To change directories by using the contents list

Mouse

® Double-click the directory icon next to the name of the subdirectory you want

to change to.

Or double-click the Up icon if you want to move up one level.

Keyboard

m Use the arrow keys to select the appropriate directory icon or the Up icon, and

then press ENTER.

Or press BACKSPACE to go up one level.

Expanding and Collapsing Directory Levels

You can control the level of directory information shown in a directory window.

When you first start File Manager, the directory tree shows the first level of

directories on the current drive. You can use the commands on the Tree menu

to expand and collapse the directory information shown.

Expanding Directory Levels

When you expand a directory, the names of the subdirectories in that directory are
displayed in the directory tree. You can expand an entire branch, a single level of

the branch, or all branches.
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The following illustration shows a directory tree with the REPORTS directory
expanded.

I €1 planning
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I 31 project1

Crecords Efmkseport.exe
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I

feb.wri

jan.wri
D letters.log

\- Expanded directory

» To expand one level of a directory

= In the directory tree, choose the directory icon or the name of the directory you
want to expand by double-clicking it or by selecting it and pressing ENTER.

Or select the directory, and then choose Expand One Level from the Tree
menu.
» To expand an entire branch

1. In the directory tree, select the directory you want to expand.
2. From the Tree menu, choose Expand Branch.
Or press the ASTERISK (*) key.

» To expand all branches in the directory tree

= From the Tree menu, choose Expand All.
Or press CTRL+ASTERISK (*).

Collapsing Directory Levels

You can collapse a directory so that subdirectories are not listed in the directory
tree. All directories, except the root directory, are collapsed when you first start
File Manager.

» To collapse a directory

Mouse

m In the directory tree, double-click the directory icon or the name of the
directory you want to collapse.
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Keyboard

1. In the directory tree, use the arrow keys to select the name of the directory you
want to collapse.

2. From the Tree menu, choose Collapse Branch.
Or press the HYPHEN (-) key.

Displaying Expandable Directories

If you want to know which directories have subdirectories, you can use the
Indicate Expandable Branches command on the Tree menu. When you use this
command, a plus sign (+) marks each directory that has subdirectories. The plus
sign means you can expand the directory to display its subdirectories in the
directory tree. After you expand a directory, the plus sign changes to a minus
sign (-), indicating that the directory is expanded and can be collapsed.

The following illustration shows a directory tree with the expandable directories
marked.

Expandable directory

planning
I-' (] programs
- €3 projecti
E 2

notes.txt
D accounts.bak D sales.dat
. D accounts.dat [showart bat
records
D tables
- (53 spool
- tmp

L Collapsible directory

Wi
‘. D letters.log

» To mark expandable directories in the directory tree

®  From the Tree menu, choose Indicate Expandable Branches.

File Manager displays the directory tree, marking each expandable directory
with a plus sign. A check mark appears next to the command in the Tree menu.

To turn off this feature, choose Indicate Expandable Branches again.

Note If you choose the Indicate Expandable Branches command, File Manager
may take longer to create the directory tree.
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Opening More Than One Directory Window

You can open additional directory windows that display the contents of the same
drive or a different drive. It’s useful to have more than one directory window dis-
played if you want to copy or move files from one drive to another.

The following illustration shows File Manager with two directory windows open.

ns Window Help

- letters logo.bmp

- 3 mail [B) mar.wi
£ memos Clrecords Fmkreport.exe
I €1 planning Cotables notes.tst

] programs - D accounts.bak D ales.dat

[Dtettess.log
@'

You can open a new directory window by choosing a drive icon in the directory
window, by using the New Window command on the Window menu, or by
choosing a directory icon in the directory tree.

If you have two or more windows displaying the same drive and directory infor-
mation, a number appears in the title bar of each window, indicating there is more
than one window displaying that directory.

Note The new directory window has the same display options as the one you
opened it from. For example, if you are working with a directory window that
shows only the directory tree, and you open a new directory window, the new
window displays only the directory tree.
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» To open a new directory window by using a drive icon

Mouse
® Double-click a drive icon.

A new directory window appears, displaying the names of the files and
directories on the drive you selected.

Keyboard

1. Press TAB to move to the drive icons.

2. Use the arrow keys to select the drive icon you want, and then press ENTER or

choose Open from the File menu.

A new directory window appears, displaying the names of the files and
directories on the drive you selected.

» To open a new directory window by using the New Window command

= From the Window menu, choose New Window.

A new directory window appears, displaying the same directory information as

the previous active window.

» To open a new directory window by using the directory tree

® Press and hold down SHIFT while you double-click a directory icon in the
directory tree.

Or select a directory icon in the directory tree, and then press SHIFT+ENTER. For

information about selecting directories, see “Changing Directories” earlier in

this chapter.

The new directory window displays only the contents of the directory you
selected; the directory tree is not displayed.
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Selecting an Open Directory Window

Although many directory windows can be open at the same time, only one of
them is active. A directory window must be active before you can work in that
directory. To make an inactive window active, you select it. When the window is
selected, the title bar changes color or intensity and the window moves in front of
the other open windows.

» To select an open directory window

Mouse
m Click anywhere in the window.

Or choose a window name from the list at the bottom of the Window menu.

Keyboard

1. Press ALT, HYPHEN (-) to open the Control menu.

2. Type t to choose Next.

3. Repeat steps 1 and 2 until the window you want is selected.

Or select the name of the window you want from the list at the bottom of the
Window menu. Then press ENTER to open the window.

To cycle quickly through the open directory windows, press CTRL+F6
(or CTRL+TAB) until the window you want is selected.

Tip If the window you want to select is hidden by another window, you can use
the Cascade or Tile command (on the Window menu) to rearrange the open
directory windows so that all of them are visible. You can also move or resize
windows that cover the window you want. For more information, see “Arranging
Directory Windows” later in this chapter.

Closing a Directory Window

When you finish working with a directory window, you may want to close the
window to clear space on your screen and free some of your computer’s memory.
If you have only one directory window open, you cannot close it.
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» To close the active directory window

Mouse

= Double-click the Control-menu box, located in the upper-left corner of the
directory window.

Keyboard

1. Press ALT, HYPHEN (-) to open the Control menu.
2. From the Control menu, choose Close.

Changing the Information Displayed in a Directory Window

When you first start File Manager, the names of directories and files are listed
alphabetically. You can change the order of the directories and files and also list
details about them by using commands on the View and Options menus.

The changes you make by using commands on the View menu affect the active
directory window and any new windows you open from that window. Other open
windows are not affected.

Note To save the new settings, make sure the Save Settings On Exit command on
the Options menu has a check mark next to it. For more information, see “Saving
Your Settings” later in this chapter.

Displaying Different Types of File Information

You can use the commands on the View menu to indicate what kind of file infor-
mation you want displayed in a directory window. File Manager can display the
name, size, last modification date and time, and attributes of files.

When you first start File Manager, the Name command on the View menu has a
check mark next to it, indicating it is in effect. This means that only the names of
files and directories appear in a directory window.

P> To display only names of files and directories

= From the View menu, choose Name.

Only the names of files and directories are displayed in the active directory
window.
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» To display complete information about each file

® From the View menu, choose All File Details.

The file size, last modification date and time, and file attributes are displayed
next to each filename and directory name in the active directory window.

» To display specific information about each file

1. From the View menu, choose Partial Details.
The Partial Details dialog box appears.

. Pawaloonits. ]

D i_asl Modification Date
[ Last Modification Time
[ File Attributes

2. Select the check boxes of options you want to display, and clear the check
boxes of options you don’t want to display. The table that follows describes
each option.

3. Choose the OK button.

You can select the following options in the Partial Details dialog box.

Select To

Size Display the size (in bytes) of each file.

Last Modification Date Display the date each file was last modified, according to
the system clock.

Last Modification Time Display the time of day each file was last modified,
according to the system clock.

File Attributes Indicate whether files are hidden, system, archive, or
read-only. (For more information, see “Setting File
Attributes” later in this chapter.)

Note The Name, All File Details, and Partial Details commands affect only the
contents list in the active directory window. If the directory window is displaying
only the directory tree, the window is not affected by these commands.
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Sorting the Contents of a Directory

By default, the contents of a directory are listed alphabetically, with directories
listed first, followed by filenames. You can sort the files and directories by name,
type, size, or the date the file was last modified. The Sort commands do not affect
the directory tree.

» To sort files and directories alphabetically

® From the View menu, choose Sort By Name.

In the active directory window, first directories are sorted alphabetically, then
files.

» To sort files and directories by type

®= From the View menu, choose Sort By Type.

Directories and then files are listed alphabetically by extension in the active
directory window. For example, files ending with .COM appear before files
ending with .EXE.

» To sort files by size

® From the View menu, choose Sort By Size.

In the active directory window, directories are listed first; then files are listed
by size, with the largest files listed first.

» To sort files and directories by last modification date

= From the View menu, choose Sort By Date.

In the active directory window, directories are listed first, sorted by date. Then
files are listed by date, with the most recently modified file listed first.

Choosing the Type of File to Display

‘When you first start File Manager, the contents list (the right side of the directory
window) displays the names of all the files and directories in the current directory,
except hidden and system files. (For information about hidden and system files,
see “Setting File Attributes” later in this chapter.) You can specify whether File
Manager displays only certain types of files, or groups of files with similar
filenames or extensions.
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» To specify which types of files are displayed in a directory window

1. From the View menu, choose By File Type.
The By File Type dialog box appears.

File Type
Directories
Programs
Documents
& Other Files

[ Show Hidden/System Files

2. To display files with similar names, you can use wildcards in the Name box.
For example, to display only those files with the extension .TXT, you can type
*.txt. The default is *.*, meaning all files in the directory are listed. (For more
information about using wildcards, see your MS-DOS documentation.)

3. Under File Type, select the types of files you want to display. The table that
follows describes each option.

4. To display hidden and system files, select the Show Hidden/System Files check
box.

5. Choose the OK button.
The active directory window displays the types of files you selected.

Under File Type in the By File Type dialog box, you can select the following

options.

Select To

Directories Display the names of directories that are in the current directory.

Programs Display all filenames that have an .EXE, .COM, .PIF, or . BAT
extension.

Documents Display the names of text or graphics files associated with an applica-

tion. For information about associating files, see “Associating Files
with an Application” later in this chapter.

Other Files Display all filenames not included in the preceding three options.

Caution If you choose to display your hidden and system files, be careful not to
rename or delete any of them. Your computer may not start or work properly
without them.
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Updating a Directory Window

In most cases, File Manager updates open directory windows automatically. For
example, if you save a file by using Write, its filename shows up immediately in
the appropriate directory window. Sometimes, however, File Manager cannot
complete an automatic update, especially if you are using network directories or if
you change floppy disks. In this case, use the Refresh command to update the
active directory window.

» To update a directory window

m  (Click the drive icon for the current drive, or choose Refresh from the Window
menu.

Customizing and Arranging Directory Windows

You can customize directory windows so that they are easy to find and use. You
may want to arrange them so that you can see each one, or change fonts to make it
easier to read the names of files and directories. You can also turn on or off the sta-
tus bar displayed at the bottom of your File Manager window.

Moving the Split Bar

In the default view, the directory window has a bar that splits the window into two
sections. The split bar is located to the right of the directory-tree scroll bar. You
can move this bar so that you have more room for the contents list or the directory
tree.

» To move the split bar

Mouse
1. Move the mouse pointer to the split bar.
The pointer turns into a double bar with two arrows.

2. Press and hold down the mouse button, and move the pointer left or right to
position the split bar.

3. Release the mouse button.
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Keyboard

1. From the View menu, choose Split.

A vertical bar appears.

D plarning
€2 programs Ccharts mar.wri
I €1 project Crecords Elmkreport.exe
I C project2 Ctables hotes. kst
f [0 accounts.bak [ sales.dat
2 charts [ accounts.dat ERshowart bat
2 records apr.wri
Ctables feb.wri
- C2 spool fan.wri
- tmp [ letters.lag

2. Use the arrow keys to move the selection bar to where you want to place the
split bar, and then press ENTER.

If you decide you do not want to move the split bar, press ESC to cancel the
command.

Arranging Directory Windows

The Window menu includes the Cascade and Tile commands, which help you or-

ganize the way directory windows appear on your screen. These commands affect
all open directory windows.

» To arrange open directory windows
= From the Window menu, choose Cascade.

Directory windows overlap, starting in the upper-left corner of the File
Manager workspace. Each window’s title remains visible, making it easy for
you to select any of the directory windows.

= Or from the Window menu, choose Tile.

The windows are resized and arranged vertically (on top of each other) so that
no windows overlap and each window’s contents are visible.

® Or press and hold down sHIFT while choosing Tile from the Window menu.

The windows are resized and arranged horizontally (side-by-side) so that no
windows overlap.
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Arranging lcons

When you minimize a directory window, it becomes an icon. You can move these
icons around in the File Manager workspace by dragging them with a mouse. If
you have many of these icons in your File Manager window, you can arrange them
so that they are evenly spaced and don’t overlap. For information about minimiz-
ing a window, see Chapter 1, “Windows Basics.”

File Manager uses an invisible grid to line up icons. For information about
changing the size of this grid, see Chapter 5, “Control Panel.”

» To arrange icons

® From the Window menu, choose Arrange Icons.

Changing the Font in File Manager

You can change the font that File Manager uses to display the names of files and
directories. When you change the font, all directory windows are affected.

» To change the font

1. From the Options menu, choose Font.

The Font dialog box appears.

MS Serif
Small Fonts
System :
' Times New Roman [ #|

Lowercase

AaBbYyZz

2. In the Font box, select the font you want to use.
The text in the Sample box changes to reflect the font you select.

3. In the Font Style box, select any style options you want to use (for example,
bold or italic).

The text in the Sample box changes to reflect the style you select.
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4. In the Size box, select the point size you want to use: the larger the point size,
the larger the character appears on your screen.

The text in the Sample box changes to reflect the point size you select.
5. If you want text to appear all uppercase, clear the Lowercase check box.
6. Choose the OK button.

The text in all directory windows is displayed in the new font.

Displaying the Status Bar

The status bar at the bottom of the File Manager window supplies information
about the active directory window or the selected directory-window icon. This in-
formation includes the number of bytes available on the disk, the number of files
in the current directory and how much disk space they occupy, and the number
and size of the currently selected files.

You can turn the status bar on or off by using the Status Bar command. When the
status bar is on, a check mark appears next to the command on the Options menu.

» To turn the status bar on or off

® From the Options menu, choose Status Bar.

Saving Your Settings

Any changes you make by using commands on the Options menu are saved auto-
matically. For example, if you change the font and then quit File Manager, text
appears in the new font the next time you start File Manager.

By default, the positions of the open directory windows and icons, and any
changes you’ve made by using commands on the View menu, are also saved
when you quit File Manager. You can turn this option on or off by using the
Save Settings On Exit command.
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» To turn the save settings option on or off

= From the Options menu, choose Save Settings On Exit.

When the Save Settings On Exit option is in effect, a check mark appears next
to the command on the Options menu.

Using a Network Drive

When using a network, you can work with any network drive if you know its loca-
tion (and password, if there is one). With some networks, you can browse through
all the network drives. You should always start the network before you start
Windows.

When you start Windows, it recognizes network connections you have made and
shows the network drives in File Manager as icons different from other drive
icons. Windows saves any new network connections you make, and if you don’t
disconnect them, sets up the same network connections the next time you start
Windows.

With some networks, you can change settings so that your connections are not
reestablished each time you restart Windows. To change network settings, choose
the Network icon in Control Panel. For more information, see Chapter 5, “Control
Panel.”

Connecting to and Disconnecting from a Network Drive

You can use File Manager to connect to network drives or to disconnect from
them. If you are not using a network, the network commands are not available.

Note Depending on your network, you may have different commands and
dialog boxes available to connect and disconnect your network drives. The
following procedures are based on your having the Network Connections
command available. If you have different network commands, such as Connect
Network Drive and Disconnect Network Drive, substitute those commands for
Network Connections in the following procedures. If the dialog box for connect-
ing to a network drive is different from the one shown in this procedure, choose
the Help button in the dialog box for more information.
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» To connect to a network drive

1. From the Disk menu, choose Network Connections.

The Network Connections dialog box appears. The next available letter to
assign to a drive appears in the Drive box.

| NewarkConnections

" New Connection
Network Path: l I

Drive: D: @

Password: J

Current Drive Connections:

. In the Network Path box, type the path required to locate the network drive.

With some networks, you can use the Browse button to browse through a list
of drives until you find the one you want. If your network does not provide this
capability, the Browse button in the Network Connections dialog box appears
dimmed.

. To assign a different drive, open the Drive list and select the letter you want.

Or type the drive letter in the Drive box.

. In the Password box, type the password, if one is required.
. Choose the Connect button.

Or, if you do not want this connection to be made when you restart Windows,
press and hold down SHIFT while you choose the Connect button.

. Repeat steps 2 through 5 if you want to connect to another network drive.

When you finish setting up your network connections, choose the Close button.
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File Manager maintains a list of previous network drives you have used so that
you can easily reconnect to them.

To connect to a network drive you have used previously

1.

4.
5.
6.

From the Disk menu, choose Network Connections.

The Network Connections dialog box appears.

. Choose the Previous button.

The Previous Network Connections dialog box appears.

. Select the network path you want, and then choose the Select button.

The network path you select appears in the Network Path box.

In the Password box, type the password, if one is required.

Choose the Connect button.

When you finish setting up your network connections, choose the Close button.

You can connect to network drives while running some applications. If you do
this, you may need to update the directory windows in File Manager to see the
drive icon representing the connection. For more information, see “Updating a
Directory Window” earlier in this chapter.

To disconnect from a network drive

1.

3.
4.

From the Disk menu, choose Network Connections.
The Network Connections dialog box appears.

. In the Current Drive Connections box, select the network drive you want to

disconnect.
Choose the Disconnect button.
Choose the Close button.

Note If Windows is running in 386 enhanced mode, you might not be able to
disconnect from network drives that were active before you started Windows.
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Working with Files and Directories

You can use File Manager commands to work with files and directories individu-
ally or in groups.

To the left of each filename or directory name in the contents list is an icon to help
you identify its type. The following table describes the icons.

Icon Represents

Directories. These are listed first, in alphabetical order.

Program files and batch files. Their default filename extensions are .EXE,
.COM, .PIF, and .BAT. These files start applications.

Document files. These files are associated with applications. When you open
one of these files, the associated application starts automatically. For more in-
formation, see “Associating Files with an Application” later in this chapter.

System or hidden files. These files have system or hidden attributes. For
more information, see “Setting File Attributes” later in this chapter.

All other files.

L b= L

Naming a File or Directory

Many File Manager tasks involve naming or renaming files and directories.
Windows follows MS-DOS conventions for naming files:

= The name of a file or directory can have two parts: a name and an optional ex-
tension. The two parts are separated by a period. For example, MYFILE.NEW
is a valid filename; MYFILE is the name of the file, and NEW is the filename
extension.

= The name can contain up to eight characters, and the extension can contain up
to three characters.

= The name must start with either a letter or number. It can contain any uppercase
or lowercase characters except the following:

period (.) quotation mark (")
slash (/) backslash (V)
brackets ([ 1) colon ()
semicolon (;) vertical bar (1)

equal sign (=)  comma (,)

If you use these characters in a filename, you may get unexpected results.
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® The name cannot contain any spaces.

m The following names are reserved and cannot be used for files or directories:
CON, AUX, COM1, COM2, COM3, COM4, LPT1, LPT2, LPT3, PRN, and
NUL.

Examples of valid filenames are LETTER.DOC, MEMO.TXT, BUDGET.92, and
2NDTRY.RPT. For more information about naming files, see your MS-DOS
documentation.

Creating a Directory

You can create a directory by using the Create Directory command. After you
create a directory, you can copy files and directories to it from other locations by
using the Move and Copy commands. For more information, see “Moving and
Copying Files and Directories” later in this chapter.

» To create a directory

1. In the directory tree, select the directory in which you want the new directory to
appear.

2. From the File menu, choose Create Directory.

The Create Directory dialog box appears.

. Current Directory: c:\

: Name: li

3. In the Name box, type a name for the new directory.

Use the same conventions for naming directories as you do for naming files.
For information, see the previous section, “Naming a File or Directory.”

If you want to create the directory somewhere other than in the current
directory, type the full path of the new directory.

4. Choose the OK button.
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Searching for a File or Directory

When you want to find a file or directory, you can use the Search command. By
using wildcards, you can search for a group of files or directories that have related
filenames or extensions. For example, suppose you gave each of your correspon-
dence files an .LTR extension. To find all of them, you can search for *.LTR. File
Manager finds all correspondence (.L'TR) files in the specified directories on the
current drive and lists them in the Search Results window.

You can select files and directories in the Search Results window and use File
menu commands to print, copy, move, delete, and rename them. You can view file
details by using commands on the View menu. However, although you can move
or copy files from the Search Results window, you cannot copy or move files into
1t.

The Search Results window remains open until you close it or reduce it to an icon.
The contents of the Search Results window are replaced when you use the Search
command again.

To search for a file or directory

1. Select the directory that you want to start the search from.
2. From the File menu, choose Search.

The Search dialog box appears.

Search For:

Start From:

lc:\
X Search All Subdirectories

3. In the Search For box, type the name of the file or directory. You can use
wildcards to search for a group of files or directories with similar names or
extensions. For example, to search for all files with the extension .WRI, you
would type *.wri in the Search For box.

4. In the Start From box, the current directory is listed. If you want to start the
search from a different directory, type the directory name in the Start From box.

5. By default, File Manager searches the directory listed in the Start From box,
and all its subdirectories. If you do not want File Manager to search the sub-
directories, clear the Search All Subdirectories check box.

6. Choose the OK button.
To cancel the search, press ESC.
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File Manager searches the directory and subdirectories you specified. The Search
Results window appears, displaying all the filenames and directories found.

\reports\apr. i
\reportshfeb. wii
\reportsijan.wri
[B) c:\ieportsimar.wri

Note If you modify the drive on which the search was performed and the Search
Results window is active (or is made active), a dialog box appears, asking whether
you want to update the Search Results window. If you choose the Yes button, the
search is performed again on the modified drive.

Moving and Copying Files and Directories

You can move and copy files and directories from one File Manager location
(called the source) to another (called the destination) by dragging them with the
mouse or by using the Copy or Move command. You can copy and move items
between directories and between drives.

By extending your selection, you can move or copy more than one file or directory
at a time. For information about extending a selection in a directory window, see
“Extending a Selection” earlier in this chapter.

» To move files or directories

Mouse

1. Make sure the source and destination are visible. (You can use the Cascade
or Tile command on the Window menu to rearrange directory windows.) The
destination can be a directory icon, directory window, or drive icon. If the desti-
nation is a drive icon, the file will be placed in the current directory of that
drive.

2. Press and hold down SHIFT while you use the mouse to drag the source file or
directory icon to the destination.

The mouse pointer replicates a file icon.
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3. Release the mouse button, and then release SHIFT.

A confirmation message appears. (You can choose not to receive confirmation
messages. For more information, see “Turning Off Confirmation Messages”
later in this chapter.)

4. To complete the move, choose the Yes button.

If the destination directory contains a file with the same name as the file you
are moving, a dialog box appears, prompting you to verify that you want to
replace the existing file. Choose the Yes button to replace the existing file, or if
you are moving more than one file, choose the Yes To All button. If you choose
the Yes To All button, File Manager does not prompt you for each file that is
replaced.

Tip If you are moving files or directories to a destination on the same drive, you
can simply drag them with your mouse. You do not have to use SHIFT.

Keyboard
1. Select the file or directory you want to move.
2. From the File menu, choose Move.

The Move dialog box appears.

[ Current Directory: c:\reports

. From: | accounts.dat

To: [

3. The name of the selected file or directory appears in the From box. To move a
different file or directory, type its name in the From box. If the file or directory
is not in the current directory, include the path.

4. In the To box, type the destination directory. (If you type a filename, the
original file or directory is renamed.)

5. Choose the OK button.

If the destination directory contains a file with the same name as the file you
are moving, a dialog box appears, prompting you to verify that you want to
replace the existing file. Choose the Yes button to replace the existing file, or if
you are moving more than one file, choose the Yes To All button. If you choose
the Yes To All button, File Manager does not prompt you for each file that is
replaced.

The file or directory disappears from its original location and appears in the
destination directory you specified. If you move a directory, all the files and
subdirectories in it move also.
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» To copy files or directories

Mouse

1. Make sure the source and destination are visible. (You can use the Cascade or
Tile command on the Window menu to rearrange directory windows.) The
destination can be a directory window, directory icon, or drive icon. If the
destination is a drive icon, the file will be placed in the current directory of that
drive.

2. Press and hold down CTRL while you use the mouse to drag the source file or
directory icon to the destination.

The mouse pointer changes to a file icon with a plus sign to indicate you are
copying, not moving, files or directories.

3. Release the mouse button, and then release CTRL.

A confirmation message appears. (You can choose not to receive confirmation
messages. For more information, see “Turning Off Confirmation Messages”
later in this chapter.)

4. Choose the Yes button.

If the destination directory contains a file with the same name as the file you
are copying, a dialog box appears, prompting you to verify that you want to
replace the existing file. Choose the Yes button to replace the existing file, or
if you are copying more than one file, choose the Yes To All button. If you
choose the Yes To All button, File Manager does not prompt you for each file
that is replaced.

Tip If you are copying files or directories to a different drive, you can simply drag
them with the mouse. You do not have to use CTRL.

Keyboard
1. In the contents list, select the file or directory you want to copy.
2. From the File menu, choose Copy.

The Copy dialog box appears.

. Cunrent Directory: c:\reports

i From: | accounts.dat

[To @]
O Copy to Clipboard

3. The name of the selected file or directory appears in the From box. To copy a
different file or directory, type its name in the From box. If the file is not in the
current directory, include the path.
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4. In the To box, type the destination path.
5. Choose the OK button.

If the destination directory contains a file with the same name as the file you
are copying, a dialog box appears, prompting you to verify that you want to re-
place the existing file. Choose the Yes button to replace the existing file, or if
you are copying more than one file, choose the Yes To All button. If you
choose the Yes To All button, File Manager does not prompt you for each file
that is replaced.

The file or directory is copied to the destination directory and remains in the
location from which you copied it. If you copy a directory, all the files and
subdirectories in it are copied also.

Note You can copy files from a directory window in File Manager to a group
window or group icon in Program Manager by dragging the files with a mouse.
For more information, see “Creating a Program Item” in Chapter 3, “Program
Manager.”

Copying a File onto the Cliphoard

You can use File Manager to copy a file onto the Clipboard so that you can link or
embed the file into a different document. For more information about object link-
ing and embedding, see Chapter 13, “Integrating Your Windows Applications.”

» To copy a file onto the Clipboard

1. Select the file you want to copy.
2. From the File menu, choose Copy.
The Copy dialog box appears.
3. Select the Copy To Clipboard option button.
4. Choose the OK button.
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Deleting a File or Directory

You can use File Manager to delete files and directories. When you delete a
directory, all files and subdirectories in the directory are deleted. You can extend
the selection of files or directories to delete more than one. For information about
extending a selection, see “Extending a Selection” earlier in this chapter.

Caution Be careful when you delete files and directories. Unless you are running
MS-DOS version 5.0 or have a file-recovery program, you cannot recover files or
directories deleted accidentally. For more information, see your MS-DOS
documentation.

» To delete a file or directory

1.
2.

Select the file or directory you want to delete.
From the File menu, choose Delete.

Or press DEL.

The Delete dialog box appears.

| Cunient Directory: c:\reports

E Delete:

. Choose the OXK button to delete the selected file or directory, or type the name

of a different file or directory you want to remove.

File Manager prompts you to confirm the deletion. (You can choose not to re-
ceive confirmation messages. For more information, see the following section,
“Turning Off Confirmation Messages.”)

. If you are deleting a single file or directory and are sure you want to delete i,

choose the Yes button. If you are deleting more than one file or directory and
you do not want to confirm each deletion, choose the Yes To All button.
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Turning Off Confirmation Messages

If you do not want a confirmation message to appear each time you delete or re-
place files and directories, you can change the confirmation settings. You can also
turn off messages that appear when you perform certain mouse actions, such as
moving and copying.

If you turn off confirmation messages, File Manager carries out commands as
soon as they are issued.
» To turn off confirmation messages

1. From the Options menu, choose Confirmation.
The Confirmation dialog box appears.

Confirm On
File Delete

Directory Delete
File Replace

4 Mouse Action
| Disk Commands

2. Clear the check box for each confirmation option you want to cancel.
3. Choose the OK button.

The confirmation options are described in the following table.

Clear this option If you don’t want

File Delete A warning message before deleting files.

Directory Delete A warning message before deleting directories.

File Replace A warning message before writing over existing files.
Mouse Action A warning message before moving or copying when you

drag files with a mouse.
Disk Commands A warning message before formatting or copying a disk.

Caution If you clear the Directory Delete check box, remember that when you
delete a directory, all files and subdirectories in that directory are deleted. Also,
to avoid accidentally writing over files you want to keep, do not clear the File
Replace check box.
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Renaming a File or Directory

You can rename any file or directory by choosing the Rename command on the
File menu.

Caution Be careful when you rename files. If you rename a file that your system
requires (for example, any file that has a .SYS extension), your system may not
start or run correctly.

» To rename a file or directory

1. Select the file or directory you want to rename.
2. From the File menu, choose Rename.
The Rename dialog box appears.

I Cumrent Directory: c:\reports

I: From: | notes. txt

To: |]

3. The name of the selected file or directory appears in the From box. To rename a
different file, type the name in the From box. To rename a group of files, use
wildcards (for example, *.BAK).

4. In the To box, type the new name. Use a file or directory name that does not
already exist in the destination directory. You can specify only one filename in
the To box. If you want to rename a group of files, use wildcards (for example,
* TXT).

5. Choose the OK button.

Inserting a File into Another File

If you have applications that support object linking and embedding, you can use
File Manager to embed a file into another file or link a file to another file. Some
applications developed prior to this version of Windows may not support embed-
ding and linking through File Manager.

For information about object linking and embedding, see Chapter 13, “Integrating
Your Windows Applications.”
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» To embed a file into another file

® Drag the file icon into the application window where the other file is open.

» To link a file to another file

® Press and hold down SHIFT+CTRL while you use the mouse to drag the file icon
to the application window where the other file is open.

You can also embed or link a file into another file by copying the file onto the
Clipboard and then pasting it into the destination file. For more information, see
“Copying a File onto the Clipboard” earlier in this chapter.

Setting File Attributes

File attributes are part of the directory information MS-DOS maintains for each
file. This information helps MS-DOS identify a file and controls the kinds of tasks
you can perform with the file. The four file attributes are described in the follow-

ing table.

Abbreviation Attribute

R Read-only. Prevents a file from being changed.

A Archive. Identifies a file that has been modified since it was last
backed up. When you use some MS-DOS commands, such as
backup and xcopy, the archive attribute is turned off.

H Hidden. Prevents a file from appearing in a directory listing at the

MS-DOS command prompt. Files that have a hidden attribute
appear in directory windows only if you select the Show
Hidden/System Files check box by using the By File Type
command on the View menu.

S System. Identifies the file as an MS-DOS system file. Files that
have a system attribute appear in a directory window only if you

select the Show Hidden/System Files check box by using the By
File Type command on the View menu.

You can see file attributes in a directory window by choosing the All File Details
command on the View menu. This command displays all the information about a
file.
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You can change file attributes by using the Properties command on the File menu.

» To change file attributes for a single file

1. Select the file for which you want to set or cancel attributes.
2. From the File menu, choose Properties.
The Properties dialog box appears.

. 'F{mﬁétﬂés‘ for ei;ir.wri: e

File Name: apr.wri

Size: 126.276 bytes

Last Change: 9/17/91 03:45:04 PM
Path: c:\reports

Attributes
[JRead Only [ Hidden
X Archive [ System

If you are using a network, more options may be available in the Properties
dialog box.

3. Select or clear the check boxes for the attribute settings you want.
4. Choose the OK button.

» To change file attributes for a group of files
1. Select the files for which you want to set or cancel attributes.
2. From the File menu, choose Properties.
The Properties dialog box appears.

¢ 3 Files Selected. Total 65.812 bytes
Attri

] y: [ Hidden
Archive 0 System

If you are using a network, more options may be available in the Properties
dialog box.

3. Select or clear the check boxes, as needed. If a check box is solid gray, it means
that some of the files you selected have different settings for that particular
attribute.

4. Choose the OK button.
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Associating Files with an Application

You can use File Manager to help you save time when you want to work with a
file. Instead of starting your application and then loading a file, you can simply
choose the file in the directory window; the application starts automatically. To

do this, a file must be associated with an application. For example, if you associate
the .ACC extension with your accounting application, you can open any file that
has an .ACC extension and your accounting application will start with that file
loaded.

Some applications, including most Windows applications, are associated

with a filename extension when you install them. If a file is associated with an
application, it has a document-file icon next to it. If your application does not
automatically set up an association, you can associate files with the application
by using the Associate command.

» To associate a file with an application

1. In a directory window, select a file that has the extension you want to associate.
For example, to associate files that have a .DAT extension with an application,
select any file that has a .DAT extension.

2. From the File menu, choose Associate.

The Associate dialog box appears.

Files with Extension: {24}

Associate With:

Calendar Ie[cem‘la.ee] M

Card File [cardfile.exe]

Media Player (MPlayer.exe)
h.

Paintbrush Picture [pbrus

3. The filename extension of the file you selected appears in the Files With
Extension box. To associate a different filename extension, or if no file was
selected when you chose the Associate command, type the extension in the
Files With Extension box.

4. In the Associate With box, select the application you want to associate with
the extension. The Associate With box lists all the applications that registered
information when they were set up. A description of the type of file that the
application uses is listed first, followed by the name of the program file.
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5. If the application is not listed in the Associate With box, you can either type the
name of a program file or choose the Browse button to select a file from a list
of program files. You can type only the name of a program file in this box; you
cannot specify a description of the type of file.

If you choose the Browse button, the following dialog box appears.

Browse
File Name: Directories:

% exe:t pil
calc.exe =t

calendar.exe b = windows
cardfile.exe . £ system

s = s

com:” bay c:\windows

charmap.exe
clipbrd.exe
clock.exe
control.exe
dosprmpt. pif

List Files of Type:
Programs

Drives:

Select the program file you want, and then choose the OK button.

The name of the program file then appears in the Associate With box in the
Associate dialog box.

6. Choose the OK button.

In the directory window, the file icon changes to a document-file icon, indicat-
ing the file is associated with an application. The next time you open that file,
the application will start also.

Changing an Association

You may want to change an association if you have two applications that could be
associated with the same filename extension. For example, suppose you install a
word-processing application that is associated with the .DOC extension, and then
you install another word processor that is also associated with the .DOC extension.
Because a filename extension can only be associated with one application at a
time, the most recently installed application is associated with the filename
extension; in this example, .DOC is associated with the second word processor
you installed. If you want to be able to use the first word processor when you open
a .DOC file, you need to change the association back to the first word processor.
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» To change an association

1.

2.

In a directory window, select a file that has the extension for which you want to
change the association.

From the File menu, choose Associate.

The Associate dialog box appears.

. The extension of the selected file appears in the Files With Extension box. To

change the association for a different filename extension, or if no file was
selected when you chose the Associate command, type the extension in the
Files With Extension box.

. In the Associate With box, select the new application you want to associate

with the filename extension.

. Choose the OK button.

Removing an Association

If you no longer want files associated with an application (for example, if you
remove the application from your system), you can remove the association by
using the Associate command.

» To remove an association between files and an application

1.

2.

3.

In a directory window, select a file that has the extension for which you want to
remove the association.

From the File menu, choose Associate.

The Associate dialog box appears.

Files with Estension:

Associate With:
Eexk File

The filename extension of the file you selected appears in the Files With
Extension box. To remove the association for a different extension, or if no file
was selected when you chose the Associate command, type the extension in the
Files With Extension box.

4. In the Associate With box, select None.

5.

Choose the OK button.
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Printing a File

Using File Manager, you can print files that are associated with applications. You
can use the Print command, or, if you are using a mouse, you can simply drag the
file icon onto the minimized Print Manager icon.

Note Some applications do not support printing through File Manager. If this is
the case, or if a file is not associated with an application, you must open the appli-
cation and print the file from there.

» To print a file by dragging the file icon

1. Make sure Print Manager is started and reduced to an application icon on the
desktop.

2. Drag the document-file icon onto the Print Manager icon.

» To print a file by using the Print command

1. In the directory window, select the file you want to print.
2. From the File menu, choose Print.

The Print dialog box appears.
3. Choose the OK button.

Starting an Application from File Manager

You can use File Manager to start your applications. You start an application by
opening a program file or document file from a directory window. Program files
almost always have a .COM, .EXE, .PIF, or .BAT filename extension. Document
files are associated with applications and are represented by document-file icons in
directory windows. For information about the types of file icons, see “Working
with Files and Directories” earlier in this chapter.

When you start an application that runs in a window, the window appears in front
of any open File Manager windows. When you start an application that uses the
entire screen, the application replaces the File Manager window. If you want to
reduce File Manager to an icon each time you start an application, you can choose
the Minimize On Use command from the Options menu.

Tip If you use an application frequently, you might find it more convenient to add
it to a Program Manager group than to start it from File Manager. You can copy
program and document files from File Manager to Program Manager by dragging
them with a mouse. For information about how to add items to a Program
Manager group, see Chapter 3, “Program Manager.”
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» To start an application from a program file or document file

Mouse

In the directory window, double-click the filename.

Keyboard

1.

Select the filename in the directory window.

2. From the File menu, choose Open.

Or press ENTER.

» To start an application and open a file

Mouse

Drag the icon for the data file onto the icon for the program file.

Keyboard

1. Select the program file for the application you want to use.

2. From the File menu, choose Run.
The Run dialog box appears.
| Cunrent Directory: c:\reports
Command Line:

|

| (1 Run Minimized

3. The name of the program file appears in the Command Line box. If you did not
select a program file, or if you want to run a different application, type the
name (and path, if necessary) of the program file in the Command Line box.
Then, in the Command Line box, add the name of the data file you want to
open. Include the path if the data file is not in the same directory as the program
file.

4. If you want the application to start minimized, select the Run Minimized check
box.

5. Choose the OK button.

» To reduce File Manager to an icon when you start an application

From the Options menu, choose Minimize On Use.
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Maintaining Floppy Disks

You can use commands on the Disk menu to prepare floppy disks, copy the
contents of one disk to another, or label a disk.

Formatting a Disk

Formatting prepares a floppy disk so that information can be stored on it and re-
trieved from it. When you format a disk, File Manager removes all the information
from it, writes new directory information to it, and checks for unusable portions
(bad sectors).

» To format a floppy disk

1. Insert a disk into a drive.

2. From the Disk menu, choose Format Disk.

The Format Disk dialog box appears.

Disk In:
Lapacity: 1.2MB E

Dptions

O Make System Disk
O Quick Format

3. In the Disk In box, select the letter for the drive you want to use.
4. In the Capacity box, select the size of the disk you want to format.
5. Under Options, select any options you want.
If you want to give the disk a volume label, type a name in the Label box.

If you want to include system files on the disk you are formatting, select the
Make System Disk check box. (For information about system disks, see the
next section, “Making a System Disk.”)

If you want to format a disk quickly, select the Quick Format check box. The
directory information (the file allocation table and root directory of the disk)

is deleted, but the disk is not scanned for bad sectors. You can use the Quick
Format option only for disks that have been previously formatted.
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6. Choose the OK button.

A confirmation dialog box appears, in which you can verify that you want to
format the disk. Formatting deletes all information on a disk. Therefore, make
sure the disk in the drive you selected is the one you want to format.

You can choose not to receive confirmation messages by using the
Confirmation command on the Options menu, as explained earlier in this
chapter.

7. Choose the Yes button.

After your disk is formatted, a dialog box appears, prompting you to indicate
whether you want to format another disk.

Caution Be careful when you format a disk. Unless you are running MS-DOS
version 5.0 or have a disk-recovery program, you cannot recover information on a
disk that is accidentally formatted. For more information, see your MS-DOS
documentation.

Making a System Disk

You can use File Manager to copy MS-DOS operating-system files onto a floppy
disk. This disk is called a system disk, and you can use it to start your computer.

» To copy system files onto a floppy disk

1. Insert a formatted floppy disk into a drive.
2. From the Disk menu, choose Make System Disk.

3. If your computer has two floppy disk drives, a dialog box appears. Select the
letter for the drive that contains the disk, and then choose the OK button.

If your computer has only one floppy disk drive, this dialog box does not
appear.

Note Not all disks can accept system files. A message notifies you if this is the
case.

Copying a Floppy Disk

You can make a copy of a floppy disk by using the Copy Disk command on the
Disk menu. When you copy a floppy disk, both disks must have the same storage
capacity. For example, if the source disk (the disk you are copying from) has a
capacity of 720K, the destination disk (the disk you are copying to) must also.

3
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» To copy an entire disk

1. Insert the source disk in the drive you want to copy from. If you have two
floppy disk drives of the same size, insert the destination disk in the drive you
want to copy to.

2. From the Disk menu, choose Copy Disk.

3. If your computer has two floppy disk drives, a dialog box appears. Select the
letter of the source drive and the destination drive, and then choose the OK
button.

If your computer has only one floppy disk drive, this dialog box does not
appear.

4. A confirmation dialog box appears, in which you can verify that you want to
copy the disk. When you copy an entire disk, there is no way to recover infor-
mation previously stored on the destination disk. Make sure the disk in the
destination drive is the one you want to copy to.

Choose the Yes button. A message appears, informing you of the percentage of
your disk that has been copied.

If you have only one floppy disk drive, follow the instructions to switch source
and destination disks as needed.

Labeling a Disk

You can assign or change a label for a disk by selecting the Label Disk command
on the Disk menu.

» To assign or change a volume label

1. Click the drive icon for the disk you want to label.

Or press TAB to move the selection cursor to the drive icons, use the arrow keys
to select the icon for the disk you want to label, and then press the SPACEBAR.

2. From the Disk menu, choose Label Disk.
The Label Disk dialog box appears.

3. In the Label box, type the label for the disk.
The label can contain up to 11 characters.

4. Choose the OK button.
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Quitting File Manager

You can quit File Manager by using the Exit command on the File menu. To save
the positions and views of your open directory windows, make sure the Save
Settings On Exit command on the Options menu has a check mark next to it. For
more information, see “Saving Your Settings” earlier in this chapter.

» To quit File Manager

= From the File menu, choose Exit.
Or double-click the Control-menu box.
Or press ALT, SPACEBAR to open the Control menu, and then choose Close.



Control Panel

Chapter 5

What Is Control Panel?

Windows Control Panel provides you with a visual way of changing the configura-
tion of your system while you’re using the Microsoft Windows operating system.

When you change an option by using Control Panel, the change is stored in the
WIN.INI file so that it will be in effect the next time you run Windows.

» To start Control Panel

= In the Main group, choose the Control Panel icon. (Double-click the icon. Or
use the arrow keys to move the selection cursor to the icon, and then press
ENTER.)

Ports tMouse Desktop Keyboard

2,

Printers Intemational  Date/Time Network 386 Enhanced  Drivers

e

MI pper Sound

®

The icons in this window represent the settings you can change by using Control
Panel. For each icon, there is a corresponding command on the Settings menu.
These icons represent the options that appear when you are running Windows
on an 80386 computer using a network, sound, and Musical Instrument Digital
Interface (MIDI) capabilities. Your Control Panel window may look different,
depending on the devices you have installed (for example, an extra pointing
device) and the software that manages them.
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The following table describes the Control Panel options.

Choose

To

Color

Mouse

o
Desktop

E

Kepboard

Printers

International

iz

Date/Time

Set the color of the desktop and most of the elements on it.

Add or remove TrueType fonts, in addition to screen and plotter fonts
for the Windows screen display. (Some printer fonts must be set up by
using a font-installation program provided by the font manufacturer.)

Set the communications options for your serial communications ports.

Customize the way you use your pointing device. For example, if you
are using a mouse, you may want to adjust how fast the pointer moves
across the screen, set the double-click speed, swap functions of the left
and right mouse buttons, and set any options specific to the type of
mouse you are using.

Select patterns or images to decorate the desktop, specify a screen
saver to run when Windows is running but is not being used, set an
invisible grid to help you align objects on the desktop, specify icon
spacing and title wrapping, and set the cursor blink rate.

Adjust the keyboard repeat rate and delay.

Install and configure printers. This may include assigning output ports,
choosing paper sizes and orientation, specifying graphics resolution,
connecting to network printers, choosing the default printer, installing
soft and cartridge fonts, and using Print Manager.

Specify international settings, such as country and language, number
and currency formats, and date and time formats. This option does not
change the language of the Windows product itself, only the way appli-
cations sort and manage information that includes these formats.

Change the system date and time.



Chapter 5 Control Panel 11

Choose

To

&

Network

386 Enhanced

Drivers

Control your connection to the network. Depending on your network,
this may include signing on and off the network, restoring your net-
work connections when you start Windows, or changing your user
identification or password. This icon appears only if you have a
network installed and started.

Specify settings for swap files, and the use of 32-bit disk access,
and specify how applications running concurrently in 386 enhanced
mode compete for use of peripheral devices, and how much of the
computer’s resources are allocated to Windows applications running
in the foreground and background. This option is available only on
systems that can run Windows in 386 enhanced mode.

Install and configure drivers for optional devices, such as sound cards
and pen tablets.

Select, change, or create MIDI setups for playing MIDI information on
a synthesizer connected to your computer.

Assign sounds to system and application events. You can also use this
option to turn on or off the warning beep and system sounds.

» To choose a Control Panel option

®  In the Control Panel window, double-click the icon for the option you want.

Or use the arrow keys to move the selection cursor to the icon, and then press

ENTER.

Or choose the corresponding command from the Settings menu.

Customizing Desktop Colors

In Control Panel, you can customize the colors used for your deskzop, the area of
the screen on which elements such as windows, icons, and dialog boxes appear.
You can use a color scheme that Windows provides, create a new scheme, and
define custom colors.
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Choosing a Color Scheme

Windows provides several predefined color schemes. A color scheme is a collec-
tion of complementary colors. Some color schemes include only solid colors,
whereas others include nonsolid colors as well.

A solid color is directly supported by your display adapter. Video graphics
adapters (VGAs) support 16 solid colors, and 256-color adapters support 20 solid
colors. Both types of adapters support hundreds of nonsolid colors. A nonsolid
color is produced by a pattern of colored dots that simulate a color or pattern.
Depending on the detail of the screen resolution, nonsolid colors can look almost
exactly like solid colors.

When selecting a color scheme, note the following:

® Selecting a color scheme that has all solid colors may increase the speed at
which Windows updates your screen. The Windows Default scheme and
several others use only solid colors.

® If you are using a plasma display adapter, you might want to use the Plasma
Power Saver color scheme. This scheme uses darker colors, which require less
power than brighter colors.

= If you are using an LCD display adapter, the colors may appear in reverse
video. In this case, you might want to use an LCD color scheme. The names
of these schemes start with LCD.

= Control Panel uses only the solid color closest to the selected nonsolid color
for the following screen elements: Window Frame, Window Text, Window
Background, Menu Bar, Menu Text, Active and Inactive Title Bar Text, Button
Face, Button Text, Disabled Text, Highlight, and Highlighted Text.

Note Some LCD monitors have switches you can use to set the screen display so
that it does not appear in reverse video. On other computers with LCD monitors,
you need to press a key to change the screen display. In this case, you may need
to quit Windows before you can change the display.
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» To choose a color scheme

1. In the Control Panel window, choose the Color icon.

The Color dialog box appears. The Color Schemes box shows the name of the
current color scheme, and the sample screen shows the colors for the current
scheme.

List of saved color schemes

Color Schemes
ndlows Dofoult© ¢

>— Sample screen showing
the current color selections

2. Open the Color Schemes list, and then select the color scheme you want.

Click the arrow next to the box to open the list. Or press TAB to move to the
box, and then press ALT+DOWN ARROW.

The sample screen changes to reflect your selection.
3. Choose the OK button at the lower left of the Color dialog box.
Tip You can select a scheme without opening the Color Schemes list by using the

UP ARROW and DOWN ARROW keys. Each scheme appears in the Color Schemes box
and sample screen as you cycle through the schemes.
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Changing a Color Scheme

You can change the color assigned to many parts of the Windows screen (also
referred to as screen elements). The color change is effective until you change
colors again, and you can save the change for future sessions.

» To change the colors of a color scheme

1. In the Control Panel window, choose the Color icon.
The Color dialog box appears.

2. Open the Color Schemes list, and then select the color scheme you want to
change.

3. Choose the Color Palette button.

The Color dialog box expands to include a list of screen elements, a palette
of basic colors, and a palette titled Custom Colors.

List of elements whose
colors you can change

Color Schemes

Windows Default

— Basic Colors palette

— Custom Colors palette

4. In the sample screen, click the part of the screen whose color you want to
change.

Or open the Screen Element list, and then select the part of the screen from the
list.
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Clicking “Highlighted” in the sample screen alternately selects the “Highlight”
and “Highlighted Text” elements. Similarly, clicking the OK button in the
sample screen alternately selects the “Button Face,” “Button Shadow,” “Button
Highlight,” and “Button Text” elements. You can see which element is selected
in the Screen Element list.

. In the Basic Colors palette, click the color you want.

Or press TAB to move to the palette, and then use the arrow keys to move the
selection cursor to the color you want. Press the SPACEBAR to select the color.

The color is displayed in the sample screen.

6. Change the color of any other screen elements.

8.

. To save the new color selections, choose the Save Scheme button, and then

type a name for the scheme in the text box.

If you don’t save the scheme, Windows still uses the new color selections

until you change them again, even if you quit Windows and restart it. However,
when you make another change or choose an existing scheme, the color selec-
tions are lost.

Choose the OK button.

Tip You can increase the speed at which Windows updates your screen by select-
ing only solid colors and by selecting the same color for the Active Border and
Inactive Border.

If you find that you use only one or two color schemes, you can shorten the list of
selections by deleting schemes. The only color scheme that cannot be deleted is
Windows Default, the scheme you see the first time you start Windows.

To remove a color scheme

1.

In the Control Panel window, choose the Color icon.
The Color dialog box appears.

. Open the Color Schemes list, and then select the color scheme you want to

delete.

. Choose the Remove Scheme button.

A dialog box appears, asking you to confirm the deletion.

. Choose the Yes button.

The Color dialog box appears.

. Choose the OK button.



146 Microsoft Windows User’s Guide

Defining Custom Colors

You can specify up to 16 additional colors at a time and use them in your color
schemes. Control Panel offers two methods of defining custom colors:

® You can select colors from a color refiner box that shows the full range of
possible colors.

" You can specify numbers for hue, saturation, and luminosity, or for relative
amounts of red, green, and blue.

Hue is the position of the color along the color spectrum. Saturation is the purity
of the hue, moving from gray to the pure color. Luminosity is the brightness of the
color on a scale from black to white.

» To define a custom color

1. In the Control Panel window, choose the Color icon.

The Color dialog box appears.
2. Choose the Color Palette button.

The Color dialog box expands to include a palette titled Custom Colors.
3. Choose the Define Custom Colors button.

The Custom Color Selector dialog box appears.

Color refiner box
Color refiner cursor
/ /- Vertical luminosity bar

Scieen Element:
{Desktop

Basic Colors:

“ColorlSglid
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. Drag the color refiner cursor to the area of the color refiner box that shows the

color you want. Then drag the arrow next to the vertical luminosity bar up or
down to adjust the luminosity.

Or type values in the Red, Green, and Blue or the Hue, Sat, and Lum boxes.
You can type values into the boxes or click the arrows to the right of the
appropriate box to increase or decrease the number.

As you change the color, the new color is displayed on the left side of the
Color/Solid box. The right side of the box displays the solid color closest to
your choice. If you want to select the solid color, double-click the right side of
the box, or press ALT+0. For more information about solid and nonsolid colors,
see “Choosing a Color Scheme” earlier in this chapter.

. When you are satisfied with the color, select a box in the Custom Colors palette

for the new color. You can select an empty box or one that contains a color you
want to change.

. Choose the Add Color button to add the new color to the Custom Colors palette.

7. Define any other custom colors you want to add to the palette.

. To close the Custom Color Selector dialog box and return to the Color dialog

box, choose the Close button.

Or, to return to the Color dialog box without closing the Custom Color Selector
dialog box, move the Custom Color Selector dialog box.

You can now choose the custom colors the same way you would choose a color
from the Basic Colors palette.

. To close the Color dialog box, choose the OK button.

Changing Desktop Options

In addition to changing your color scheme, you can customize your desktop in the
following ways: ‘

Specify a pattern or wallpaper for the desktop.

Specify a screen saver to display when Windows is running but not being used.
Adjust icon spacing.

Wrap icon titles.

Set an invisible grid to easily align windows and icons.

Change window border width.

Adjust the cursor blink rate.
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Displaying Desktop Patterns

When you set up Windows, the desktop is a solid color. You can replace the solid
color with a pattern by using the Pattern option. You can choose a predesigned
desktop pattern or create one of your own.

The background color for the pattern is the same as the Desktop color. The fore-
ground color (the lines that make up the pattern) is the same as the color of the
Window Text screen element. For more information, see “Customizing Desktop
Colors” earlier in this chapter.

» To choose a pattern

1. In the Control Panel window, choose the Desktop icon.

The Desktop dialog box appears.

‘Aﬁplications
Fast "Alt+Tab" Switching

[~ Screen Saver
Delay: 2 @ Minutes

Wallpaper [ Icons

File: Spacing: g% Pixels

@ Center O Tile Wrap Title

Sizing Grid Cussor Blink Rate
Granularity: mgmg Slow
Border Width: ; e

2. In the Pattern area, open the Name list, and then select a pattern.

Click the arrow next to the box to open the list. Or press TAB to move to the
box, and then press ALT+DOWN ARROW.

3. Choose the OK button.

Tip You can select a pattern without opening the Name list by using the Up ARROW
and DOWN ARROW keys.
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If you are using a mouse, you can change an existing desktop pattern or create one
and save it with a new name. You cannot change a pattern by using the keyboard.

» To change an existing pattern
1. In the Control Panel window, choose the Desktop icon.
The Desktop dialog box appears.
2. Choose the Edit Pattern button.

The Edit Pattern dialog box appears, displaying a sample of the current pattern
in the Sample box and a cell in which you can make changes to the pattern.
(The cell shows an enlarged version of the pattern.)

3. Open the Name list, and then select a pattern.

Click in this box to
change the pattern.

\- The results of your
changes appear here.

4. In the cell, click locations where you want to reverse the colors in the pattern.
5. When the Sample box shows the pattern you want, choose the Change button.
6. Choose the OK button.

The Desktop dialog box appears.
7. Choose the OK button.
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» To create a pattern

1.

AN W

In the Control Panel window, choose the Desktop icon.

The Desktop dialog box appears.

. Choose the Edit Pattern button.

The Edit Pattern dialog box appears, displaying a sample of the current pattern
in the Sample box, and a cell in which you can make changes to the pattern.

. In the Name box, type a name for the new pattern.

. Click locations in the cell where you want to reverse the colors in the pattern.
. When the cell shows the pattern you want, choose the Add button.

. Choose the OK button.

The Desktop dialog box appears. The new pattern’s name appears in the Name
box.

. Choose the OK button.

The new pattern appears on the desktop.

The pattern you define is repeated as many times as necessary to completely
fill the background. Remember, the colors of the pattern are determined by the
Desktop and Window Text colors you choose.

If you find that you use only one or two patterns, you can shorten the list of
selections by removing patterns you no longer use.

p To remove a pattern

1.

In the Control Panel window, choose the Desktop icon.
The Desktop dialog box appears.

Choose the Edit Pattern button.

The Edit Pattern dialog box appears.

. Open the Name list, and then select the pattern you want to remove.

. Choose the Remove button.

A dialog box appears, asking you to confirm the removal.

. Choose the Yes button.

6. Choose the OK button.

The Desktop dialog box appears.

. Choose the OK button.
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Displaying Custom Wallpaper

You can alter the appearance of your desktop by displaying a bitmap graphic as
wallpaper instead of the desktop color or pattern. You can display any bitmap
(any file with a .BMP extension), even an elaborate one such as a scanned color
photograph.

You can use Windows Paintbrush or another paint application that produces .BMP
files to create a bitmap to use as wallpaper. After you create the bitmap, copy the
.BMP file into the Windows directory. If you put the file into a different directory,
be sure to specify the full path.

Not all bitmaps cover the entire desktop when the wallpaper is displayed. You can
have small bitmaps repeated on your screen by selecting the Tile option.

» To choose a bitmap to display as wallpaper

1. In the Control Panel window, choose the Desktop icon.
The Desktop dialog box appears.
2. In the Wallpaper area, open the File list.

Click the arrow next to the box to open the list. Or press TAB to move to the
box, and then press ALT+DOWN ARROW.

3. Select a bitmap from the list.
Or type a full path for the bitmap.
4. Select the Center or Tile option button.

The Center option positions the bitmap in the center of the desktop. The Tile
option repeats the bitmap as many times as necessary to cover the desktop.

5. Choose the OK button.

If you select both a pattern and custom wallpaper in the Desktop dialog box, the
wallpaper overlays the pattern. If you select the Center option for the wallpaper
and the bitmap doesn’t cover the entire desktop, you’ll see the pattern around the
edges of the bitmap. If the original bitmap is too large to fit on the screen or takes
up too much memory, Windows does not display it.

If you want to remove a wallpaper from the list, delete the bitmap file from the
Windows directory.

Note Windows uses more memory when displaying wallpaper than when
displaying a solid color or a pattern on the desktop. If you run out of memory
when running an application, you can change to a color or pattern to free some
memory.
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Using Fast Application Switching

You can use fast application switching to switch quickly between applications.
When fast application switching is active, you can press and hold down the ALT
key while pressing TAB repeatedly to display the name of each application
Windows can switch to.

When you reach the name of the application you want to use, releasing ALT
switches you to that application. If the application is running as an icon, it is
restored to a window.

To use fast application switching
1. In the Control Panel window, choose the Desktop icon.
The Desktop dialog box appears.
2. In the Desktop dialog box, select the Fast “Alt+Tab” Switching check box.
3. Choose the OK button.

If, while using ALT+TAB, you want to return to your original application, continue
to press and hold down ALT, and then press ESC.

Using a Screen Saver

You can select and customize a screen saver to appear on your screen while
Windows is running. A screen saver is a moving pattern or bitmap that appears
after you have not used your computer for an amount of time you specify. Screen
savers can reduce the wear on your screen and provide security for your system.

You can use one of the several screen savers that Windows provides, or you can
use the IdleWild screen savers included in the Microsoft Entertainment Pack for
Windows. If you want to customize your screen saver, see “Customizing a Screen
Saver” later in this chapter.

Note To use the IdleWild screen savers, the IWLIB.DLL file and the screen-saver
files (these have the extension W) must be in the same directory. You can place
these files in any directory you want. If these files are not in your Windows
directory or in the SYSTEM directory, the directory where they are located must
be included in your path. For more information about modifying your path, see
your MS-DOS documentation.
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» To select a screen saver

1.

5.

In the Control Panel window, choose the Desktop icon.
The Desktop dialog box appears.
In the Screen Saver area, open the Name list.

Click the arrow next to the box to open the list. Or press TAB to move to the
box, and then press ALT+DOWN ARROW.

Select a screen saver from the list.

. In the Delay box, click the up arrow to increase or the down arrow to decrease

the number of minutes of inactivity you want to elapse before the screen saver
appears.

Or type the number of minutes (larger than zero) you want to elapse.
Choose the OK button.

» To return to Windows when the screen saver is on your screen

Move the mouse.

Or press any key.

Note If a non-Windows application is the active application, the screen saver does
not appear on your screen, regardless of whether the application is running in a
window, from the MS-DOS command line, or as an icon.

Testing a Screen Saver

After you’ve selected a screen saver, you can test it to see how it looks on your
screen.

p To test a screen saver

1.

In the Control Panel window, choose the Desktop icon.
The Desktop dialog box appears.

. In the Screen Saver area, select the screen saver you want to use from the Name

list.

. Choose the Test button.

The screen saver appears.
To return to Windows, move the mouse.
Or press any key.
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Customizing a Screen Saver

Some screen savers can be customized. For example, you can change the colors of
the object displayed, the number of lines the object contains, or any text that is dis-
played. The settings that you can change depend on the screen saver you are using.

» To customize a screen saver

1.

In the Control Panel window, choose the Desktop icon.

The Desktop dialog box appears.

. In the Screen Saver area, select the screen saver you want to use from the Name

list.

. Choose the Setup button.

The Setup dialog box appears, with options specific to the screen saver you
selected. (If the screen saver cannot be customized, a message appears, notify-
ing you that the screen saver has no options to set.) The following is a sample
Setup dialog box for a screen saver.

. Stardicld Simulation Setup

'Warp Speed
w
[ Starfield Density
Mumber of stars (10-200)

" Password Options
[ Password Protected

. Change any settings you want.

For information about these settings, choose the Help button or press Fi while
using the dialog box.

. Choose the OK button.

The Desktop dialog box appears.

. Choose the OK button.

Specifying or Changing a Password for a Screen Saver

When you use a screen saver provided by Windows, you can specify a password.
If you have specified a password, you must type the password before you can
return to Windows from the screen saver. This ensures that unauthorized users
do not have access to your work.
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» To specify or change a password
1. In the Control Panel window, choose the Desktop icon.

The Desktop dialog box appears.

2. In the Screen Saver area, select the screen saver you want to use from the Name
list.

3. Choose the Setup button.

The Setup dialog box appears. The following is a sample Setup dialog box for a
screen saver.

B Warp Speed
Slow

[~ Starfield Density
Number of stars (10-200) E}

™ Password Options

\- You can set passwords for
Windows screen savers.

4. Select the Password Protected check box.
5. Choose the Set Password button.
The Change Password dialog box appears.

: id Password:

If you are specifying a password for the first time, skip the following step.

6. If you are changing your password, type the old password in the Old Password
box.

7. In the New Password box, type your new password.

The password for a screen saver provided by Windows can contain up to 20
characters.

8. In the Retype New Password box, type your new password again.
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9.

Choose the OK button.
The Setup dialog box appears.

10. Choose the OK button.

11.

The Desktop dialog box appears.
Choose the OK button.

» To turn off the password option

1.

In the Control Panel window, choose the Desktop icon.
The Desktop dialog box appears.

. In the Screen Saver area, select the screen saver you want to turn off from the

Name list.

. Choose the Setup button.

The Setup dialog box appears.

. Clear the Password Protected check box.
. Choose the OK button.

The Desktop dialog box appears.

. Choose the OK button.

Changing the Spacing Between Icons

Windows calculates the standard spacing for application, document, and program-
item icons based on the size of the widest icon. Usually this spacing is adequate.
However, sometimes the title of an icon exceeds the icon’s width, causing it to
overlap adjacent icons. You can prevent icon titles from overlapping by increasing
the space between icons, by wrapping the title of an icon so that it occupies more
than one line, or by doing both.

Icon spacing is measured in pixels (or pels), the smallest unit of measurement
on the screen. Increments of 10 pixels result in noticeable increases in spacing
between icons.

» To increase icon spacing and wrap the icon title

1.

In the Control Panel window, choose the Desktop icon.
The Desktop dialog box appears.

. In the Icons area, click the up or down arrow next to the Spacing box to

increase or decrease the spacing between icons.
Or type a number.
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3. Select the Wrap Title check box.
4, Choose the OK button.

If you select the Wrap Title check box, the icon titles wrap immediately after you
close the Desktop dialog box. The change in spacing for application icons occurs
when you choose the Arrange Icons button in Task List. The change in spacing for
document and program-item icons occurs when you use the Arrange Icons com-
mand in Windows File Manager or Program Manager. For more information about
arranging icons in File Manager and Program Manager, see Chapter 3, “Program
Manager,” and Chapter 4, “File Manager.”

Changing the Sizing Grid

The sizing grid affects both the position and size of windows you manipulate.
Until you set the granularity of the invisible sizing grid to a number greater than
zero, the grid is off. When the grid is set to zero, Windows leaves icons and
windows wherever you place them on the desktop. With the grid set to a number
greater than zero, all items on your desktop align in an orderly fashion and “snap’
to the nearest invisible grid line whenever you move any of them.

1)

Note The sizing grid has no effect on document windows and icons. This option
only affects application windows and the application icons that appear at the
bottom of your screen.

P To set the grid spacing

1. In the Control Panel window, choose the Desktop icon.
The Desktop dialog box appears.

2. In the Sizing Grid area, click the up or down arrow next to the Granularity box
to increase or decrease the size of the grid.

Or type a number from 0 to 49.

The grid changes in multiples of 8 pixels. A value of 1 creates a grid with
“magnetic” points every 8 pixels, 2 places points every 16 pixels, and so forth.
A value of 0 cancels the grid.

You may need to experiment with the value you specify. Specifying a value
that is too high may make it difficult to move windows and icons around on
the desktop.

3. Choose the OK button.
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Changing Border Width

You can change the border width of all the windows on your desktop, except those
that have a fixed size (such as most dialog boxes).

» To change the border width

1.

In the Control Panel window, choose the Desktop icon.
The Desktop dialog box appears.

. In the Sizing Grid area, click the up or down arrow next to the Border Width

box to increase or decrease the border width.
Or type a number from 1 to 50, with 1 being the narrowest border.

You may need to experiment with the value you specify. Specifying a value
that is too low may make it difficult to size windows by using the mouse.

3. Choose the OK button.

Setting the Cursor Blink Rate

If the cursor blinks faster or slower than you prefer, you can change the rate.

» To change the cursor blink rate

1.

In the Control Panel window, choose the Desktop icon.

The Desktop dialog box appears.

. Move to the Cursor Blink Rate area.

Or press ALT+R.

. Drag the scroll box toward Fast or Slow to change the blink rate.

Or click the right or left scroll arrow to speed up or slow down the rate.
Or press the RIGHT ARROW or LEFT ARROW key to move the box.

. Choose the OK button. *
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Installing and Configuring a Printer

You can use the Printers option to install a printer or change printer settings. The
Printers option in Control Panel and the Printer Setup command in Windows Print
Manager provide the same method for installing and configuring a printer. Both
display the Printers dialog box, in which you select the printer you want to install
and then choose other command buttons to connect the printer to a port, connect
the port to a network printer, and specify printing options.

However, if Print Manager is not active, you cannot use it to install and configure
a printer. In this case, you can use the Printers option in Control Panel either to
install and configure a printer or to activate Print Manager. For instructions on
how to complete the Printers dialog box, activate Print Manager, and install and
configure a printer, see Chapter 6, “Print Manager.”

Configuring Communications Ports

You can specify the communications settings for each serial port your system uses
by using the Ports option. You use serial ports (the ports named COM1 through
COM4) to connect serial pointing devices, printers, or other serial devices to your
computer. Most computers include at least two serial ports: COM1 and COM2.
Some devices, such as serial-port adapters, modems, and fax cards, use COM3
and COMA4. The settings you specify determine how information is transferred
between your computer and the device.

The communications settings you can specify include standard settings, such as
those for baud rate, parity, and flow control, and more advanced settings, such

as those that specify the base port address and interrupt request line (IRQ) that
Windows uses to send information to a serial port. If you plan on using serial ports
COM1 and COM2 only, you may only need to change the standard settings. If you
plan on using COM3 and COM4, you may also need to change the advanced
settings.

Note Most communications applications that you use to exchange information
between computers, such as Windows Terminal, require that you specify standard
port settings within the application. These settings, such as baud rate, parity, and
data bits, override the settings you specify by using the Ports option in Control
Panel.

For details about the standard settings, see the list at the end of the following
procedure. For details about the advanced settings, see the next section, “Setting
Advanced Options.”
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» To specify standard communications settings

1. In the Control Panel window, choose the Ports icon.
The Ports dialog box appears, showing icons for the four possible serial ports.

2. Double-click the icon for the port whose communications settings you want to
specify.

Or press TAB to select the icon for the port you want, and then press ALT+S to
choose the Settings button.

The Settings dialog box appears.

| Baud Rate:

. Data Bits:

Parity:

. Stop Bits:

Flow Control: |Xon / Xoff g}f

3. To display the options for each setting, click the arrow to the right of each box.
Or press TAB to move to each box, and then press ALT+DOWN ARROW.

4. Set the options to match the device connected to the port. A description of each
option follows this procedure. For information about the correct settings, see
the documentation supplied with the device.

5. When you finish specifying the settings, choose the OK button.
The Ports dialog box appears.
6. Choose the Close button.



Chapter 5 Control Panel 161

The following table describes the Settings options.

Use To

Baud Rate Specify the data-transfer rate of your device.

Data Bits Specify the number of data bits you want to use for each character.
Most characters are transmitted in 7 or 8 data bits.

Parity Specify the type of error-checking you want to use.

Stop Bits Specify the time between transmitted characters. Stop bits are not

actually bits; they are the timing units between characters.

Flow Control Specify the method for controlling the flow of data. Xon/Xoff (also
known as software handshaking) is the standard software method.
Select Hardware (or hardware handshaking) if your device controls
the flow of data.

Setting Advanced Options

Control Panel provides advanced options for specifying the base port address and
the interrupt request line (IRQ) for each serial port. In most cases, Windows can
detect the base port address and IRQs used by the serial ports on your computer
(usually COM1 and COM2).

If you plan on using only COM1 and COM2, you probably do not need to change
the base port address or IRQ settings. However, if you install additional serial
ports, or if a device connected to a serial port does not use the values that
Windows detects, you can use the Advanced Options dialog box to change the
settings so that they match those required by your device.

Note If you want to use serial ports 1 and 3 or 2 and 4 simultaneously and your
computer cannot simultaneously access ports that use the same interrupt, you
need to specity a unique IRQ number for each serial port. First, identify which
interrupts are not being used by other cards or boards installed in your computer.
After you have determined this, you may need to adjust your communications
card in order to use the interrupts. For more information, see the documentation
supplied with your communications card.
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P To specify advanced port settings for a serial port

1. In the Settings dialog box, choose the Advanced button.
The Advanced Settings dialog box appears.

Advanced Setlings for COM:

. Base 170 Port Address:

Interrupt Hequest Line (IRQ):

2. Open the Base I/O Port Address list, and then select an address value from the
list.

Or type a value in the box.

Click the arrow next to the box to open the list. Or press TAB to move to the
box, and then press ALT+DOWN ARROW.

3. Open the Interrupt Request Line (IRQ) list, and then select an IRQ number
from the list.

Or type a number between 2 and 15 in the box.

The table following this procedure lists common port address and IRQ settings.
See the manual that came with your device for information about the interrupt
and base port address that your device uses. If you are not sure which settings
to use, select Default.

4. Choose the OK button.

Any change you make to the Base I/O Port Address option does not take effect
until you restart Windows. If you change this option, a dialog box appears,
asking you whether you want to restart Windows.

5. To restart Windows, choose the Restart Now button.
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The following table lists common port address and IRQ settings you can use if
Windows does not provide settings.

Port Address IRQ
COM1 03F8 4
COM2 03E8 3
CcOM3 02F8 4
COM4 02E8 3

Setting Network Options

Using Fonts

If you installed a network when setting up Windows, the Control Panel window
includes a Network icon. You can choose this icon to view information about your
network or to specify settings available for your particular network.

‘When you choose the Network icon, a dialog box specific to your network
appears. The following are some of the tasks you might be able to perform by
using this dialog box:

= Sign on and off the network.

= Change user ID and password.

= Send messages to other network users.

m Restore network connections when you start Windows.

For information about the tasks you can perform by using your network, see your
network documentation and online Help (if available) in the dialog box.

A font, or typeface, is a collection of letters, numerals, symbols, and punctuation
marks that have common characteristics. Fonts come in different sizes and styles.
Font sizes indicate the height of a character and are measured in points—a point
equals 1/72 of an inch. Font styles include bold and italic.

Choosing the right font, font size, and font style can help you create whatever look
you want for a document—professional, highly visual, draft quality, and so on.
The right fonts can also make a document easier to read. The font size and type
determine how much text can fit on one page of a document.
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Windows Fonts and Printer Fonts

Windows supplies several fonts that are installed when you set up Windows on
your computer. These fonts include:

= Screen fonts, which are used by Windows to display information such as the
text that appears in application windows and in dialog boxes. Screen fonts
come in predefined point sizes. Screen fonts also print on some printers
(for example, on dot-matrix printers).

s Plotter fonts, which are scalable to any point size and are most often used for
displaying information on the screen and for plotting graphics with pen plotters.
Plotter fonts can also be used with some dot-matrix printers. However, the print
quality may not be as high.

® TrueType fonts, which are scalable to any point size and look exactly the same
on the screen as they do printed. For information about TrueType fonts, see
“Using TrueType Fonts” later in this chapter.

Printers also include built-in fonts for printing. These fonts are referred to as
printer fonts. The number of printer fonts a printer supports varies according to the
capabilities of the printer. Dot-matrix and some laser printers include one or two
printer fonts, whereas PostScript-compatible printers include several printer fonts.
When you install a printer, the printer fonts appear in your Windows applications
in the Font list of the Fonts dialog box.

Cartridge Fonts and Soft Fonts

In addition to printer fonts, you can also use soft fonts and cartridge fonts. To use
soft fonts, you need to install them by using the installation program that comes
with your fonts package. If an installation program was not provided with your
fonts package and you are using a Hewlett-Packard LaserJet or DeskJet (PCL)
printer, you can use the Font Installer program provided by Windows.

To use cartridge fonts, you need to insert one or more font cartridges into the car-
tridge slots on your printer. You might also need to install them if the support for
the fonts is not built in to the printer driver for your printer. If you need to use
Font Installer, you can do so while setting printing options. For more information
about setting printing options and using Font Installer, see Chapter 6, “Print
Manager.”
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Viewing Printer, Soft, and Cartridge Fonts on the Screen

Because various printers and screens display information at different resolutions,
many printer drivers and cartridge- and soft-font packages include matching
screen fonts so that the fonts look the same on your screen as they do printed. If
matching screen fonts are not included with your fonts cartridge or soft-fonts
package, check with your printer or font manufacturer to see if they are available.

If you format text using a cartridge, soft, or printer font, and no matching screen
font is available, then one of the screen, plotter, or TrueType fonts supplied by
Windows is used to display text on the screen. Though the font you see on the
screen may not look exactly like the font you see in the printed document, the
substitute font creates line lengths and page breaks on the screen similar to those
in the printed file.

Using TrueType Fonts

If you use TrueType fonts in your documents, Windows and all Windows appli-
cations display the fonts on the screen exactly as they appear when printed: There
is no need to install matching screen fonts. In addition, by using TrueType fonts,
your documents become more portable: They look the same printed on different
printers, as long as you use the same application and print at the same resolution.

Note If you print at a different resolution, or are printing a document from an
older application, line and page breaks might change.

Because several TrueType fonts are installed automatically when you set up
Windows, they are available to your printer and your Windows applications
immediately. In the applications that come with Windows (such as Write and
Paintbrush), TrueType fonts appear in the Font list of the Fonts dialog box with a
TT symbol next to them. If you purchase additional TrueType fonts, you can add
them to Windows and your Windows applications by using the Fonts option in
Control Panel.

Adding Screen and TrueType Fonts

When you install a printer driver, any screen fonts that match the printer fonts
your printer supports are also installed. If you are using cartridge or soft fonts,
your font manufacturer usually supplies an installation program for installing
screen fonts; or the installation program that installs the cartridge or soft fonts
may install the screen fonts automatically.

If no installation program is provided for installing screen fonts, you can use
the Fonts option to install them. You can also use the Fonts option to install any
additional TrueType fonts that you purchase.
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All installed fonts are listed in the Fonts dialog box, with the type (for example,
TrueType or Plotter) displayed in parentheses. Screen fonts are designated by the
resolution of your screen. For example, (VGA res) screen fonts are used on VGA
screens, (EGA res) screen fonts are used on EGA screens, and (8514 res) screen
fonts are used on 8514 screens.

» To add a font

1. In the Control Panel window, choose the Fonts icon.
The Fonts dialog box appears.

The Sample box displays the selected font in all available sizes unless the font
is a plotter font or a TrueType font. Plotter fonts can be scaled to any height, so
the only size displayed is the size used to design the font. TrueType fonts can
also be scaled to any height and are displayed in about 24-point size.

Arial Bold {TrueTyppe)
Arial Bold Italic (TrueType)
Arial Italic (TrueType)
Courier 10,12,15 (VGA res)
Courier New (Truelype)

Sample

AaBbCcXxYyZz 123

This is a scalable TrueType font which can be
displayed on the screen and printed on your printer.

Size of Font on Disk: 69 KB

2. Choose the Add button.
The Add Fonts dialog box appears.

3. Open the Drives list, and then select the drive that contains the fonts you want
to add.

Click the arrow next to the box to open the list. Or press TAB to move to the
box, and then press ALT+DOWN ARROW.

4. Select the directory where the fonts you want to add are located.

The fonts on the selected drive and in the selected directory appear in the
List Of Fonts box.
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5. From the List Of Fonts box, select the fonts you want to add.

You can extend the selection to include all the fonts you want to add at once.
(For information about how to extend the selection, see Chapter 2, “Application
Basics.”)

To add every font in the list, choose the Select All button.

6. If you have limited disk space, you can clear the Copy Fonts To Windows
Directory check box. You can then use the fonts directly from the directory in
which they are located, without copying them to your Windows directory. For
example, this is useful if you are using a CD-ROM that contains hundreds of
TrueType fonts.

If you want to use fonts that are located on a network or on a removable disk
drive, it is recommended that you select the Copy Fonts To Windows Directory
check box, if you have enough disk space to store the fonts. This ensures that
the fonts will always be available, even if the source drive is removed or the
fonts are removed from the network.

If you select the Copy Fonts To Windows Directory check box and are running
Windows from a network, the fonts will be copied to your Windows SYSTEM
directory.

7. Choose the OK button to add the font.
The Fonts dialog box appears.
8. Choose the Close button.

Turning TrueType Font Options On or Off

TrueType fonts require additional memory. If you have a limited amount of
memory, you may want to turn them off when you are not using them in your
applications. TrueType fonts are on by default.

If you find you use only TrueType fonts in your documents, you can prevent all
other fonts from appearing in the fonts lists of your Windows applications. These
fonts include screen, plotter, and printer fonts.

Note Selecting the Show Only TrueType Fonts In Applications check box does
not turn off non-TrueType fonts. It only prevents them from appearing in the fonts
lists of your Windows applications. You can still use your Windows applications
to view and print documents that contain other fonts. Some applications do not
support listing TrueType fonts exclusively. If you select the Show Only TrueType
Fonts In Applications check box, and no TrueType fonts appear in your applica-
tion, then do not use this option.
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» To set TrueType options
1. In the Control Panel window, choose the Fonts icon.
The Fonts dialog box appears.
2. Choose the TrueType button.

The TrueType dialog box appears.

TrueType Options

onts in Applications

3. Clear the Enable TrueType Fonts check box to turn off TrueType fonts, or
select the Show Only TrueType Fonts In Applications check box to use
TrueType fonts exclusively.

If you turn off TrueType fonts, then the Show Only TrueType Fonts In
Applications option is unavailable.

4. Choose the OK button.

Any change you make to the Enable TrueType Fonts option does not take effect
until you restart Windows. If you change this option, a dialog box appears,
asking you if you want to restart Windows.

5. To restart Windows, choose the Restart Now button.

Removing a Font

You can remove fonts you do not use from the Installed Fonts list. Because fonts
occupy memory, removing them frees this memory for use by your applications.

Caution The MS® Sans Serif font set is used for most Windows dialog boxes. Do
not remove this font; if you do, the text in the dialog boxes will be difficult to read.

» To remove a font

1. In the Control Panel window, choose the Fonts icon.
The Fonts dialog box appears.
2. In the Installed Fonts list, select the font you want to remove.

You can extend the selection to include all the fonts you want to remove at
once. (For information about how to extend the selection, see Chapter 2,
“Application Basics.”)
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3. Choose the Remove button.
A dialog box appears, asking you to confirm the removal.

4. If you want to delete the font files from your disk in addition to removing the
fonts from memory, select the Delete Font File From Disk check box.

Caution It is recommended that you do not delete fonts from the disk if you
chose not to copy the fonts to your Windows directory. In this case, you may
be deleting the original font files, and you may not be able to re-add the fonts
if you decide to use them later.

5. Choose the Yes button or, if you are removing several fonts at the same time,
the Yes To All button.

The Fonts dialog box appears.
6. Choose the Close button.

Specifying International Settings

By using the International option, you can specify settings for Windows and all
the Windows applications that use international settings. You can also specify the
format Windows uses to display the date and time in your applications. If you are
using Windows in English within the United States, you do not need to make any
changes to the international settings unless you want to change the date and time
format.

Note Changing the International settings does not change the language of
Windows itself. Additional language versions of Windows can be obtained
separately.

Basic Settings

Using with the International option, you can specify basic international settings
such as the country, language, keyboard layout, system of measurement, and the
list separator you want to use. When you select a country, Windows adjusts the
date, time, currency, and number formats to reflect those used by the selected
country. You can also adjust these settings yourself to customize them for your
particular situation.
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» To select international settings

1. In the Control Panel window, choose the International icon.

The International dialog box appears.

Country:

Language:

Measurement:

List Separator:

lE nglish [American)

Keyboard Layout: |US

| English

[ Date Format

10/15/91

Tuesday. October 15,

" Currency Format
Change | $1.22
. 1991 ($1.22)

[ Time Format

05:22:31 PM

" Number Format
1.234.22

2. Specify the settings for Country, Language, Keyboard Layout, Measurement,
and List Separator.

A description of each option follows this procedure.

3. Specify the settings for Date, Time, Currency, and Number formats.

For information about these options, see the procedures that follow.
4. Choose the OK button.

Use

To

Country

Language

Keyboard Layout

Measurement

Specity the country whose standard settings you want to use.
When you select the country, Windows adjusts the settings for the
date, time, number, and currency formats, in addition to the Paper
Size option in the Print Setup dialog box, to match the standard
formats used by that country.

Specify the language you want to work in. The language you
select affects the way applications sort information. For example,
if the language you are working in includes accented characters,
setting this option to that language ensures that your applications
will correctly sort words or phrases that include these characters.

Specify the keyboard layout of your computer. Keyboard layouts
vary to accommodate the special characters and symbols used in
different languages. Windows uses this setting to interpret the
keys you press.

Select the metric or English system of measurement.



Chapter 5 Control Panel 17

Use To

List Separator Specify a symbol to separate elements in a list. In English, the list
separator is typically a comma and is used to separate words or
numbers that appear in a series.

Date Format

You can change the way the date is displayed in applications that have a date
function. For example, you can vary the order of month, day, and year, or change
the punctuation used to separate parts of the date.

» To change the date format
1. In the Control Panel window, choose the International icon.
The International dialog box appears.

2. In the Date Format area, choose the Change button.
The Date Format dialog box appears.

- Daerorat

[ Short Date Format
Order: @MDY O pMy O yMD

Separator:

[0 Day Leading Zero (07 vs. 7)
] Month Leading Zero (02 vs. 2)
[ Century {1990 vs. 90)

["Long Date Format
Order: @ WMoy O DMY O YMD

T | e 5 P (1|

Sunday, March 05, 1991

3. Set the options you want for both the Short Date Format and Long Date Format.
A description of each option follows this procedure.

4. Choose the OK button.
The International dialog box appears.

5. Choose the OK button.
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Time Format

The Short Date Format displays the date as three numbers, representing the month,
day, and year. You specify the order and number of digits for each part of the date.
The Long Date Format displays the date as a combination of words and numbers
(for example, Monday, October 19, 1992) or a variation you specify. Descriptions
of the options for both formats follow.

Use To

Order Specify the order of the month (M), day (D), and year
(Y). This option works the same for Short and Long
Date Formats.

Separator Specify a symbol to separate the month, day, and year.

You can specify any character as the separator, though
the most common are the slash (/) and the hyphen (-).

Day/Month Leading Zero Specify that the day or month appear as two digits. For
example, February 7 appears as 02-07.

Century Specify that the year be displayed as four digits. For
example, December 10, 1992, appears as 12-10-1992,

Long Date Format options Specify alternative choices for the Long Date Format,
including abbreviations for the day and month and
different separators.

You can select either the 12-hour or 24-hour format and a number of related
options. For example, you can add suffixes to the date, such as AM for morning
or PST for Pacific Standard Time.

To change the time format

1. In the Control Panel window, choose the International icon.
The International dialog box appears.

2. In the Time Format area, choose the Change button.
The Time Format dialog box appears.

our 12:00-23:59

Separator: D

Leading Zero: O 9:15 @ 09:15

3. Set the options you want.
A description of each option follows this procedure.



Chapter 5 Control Panel

173

4. Choose the OK button.
The International dialog box appears.
5. Choose the OK button.
The following table describes the Time Format options.

Use

To

12-Hour/24-Hour

Separator

Leading Zero

Currency Format

Display time in numbers representing the hours between 1 and
12 or between O and 23.

If you use the 12-hour format, specify your country’s notation for
before noon in the upper box next to 00:00-11:59.

If you use the 12-hour format, specify your country’s notation for
after noon in the lower box next to 12:00-23:59.

If you use the 24-hour format, you can only use the lower box to
specify a special suffix, such as PST.

Select a character to separate the hours, minutes, and seconds.
Any character is acceptable, but the most common is the

colon (%).

Display the hours before ten o’clock as a two-digit number, with

the first digit being a zero. For example, nine o’clock appears as
09:00.

You can control the way currency is represented in Windows applications.

» To change the currency format

1. In the Control Panel window, choose the International icon.

The International dialog box appears.

2. In the Currency Format area, choose the Change button.

The Currency Format dialog box appears.

Symbol Placement: |23

MNegative:
Symbol:

Decimal Digits:

3. Set the options you want.

A description of each option follows this procedure.
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4. Choose the OK button.
The International dialog box appears.
5. Choose the OK button.

The following table describes the Currency Format options.

Use To

Symbol Placement Specify the placement and spacing of the currency symbol
relative to the amount.

Negative Select the way you want negative numbers to appear.
Symbol Specify a different currency symbol for your country.
Decimal Digits Specify the number of digits you want to appear after the

decimal separator.

Number Format

You can control the way numbers are displayed in Windows and many Windows
applications.

» To change the number format

1. In the Control Panel window, choose the International icon.
The International dialog box appears.
2. In the Number Format area, choose the Change button.

The Number Format dialog box appears.

1000 Separator:

Decimal Separator:

Decimal Digits:

Leading Zero: .7 @ 0.7

3. Set the options you want.

A description of each option follows this procedure.
4. Choose the OK button.

The International dialog box appears.
5. Choose the OK button.
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The following table describes the Number Format options.

Use To

1000 Separator Change the punctuation that separates thousands.

Decimal Separator Change the punctuation that separates the fractional part
of a decimal number from the whole number part.

Decimal Digits Specify the number of digits to appear after the decimal
separator.
Leading Zero Specify whether the decimal is preceded by a zero.

Customizing the Mouse and Other Pointing Devices

You can make several adjustments to the way Windows works with your pointing
devices, depending on the type of pointing device you are using. For example, if
you are using a mouse, you may be able to switch the functions of the left and
right buttons and change the speed of the mouse pointer.

Before customizing your pointing device, you need to install it and its driver. For
more information, see the documentation for your pointing device.

» To customize your pointing device

1. In the Control Panel window, choose the icon for your pointing device.

A dialog box appears for the device you are using. The following is the Mouse
dialog box supplied by Windows.

[ Mouse Tracking Speed
Slow Fast

" Double Click Speed
Slo

D Swap Left/Right Buttons
[] Mouse Trails

2. Set the options you want, and then choose the OK button.

The options vary, depending on the pointing device you are using. For details
about the options and their settings, see the documentation for your pointing
device and online Help, if available.
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If you are using a Microsoft Mouse or compatible, Windows provides a standard
Mouse dialog box. The dialog box has the following options.

Use To

Mouse Tracking Speed Change the speed at which the pointer moves across the
screen.

Double Click Speed Change the speed at which Windows registers a double-

click when you press your mouse button.
If you increase the speed, double-click the Test button to
make sure you're clicking fast enough for the new setting.
The Test box blinks if your double-click is fast enough.
Swap Left/Right Buttons Switch the functions of the left and right mouse buttons.
With many applications, you use the left button as the pri-
mary tool for selecting text and choosing items. If you are
left-handed, you might find it more convenient to use the
right button.
Mouse Trails Leave a trail of pointer icons as you move the pointer
across the monitor. If you are using an LCD monitor, this
option makes the mouse pointer easier to see.

Note The changes you make to the Swap Left/Right Buttons and Mouse Trails
options take effect immediately, before you close the dialog box. If you switch
the buttons, you either need to click the right button to choose the OK or Cancel
button, or switch the mouse buttons again. If the display driver you are using does
not support mouse trails, this option is unavailable.

Setting the System Date and Time

You can change the system date and time by using the Date/Time option. The
system date and time are reflected in Clock and Calendar (two Windows applica-
tions in the Accessories group), and in the information kept by File Manager for
each file you save on your disk. The format of the date and time depends on the
international settings you choose (for information, see “‘Specifying International
Settings” earlier in this chapter).
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» To change the date

1. In the Control Panel window, choose the Date/Time icon.
The Date & Time dialog box appears.

555

’ Date & Time

Date
iy 15/ 91

Time
. 35- &
05: 35: 24 PM /g

2. Select the part of the date (day, month, or year) you want to change.

3. Type the new value, or click the up or down arrow at the right of the Date box
to change one date element at a time.

4. Choose the OK button.

» To change the time

1. In the Control Panel window, choose the Date/Time icon.
The Date & Time dialog box appears.
2. Select the part of the time (hour, minute, second, suffix) you want to change.

3. Type the new value, or click the up or down arrow at the right of the Time box
to change the selected part one unit at a time.

4. Choose the OK button.
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Adjusting Keyboard Speed

By using the Keyboard option, you can specify the keyboard delay (how long your
computer waits after you hold down a key before it repeats that key) and how fast
a key repeats when you press it and hold it down.

» To change the keyboard delay and repeat rate

1. In the Control Panel window, choose the Keyboard icon.

The Keyboard dialog box appears.

. Keyboard

Keyboard Speed
{Dela_v Before First Repeat

Long
i

Repeat Rate
Slow Fast

Short

Test:

L I

2. Drag the Delay Before First Repeat scroll box toward Long or Short to increase
or decrease the delay, or click the appropriate scroll arrow.

Or press the LEFT ARROW or RIGHT ARROW key to increase or decrease the delay
time.

3. Drag the Repeat Rate scroll box toward Fast or Slow to increase or decrease the
repeat rate, or click the appropriate scroll arrow.

Or press the RIGHT ARROW or LEFT ARROW key to increase or decrease the rate.

4. To test the speed, move to the Test box and type or hold down any key on the
keyboard.

Adjust the box positions until you reach a delay speed or repeat rate you are
comfortable with.

5. Choose the OK button.
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Installing and Configuring Drivers

When you add new devices to your system, you need to install the driver that
controls the device. A device driver is a program that allows a specific piece of
hardware (or device) to communicate with Windows. Although the device may be
installed in or connected to your computer, Windows will not recognize the device
until after you install and configure the driver.

You can use the Drivers option in Control Panel to install certain device drivers.
These drivers most often include those for multimedia devices, such as sound
cards or videodisc players. They may also include other drivers, such as those for
pens or for pointing devices other than a mouse. Generally your device package
includes a disk containing the appropriate Windows device driver. Windows also
provides drivers for some sound cards. If you do not have a driver for your device,
contact your device manufacturer about providing one.

To install device drivers for your mouse, keyboard, and printer, and interna-

tional drivers, you need to run the Setup program or use the appropriate option in
Control Panel. For information about the International option in Control Panel, see
“Specifying International Settings” earlier in this chapter. For more information
about using Setup to install display (monitor), keyboard, and mouse drivers, see
Chapter 15, “Maintaining Windows with Setup.” For information about installing
a printer driver, see Chapter 6, “Print Manager.”

Note You cannot install an updated version of a device driver that is already
installed on your system until you remove the old driver. If you do not remove the
old driver, you will receive a message while attempting to install the new one. For
more information about how to remove a device driver, see “Removing a Driver”
later in this chapter.

» To install a new device driver supplied by Windows

1. In the Control Panel window, choose the Drivers icon.
The Drivers dialog box appears, displaying a list of the drivers already installed.

[MCI] MIDI Sequencer
[MCl] Sound
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. Choose the Add button.

The Add dialog box appears, listing devices that Windows provides drivers for.

If your device is not listed, see “Installing a Driver Not Supplied with
Windows” following this procedure.

. Select the driver you want to install from the list, and then choose the OK

button.

A dialog box may appear, prompting you to insert the disk that contains the
driver.

. Insert the disk containing the device driver you want to install into drive A. Or,

if the driver is located on your hard disk, type the drive and directory where it is
located. Do not type the filename for the driver.

If you do not know where the driver is located, you can choose the Browse
button. This displays the Browse dialog box, in which you can locate and select
the drive and directory where the driver is located. When you are finished using
the Browse dialog box, choose the OK button.

. In the Install Driver dialog box, choose the OK button.

If the driver requires additional settings (for example, you might need to change
the port address and interrupts used by your sound card), a setup dialog box
appears for the driver.

. Select the settings required by the driver.

It is important that the settings you specify do not conflict with the settings used
by other devices installed on your system, such as a mouse or network card. For
example, the interrupts used by each device must be unique. See the manuals
for your devices to determine the settings they are using. Then see the manual
that came with the device you are configuring for information about its settings.

. When you are finished selecting the settings, choose the OK button.

When you install a device driver, Windows installs additional related drivers.
These drivers may also require specific settings. In this case, other setup dialog
boxes may appear.

. Repeat steps 6 and 7 until all related drivers have been configured.

Any new driver and any changed driver settings do not take effect until you
restart Windows. A dialog box may appear, asking if you want to restart
Windows.

. To have your changes take effect immediately, choose the Restart Now button.



Chapter 5 Control Panel 181

Installing a Driver Not Supplied with Windows

When you purchase a new device, such as a sound card, the associated driver
should be included with the device. If you do not have a driver for your device,
contact the device manufacturer to get one. Follow any instructions the manufac-
turer provides for installing the driver.

If there are no instructions, complete the following steps to install the device
driver.

» To install a driver provided by the device manufacturer

1.

In the Control Panel window, choose the Drivers icon.
The Drivers dialog box appears, displaying a list of the drivers already installed.

. Choose the Add button.

The Add dialog box appears.

. In the List Of Drivers box, select Add Unlisted Or Updated Driver, and then

choose the OK button.

A dialog box appears, instructing you to insert the disk that contains setup infor-
mation for the driver (this may be the same disk that contains the driver file).

. Insert the disk containing the setup information into drive A. Or, if the setup

information is located on your hard disk, type the drive and directory where the
information is located. Do not type the driver filename.

If you do not know where the setup information is located, you can choose the
Browse button. This displays the Browse dialog box, in which you can locate
and select the drive and directory where the information is located. When you
are finished using the Browse dialog box, choose the OK button.

. In the Install Driver dialog box, choose the OK button.

Another dialog box appears, listing the drivers you can install.

. Select the driver you want to install.
. Choose the OK button.

If the driver is located on a different disk, another dialog box appears asking
you to insert the disk that contains the driver. If this dialog box does not appear,
go to step 10.

. Insert the disk that contains the driver, or specify the drive and directory where

the driver is located. You can also use the Browse button.

. Choose the OK button.

If the driver requires additional settings, a setup dialog box appears for the
driver.
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10. Select the settings required by the driver.

11.

12.

13.

It is important that the settings you specify do not conflict with the settings used
by other devices installed on your system, such as a mouse or network card. For
example, the interrupts used by each device must be unique. See the manuals
for your devices to determine the settings they are using. Then see the manual
that came with the device you are configuring for information about its settings.

When you are finished selecting the settings, choose the OK button.

When you install a device driver, Windows installs additional related drivers.
These drivers may also require additional settings. In this case, other setup
dialog boxes may appear.

Repeat steps 10 and 11 until all related drivers have been configured.

Any new driver and any changed driver settings do not take effect until you
restart Windows. A dialog box may appear, asking if you want to restart
Windows.

To have your changes take effect immediately, choose the Restart Now button.

Specifying Driver Settings

After a device driver is installed, you can change any of its settings. For instruc-
tions on how to install a driver, see “Installing and Configuring Drivers” earlier
in this chapter.

» To adjust device-driver settings

1.

In the Control Panel window, choose the Drivers icon.
The Drivers dialog box appears.

2. In the Installed Drivers list, select the driver you want to configure.

. Choose the Setup button.

Some drivers do not require specific settings. If you select such a driver, the
Setup button is unavailable.

The Setup dialog box appears. The options in this dialog box vary according
to the driver you are configuring.

4. Set the options as described in your device’s manual.

. Choose the OK button.

The changes you make may not take effect until you restart Windows. If this is
the case, a dialog box may appear, asking if you want to restart Windows.

. To have the new settings take effect immediately, choose the Restart Now

button.
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Removing a Driver

If you are no longer using a device, you can remove its driver from the Installed
Drivers list. Removing a driver from the Installed Drivers list does not remove the
driver file from your hard disk. If you need to use the same device later, you can
add its driver again.

Caution The device drivers that are automatically installed during Setup are
required by your system (these are the drivers that are displayed when you first
opened the Drivers dialog box). If you remove one of these drivers, your system
may not work properly.

» To remove a device driver

1. In the Control Panel window, choose the Drivers icon.
The Drivers dialog box appears.
2. In the Installed Drivers list, select the driver you want to remove.
3. Choose the Remove button.
A dialog box appears, asking you to confirm your decision to remove the driver.
4. Choose the Yes button.
A dialog box appears, asking you if you want to restart Windows.
5. To have the removal take effect immediately, choose the Restart Now button.

Using Sound

Control Panel provides several options to control how sound works in Windows.
With these options, you can perform simple sound tasks, such as assigning differ-
ent sounds to system and application events. If you are using a sound device that
has Musical Instrument Digital Interface (MIDI) capabilities, you can specify
MIDI settings for your device. For more information about assigning sounds to
system and application events and specifying MIDI settings for synthesizers, see
the following sections, “Assigning Sounds to Events” and “Changing MIDI
Settings.”

To use basic sound in Windows, you should have a sound card installed in your
computer that conforms to the Multimedia Personal Computer (MPC) specifica-
tions. To use both basic and MIDI sound capabilities, you also need to install the
sound drivers that control your sound card and other sound devices, such as
synthesizers. For information about installing and configuring drivers for your
sound devices, see “Installing and Configuring Drivers” earlier in this chapter.
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Assigning Sounds to Events

Control Panel provides a Sound option that you can use to assign sounds to
different application and system events. For example, you can select a sound to
play whenever you start Windows. The other sounds play as specified by the
application you are using.

For example, some applications play the sound assigned to the Default Beep when-
ever you click the mouse button outside of an open dialog box. Other applications
may play the sound assigned to Exclamation or Asterisk whenever you encounter
a warning message. The sounds you can assign to these events are stored in files
that have the WAV extension.

To use sound in Windows, the sound driver that controls your sound card must be
installed and configured for your system. If you do not have a sound card or if the
sound driver is not configured properly, Windows will use a warning beep when it
encounters an error or you attempt to do something your computer does not recog-
nize. For more information about installing and configuring sound drivers, see
“Installing and Configuring Drivers” earlier in this chapter.

» To assign sounds to events

1. In the Control Panel window, choose the Sound icon.

The Sound dialog box appears.

Exclamation
Question
Windows Exit
Windows Start

Enable System Sound ciwind

2. In the Events list, select the event that you want to assign a sound to.

If a sound file is assigned to that event, it is selected in the Files list.
Otherwise, None is selected.

3. In the Files list, select the sound file you want to use. If the file you want is not
listed, select the drive and directory where the file is located, and then select the
file. If you don’t want to assign a sound to the selected event, select None.
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4. To hear the sound, choose the Test button or double-click the event or filename.

5. Repeat steps 2 through 4 until you have assigned a sound to each event you
want.

6. When you are finished, choose the OK button.

Turning Sounds and the Warning Beep On or Off

If no sounds have been assigned to events or if you do not have a sound driver
installed, Windows uses a warning beep when it encounters an error or you
attempt to do something your computer does not recognize.

You can turn the warning beep and all other sounds, except those assigned to
Windows Exit and Windows Start, on or off. (If you do not want to play a sound
when starting or quitting Windows, you must assign None to Windows Start or
Windows Exit.)

» To turn sounds and the warning beep on or off

1. In the Control Panel window, choose the Sound icon.
The Sound dialog box appears.
2. Select or clear the Enable System Sounds check box.

(If you want to turn off sound for a specific event, select the event from the
Events list, and then select None from the Files list.)

3. Choose the OK button.

Changing MIDI Settings

If you are using a sound device, such as a synthesizer, that has Musical Instrument
Digital Interface (MIDI) capabilities, you can specify MIDI settings for your
device.

Windows supports two different standards for playing MIDI information
generated by an application or stored in a MIDI file. These standards, the General
MIDI guidelines and the Microsoft authoring guidelines for MIDI files, both
include certain instrument patch settings and key assignments, as defined by the
General MIDI specification, but differ in the channel settings they require.

When you set up Windows, the Setup program installs MIDI setups that
support both standards for playing MIDI information on common sound-card
and synthesizer combinations. These setups include key maps, patch maps, and
channel settings that ensure that the MIDI information plays accurately on your
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synthesizer. You can use MIDI Mapper to select a different MIDI setup, create
a new setup, edit key assignments, or edit patch or channel mappings for an
existing setup.

Caution To use MIDI Mapper, you should have a basic understanding of MIDI
concepts and terminology. It is recommended that you not use MIDI Mapper to
edit or create MIDI setups unless you are experienced with MIDI and understand
the results of the changes you make.

Selecting a MIDI Setup
If you are using an application, such as Windows Media Player, that uses MIDI

setups to play MIDI files, you need to select the MIDI setup for the synthesizer
that will be playing the file.

» To select a MIDI setup

1. In the Control Panel window, choose the MIDI Mapper icon.
The MIDI Mapper dialog box appears.

O Patch Maps O Key Maps

| Mame: [Ad Lib

. Description: Base-level setup

2. In the Show area, select the Setup option button (this button is selected by
default).

3. Open the Name list, and then select the setup you want to use. A description of
the setups provided by Windows follows this procedure.

4. Choose the Close button.

The following table lists the MIDI setups provided by Windows, and describes the
setups you should use with your synthesizer and MIDI output port.
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Use With

Ad Lib The Ad Lib or Ad Lib-compatible synthesizer included on your
sound card. This setup uses channels 12-16 (base-level channels).

Ad Lib General The Ad Lib or Ad Lib-compatible synthesizer included on your
sound card. This setup uses all 16 channels.

LAPC1 The Roland synthesizer included on your LAPC1 sound card. This
setup uses all available LAPC1 channels.

MT32 The Roland MT-32 synthesizer connected to the Sound Blaster
MIDI output port. This setup uses all available MT32 channels.

Proteus/1 The E-mu Systems Proteus/1 synthesizer connected to the Sound

Proteus General

Extended MIDI

General MIDI

Blaster MIDI output port. This setup uses channels 1-10
(extended-level channels).

The E-mu Systems Proteus/1 synthesizer connected to the Sound
Blaster MIDI output port. This setup uses all 16 channels.

Any General MIDI synthesizer, such as the Roland Sound Canvas
(SC-55), connected to the Sound Blaster MIDI output port. This
setup uses channels 1-10 (extended-level channels). Use this setup
to play MIDI files authored according to Microsoft guidelines.

Any General MIDI synthesizer, such as the Roland Sound Canvas
(SC-55), connected to the Sound Blaster MIDI output port. This
setup uses all 16 channels. Use this setup to play MIDI files
authored according to General MIDI guidelines.

If you plan on playing MIDI files that are authored according to General MIDI
guidelines, use a “general” setup for your synthesizer. If you plan on playing
MIDI files that are authored according to Microsoft guidelines, use the other setup.

If you are using a synthesizer that is connected to a MIDI output port other than
Sound Blaster or a Sound Blaster compatible port, you will need to edit the setup
to change the port assignments. For information about editing MIDI setups, see
“Editing Key Maps, Patch Maps, and Setups” later in this chapter. If you are using
a synthesizer that is not included in the list, you may need to create a MIDI setup

for it.
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Creating a New MIDI Setup

You may need to create a MIDI setup if:

You connect your computer to a MIDI synthesizer that does not support
General MIDI and you want to play MIDI files authored according to General
MIDI guidelines.

You connect your computer to a MIDI synthesizer and Windows does not
supply a setup for it.

You are using a MIDI synthesizer or sound card that includes a built-in
synthesizer and Windows does not supply a MIDI setup for it.

In this case, check with your MIDI- or sound-card manufacturer to see if an
updated MIDIMAP.CFG file that includes a MIDI setup for your sound card is
available. If you are able to obtain this file, quit MIDI Mapper, make a backup
copy of the original MIDIMAP.CFG file, and then copy the MIDIMAP.CFG
file you received from the manufacturer into your Windows SYSTEM
directory. For information about copying files, see Chapter 4, “File Manager.”

There are several steps involved in creating a new MIDI setup. You need to
perform these steps in the following order:

1.

2.

Set up the synthesizer to receive MIDI messages on multiple MIDI channels.
Refer to the manual that came with your synthesizer for information about how
to do this.

Determine whether your synthesizer is a base-level synthesizer, an extended-
level synthesizer, or a synthesizer that has enough voices to play General MIDI
files.

Base-level synthesizers meet these minimum requirements: the ability to play
six notes on three melodic instruments and three notes on three percussion in-
struments simultaneously. Extended-level synthesizers meet these minimum
requirements: the ability to play 16 notes on nine melodic instruments and 16
notes on eight percussion instruments simultaneously. Synthesizers that can
play General MIDI files have 24 voices or can play 16 notes on 15 melodic
channels and eight notes of percussion.

. Create a key map for percussion instruments. Depending on your synthesizer,

you might also need to create a key map to specify key-registration changes for
melodic instruments. For example, if your synthesizer plays a certain patch one
octave higher than General MIDI specifies, you can create a key map to correct
the octave registration. For information about creating key maps, see the next
topic, “Creating a Key Map.”
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4. Create two patch maps: one for the melodic instruments and one for the
percussion instruments. For information about creating patch maps, see
“Creating a Patch Map” later in this chapter.

5. Specify the channel mapping for your synthesizer.

Caution For the settings you specify in a MIDI setup to take effect, the appli-
cation you are using to play MIDI files or send MIDI information must use
MIDI Mapper. Also, the application must send patch-select and volume-change
messages, or a MIDI file must include them. MIDI files authored for Windows
meet these requirements. If you are not sure whether your application supports
MIDI Mapper, see your documentation or contact the application vendor.

Creating a Key Map

General MIDI specifies that certain keys, when played on a percussive channel,
correspond to certain percussion instruments. General MIDI also specifies that
each key, when played on a melodic channel, generates sounds within a certain
octave. If your synthesizer does not support these specifications, you need to
create a new key map for the percussion instruments. If your synthesizer plays
certain sounds at registrations that differ from General MIDI definitions (for
example, playing a patch a fifth higher than General MIDI specifies), you may
also need to create a melodic key map for registration changes.

To create a key map

1. In the Control Panel window, choose the MIDI Mapper icon.
The MIDI Mapper dialog box appears.

2. In the Show area, select the Key Maps option button.

3. Choose the New button.
The New MIDI Key Map dialog box appears.

MName: H

Description:

4. In the Name and Description boxes, type a name and description for the new
key map.



190 Microsoft Windows User’s Guide

5. Choose the OK button.

A dialog box for the new key map appears, listing the percussive sounds for
source keys 35 through 81 as defined by General MIDI.

Specify the keys your
synthesizer uses here.

SrcKey  Src Key Name Dest Key

35  |Acoustic Bass Drum
36 |BassDum1

37 |Side Stick

38 |Acoustic Snare

39  |HandClap

40 [Electric Snare

41 |Low Floor Tom
42 |Closed Hi Hat
43 [High Floor Tom
44 |PedalHiHat
45 |Low Tom

46 |0penHiHat
47  |Low-Mid Tom
48 |High-Mid Tom
49 |Crash Cymbal 1
50 |High Tom

6. Specify the destination keys required by your synthesizer.

A detailed description of the options in the MIDI Key Map dialog box follows
this procedure.

7. When you are finished, choose the OK button.

A dialog box appears, asking if you want to save your changes.
8. Choose the Yes button to confirm the changes.
9. In the MIDI Mapper dialog box, choose the Close button.
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The following list describes the options in the MIDI Key Map dialog box.

Option Description

Src Key Lists the MIDI keys that can occur within MIDI messages in a MIDI
file. You cannot change these values.

Src Key Name Displays the names of the percussion instruments associated with
the source keys, as defined by the General MIDI specification. Use
these names as a reference when creating a key map for percussion
instruments. If you are creating a key map to correct registration
changes for melodic instruments, you can ignore these names.

Dest Key Specifies the key that is played on your synthesizer when the source
key number is sent by an application or encountered in a MIDI file.

To change the destination key, select the Dest Key box, and then
click the up or down arrow until the destination key number you
want is displayed. Or select the key number, and then type a new
number.

Creating a Patch Map

If your synthesizer’s patch list differs from the General MIDI patch definitions,
you need to create two patch maps: one for melodic instruments and one for
percussion instruments.

To create a patch map

1. In the Control Panel window, choose the MIDI Mapper icon.
The MIDI Mapper dialog box appears.

2. In the Show area, select the Patch Maps option button.

3. Choose the New button.
The New MIDI Patch Map dialog box appears.

MName: |

Description: |

4. In the Name and Description boxes, type a name and description for the new
patch map.
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5. Choose the OK button.

A dialog box for the new patch map appears, listing the sounds for source
patches O through 127 as defined by General MIDI.

Specify the destination patches here.
Specify the volume for the patch here.
Specify the key map

for each patch here.

Sic Patch  Src Patch Name b
0 |Acoustic Grand Piano

st Patch  Yolume % Key Map Name

Bright &coustic Piano

Electic Grand Piano

Honky-tonk Piano
Rhodes Piano
Chorused Piano

Harpsichord

Clavinet

i~ @] o) = wiro| =

Celesta

w

Glockenspiel

=

Music Box

=

Vibraphone
Marimba

]

oy

<ylophane
Tubular Bells
Dulcimer

s

w

6. If the patch numbers for your synthesizer start at 1 rather than at 0, choose the
“1 based patch #°s” button.

Or press ALT+1.
7. Assign a destination patch, volume level, and key map to the source patches.

A detailed description of the options in the MIDI Patch Map dialog box follow
this procedure.

8. When you are finished, choose the OK button.
A dialog box appears, asking if you want to save your changes.
9. Choose the Yes button to confirm the changes.
10. In the MIDI Mapper dialog box, choose the Close button.

The following list describes the options in the MIDI Patch Map dialog box.
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Option

Description

Src Patch

Src Patch Name

Dest Patch

Volume %

Key Map Name

Lists the MIDI patch numbers that can occur within MIDI mes-
sages in a MIDI file. Some synthesizers define patch numbers
from O through 127; others define patch numbers from 1 through
128. You cannot change these values.

Displays the names of the standard sounds or instruments
associated with the source patch numbers for melodic channels,
as defined by the General MIDI specification. Use these names as
areference when creating a patch map for melodic instruments. If
you are creating a patch map for percussion instruments, you can
ignore these names.

Specifies the patch numbers your synthesizer uses that match the
sounds or instruments listed in the Src Patch Name box. For syn-
thesizers that support General MIDI, this number is the same as
the Src Patch number.

To change the destination patch, select the Dest Patch box, and
then click the up or down arrow until the destination patch number
you want is displayed. Or select the number, and then type a new
number.

If you are creating the patch map for percussion instruments,
change all the destination patch numbers to match the patch num-
ber that your synthesizer uses for percussion.

Specifies the volume for the destination patch. This value is
measured as a percentage of the volume specified by a MIDI
volume message in the MIDI file. The default value is 100, which
specifies that the patch will play at the volume indicated in the
MIDI file.

To change the volume setting, select the Volume % box, and then
click the up or down arrow until the volume percentage you want
is displayed. Or select the number, and then type a new number. To
increase the volume, use a number greater than 100. To decrease
the volume, use a number less than 100.

Specifies the key map used with the patch.

To specify a key map, open the Key Map Name list, and then
select the key map you want.

If you are creating the patch map for percussion instruments,
specify the key-map name you created for percussion for all the
source patches.

If you are creating the patch map for melodic instruments and
your synthesizer produces certain sounds using a registration that
differs from General MIDI definitions, select a key map that maps
the keys to play at the appropriate registration for the patch corre-
sponding to that sound. For example, if your synthesizer plays
Chorused Piano one octave higher than defined by General MIDI,
select the —1 octave key map for the patch that corresponds to
Chorused Piano.
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Specifying Channel Mapping
Once you have created the patch maps and key maps required by your synthesizer,
you can specify the channel mapping for the new MIDI setup.

The MIDI Mapper lists 16 channels. Files authored using the Microsoft authoring
guidelines for General MIDI use source channels 13 through 16 for base-level
synthesizers and channels 1 through 10 for extended-level synthesizers. On base-
level synthesizers, channels 13 through 15 are the melodic channels and 16 is the
percussive channel. On extended-level synthesizers, channels 1 through 9 are the
melodic channels and channel 10 is the percussive channel.

» To specify the channel mapping
1. In the Control Panel window, choose the MIDI Mapper icon.
The MIDI Mapper dialog box appears.
2. In the Show area, select the Setups option button.
3. Choose the New button.
The New MIDI Setup dialog box appears.

Name: || l

Description: I |

4. In the Name and Description boxes, type a name and description for the new
setup.

5. Choose the OK button.
A dialog box for the new setup appears.
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Specify the destination channel here.

Sic Chan Dest Chan Port Name Patch Map Name Active
[ None ] %[ None ] hﬂ B
2 2 [MNone ] [None ] B
3 3 [None ] [None ] ]

4 4 [None ] [None | i)
5 5 [None | [None | ]
[ 6 [None ] [ None | i)
7 7 [None ] [None | ]
8 8 [None ] [None ] B3
9 g [None] [ None | 2]
10 10 [ None | [None B
11 Al [ None ] [None ] 2]
12 12 {None ] [None ]

13 13 [None ] [None ] ]
14 14 [None] [None ]

15 15 [None ] [None ] ]
16 16 [None ] [ None ] B

Specify the port to send sounds to here.

Specify the patch map for
each channel here.

— Activate a channel by
selecting its check box.

. For each source channel used by your synthesizer, specify a destination
channel, a port name, and a patch map.

A detailed description of the options in the MIDI Setup dialog box follows

this procedure.

. When you are finished, choose the OK button.

A dialog box appears, asking if you want to save your changes.

. Choose the Yes button to confirm the changes.
. In the MIDI Mapper dialog box, choose the Close button.
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The following list describes the options in the MIDI Setup dialog box.

Option

Description

Src Chan

Dest Chan

Port Name

Patch Map Name

Active

Lists the MIDI source channels that can occur within a MIDI

~ message in an application or MIDI file. You cannot change these

values.

Specifies the channel that your synthesizer will use to play the
sounds on the source channel. The default value is the same as
the value for the source channel. If your synthesizer supports
General MIDI, use the default values.

To change the value, select the Dest Chan box, and then click the
up or down arrow until the destination channel number you want
is displayed. Or select the number, and then type a new number.

Specifies the name of the MIDI output port that the sounds

on the source channel are sent to. You do not need to use the
same port for each channel. For example, if you are using two
synthesizers, such as an Ad Lib and a synthesizer connected to
the MIDI output port of your computer, you could send some
sounds on certain channels to the Ad Lib port, and other sounds
on other channels to the MIDI output port.

To specify the port name, open the Port Name list, and then select
the port you want. '

Specifies the patch map used with a particular channel. To
specify a patch map, open the Patch Map Name list, and then
select the patch map you want.

Which patch map you select depends on whether the source
channel is melodic or percussive. For melodic source channels,
select the patch map you created for melodic instruments. For
percussive source channels, select the patch map you created
for percussion instruments. On base-level synthesizers, melodic
channels are 1315 and the percussive channel is 16. On
extended-level synthesizers, melodic channels are 1-9 and

the percussive channel is 10.

Specifies whether MIDI information for a particular channel is
sent to the selected port. When you select a port name, this box is
selected automatically, indicating that MIDI information will be
sent to the port.

To change the setting, select the Active check box.
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Editing Key Maps, Patch Maps, and Setups

You can edit the key maps, patch maps, and channel mapping for an existing

MIDI setup. Generally you should not need to do this, unless you are not getting
the sounds you expect, or you want to use a setup provided by Windows and the
setup specifies port assignments that differ from those used by your synthesizer.

» To edit key maps, patch maps, or setups

1. In the Control Panel window, choose the MIDI Mapper icon.
The MIDI Mapper dialog box appears.

2. In the Show area, select the option button (Key Maps, Patch Maps, or Setups)
that corresponds to the type of map (key map, patch map, or channel map) that
you want to edit.

3. Open the Name list, and then select the name of the map you want to edit.
4. Choose the Edit button.

The Edit dialog box for the specified key map, patch map, or setup appears.
5. Make any changes you want.

For information about how to edit the settings in the dialog box, see the
procedures for creating a key map or patch map and for specifying channel
mapping, earlier in this chapter.

6. When you are finished, choose the OK button.

A dialog box appears, asking if you want to save your changes.
7. To save the changes, choose the Yes button.
8. In the MIDI Mapper dialog box, choose the Close button.

Deleting a Key Map, Patch Map, or Setup

If you are not using a particular key map, patch map, or setup, you can delete

it. Keep in mind that you cannot delete the current MIDI setup (the setup that is
displayed in the Name box when the MIDI Mapper dialog box first appears). In
addition, you cannot delete a key map that is used in a patch map or a patch map
that is used in a MIDI setup. Before deleting key maps and patch maps, make sure
that an existing patch map or setup does not reference the key map or patch map
you want to delete.
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» To delete a key map, patch map, or setup

1. In the Control Panel window, choose the MIDI Mapper icon.
The MIDI Mapper dialog box appears.

2. In the Show area, select the option button (Key Maps, Patch Maps, or Setups)
that corresponds to the type of map (key map, patch map, or channel mapping)
that you want to delete.

3. Open the Name list, and then select the name of the map you want to delete.
4. Choose the Delete button.
A dialog box appéars, asking you to confirm the deletion.
5. To delete the map, choose the Yes button.
6. In the MIDI Mapper dialog box, choose the Close button.

Setting Options for Running Windows in 386 Enhanced Mode

If Windows is running in 386 enhanced mode, the Control Panel window includes
a 386 Enhanced icon. When you choose this icon, you can specify how applica-
tions compete for peripheral devices and how much of the computer’s resources
are allocated to Windows and non-Windows applications. For detailed instructions
on how to specify these options, see Chapter 14, “Optimizing Windows.”
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What Is Print Manager?

Print Manager is an important part of the Microsoft Windows operating system.
You use Windows Print Manager to install and configure printers, connect to net-
work printers, and control the printing of your files.

If you print from a Windows application when Print Manager is active, the applica-
tion creates a print file and sends it to Print Manager. Print Manager works in the
background, sending your files to the printer while you continue working. You can
check the status of a file in the print queue at any time, and change the status of

the file until it starts printing. '

Print Manager also works together with your network to provide information
about network print queues and files you have sent to a particular network printer.

Before you can use Print Manager to perform printing tasks, you must activate it.
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» To activate Print Manager

1. In the Main group, choose the Control Panel icon. (Double-click the icon. Or
use the arrow keys to move the selection cursor to the icon, and then press
ENTER.)

2. In the Control Panel window, choose the Printers icon.
The Printers dialog box appears.

Default Printer
IVHP LaserJet on LPT1: I

[X] Use Print Manager

3. Select the Use Print Manager check box, if it is not already selected.
4. Choose the Close button.

Installing and Configuring a Printer

Before you can print in Windows, you need to connect your printer to your com-
puter, and then install it. If you did not install a printer when you set up Windows,
or if you want to add another one, use the procedures described in this section.

The PRINTERS.WRI file supplied with Windows provides specific information
about many printers that Windows supports. By using Windows Write, you can

view this file to determine whether it includes information about your printer. It
is recommended that you read this file before installing a printer. For additional

information about your printer, see your printer manual.

To use a printer with Windows applications, you must first do the following:

= Install a printer-driver file for the printer you want to use.
® Select the port you want to assign the printer to.
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After you install a printer-driver file and assign the printer to a port, you may be
able to print, but you may not get the results you want. If this is the case, you may
want to perform some or all of the following procedures:

m  Set the print options that the printer driver will use while printing your
documents.

®  Specify how much time should elapse before you receive messages about
printer problems.

= Select the default printer.
The following sections explain how to perform each of these tasks.

Note You can also use the Printers option in Control Panel to perform these tasks.
The Printers option provides the same method for installing and configuring a
printer as the method described in the following sections.

Installing a Printer-Driver File

A printer-driver file gives Windows important information about your printer,
including details about printer features and the printing interface, descriptions of
fonts (such as sizes and styles), character translations, and control sequences the
printer uses to produce various formats. Windows comes with printer-driver files
for most of the commonly used printers.

When you want to install a printer, Windows displays a list of printers to choose
from. If your printer isn’t listed or if you are prompted to insert an unlisted, up-
dated, or vendor-provided printer-driver disk, it means Windows does not have
a printer-driver file for your specific printer. Your printer might be supported,
however, through a printer-driver file for another printer, or a driver might have
been developed after this version of Windows. For more information, see

“If Your Printer Is Not Listed” later in this chapter.

» To install a printer-driver file

1. In the Main group, choose the Print Manager icon.
The Print Manager window appears.
2. From the Options menu, choose Printer Setup.

The Printers dialog box appears. If you did not install a printer during Setup,
the dialog box expands and the Add button is dimmed. Continue to step 4.
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3. Choose the Add button.

The dialog box expands to display a list of printers supported by the printer-
driver files supplied by Windows.

efault Printer
,_HP LaserJet IID on LPT1: ’

[ Installed Printers:

List of Printers:
HP LaserJet 500+
HP Laserlet 2000
HP LaserJet Sens II

HP Laserlet lID PostScnpt
HP LaserJet lIF

HP LaserJet 1IP PostScript
HP Laseret 11l

Printers supported by Windows

4. In the List Of Printers box, select the printer you want to install.

Note If you are installing a PostScript printer, do not select PostScript
Printer. If you do, your documents may not print correctly. Select the name
of the printer model instead. If you are installing a laser printer that supports
PostScript cartridges or has built-in PostScript capabilities, see the following
section, “If You Are Using a Laser Printer with a PostScript Cartridge.”

5. Choose the Install button.

If the printer-driver file for the printer you selected is not already installed, a
dialog box appears, prompting you to insert the disk that contains the printer-
driver file. This disk may be one of the disks included with Windows or, if the
message prompts you to “Insert unlisted, updated, or vendor-provided printer
driver disk,” it is the printer-driver disk provided by your printer manufacturer.

6. If necessary, insert the disk that contains the printer-driver file, and then choose
the OK button.

Or, if you know where the file is on your hard disk, type the drive letter and
directory name where the file is located, and then choose the OK button.
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If you do not know where the printer-driver file is, you can choose the Browse
button. This displays the Browse dialog box, in which you can locate and select
the drive and directory that contain the printer-driver file. When you finish
using the Browse dialog box, choose the OK button to return to the Printers
dialog box.

Another dialog box may appear, prompting you for the disk that contains the
font files or other files associated with the printer.

7. If you are prompted for other files, insert the appropriate disk, and then choose
the OK button.

Or specify the drive and directory where the additional files are located, using
one of the methods described under step 6.

Windows copies the file(s) to your hard disk, and the Printers dialog box
reappears.

The name of the printer model you selected appears in the Installed Printers
box. If it is the first printer you installed, it is assigned as the default printer.
“LPT1” appears next to the name indicating the default port assignment.

Note If this printer is not connected to LPT1, you need to change the port
assignment. For information about how to change the port assignment, see
“Selecting a Printer Port” later in this chapter. If you want to change the
default printer, see “Choosing the Default Printer” later in this chapter.

8. Choose the Close button.

If You Are Using a Laser Printer with a PostScript Cartridge

Some laser printers support PostScript cartridges that can emulate a specific
PostScript-printer model. If you are installing a laser printer with such a PostScript
cartridge, select the PostScript printer that your cartridge emulates from the List
Of Printers box in the Printers dialog box. For example, if you were installing a
Hewlett-Packard LaserJet IID with a PostScript cartridge that can emulate an
Apple Laserwriter, you would select the Apple LaserWriter printer and not the

HP LaserJet IID printer.

If you are installing a laser printer with a PostScript cartridge that does not
emulate a specific PostScript-printer model, select the PostScript version of the
printer model from the List Of Printers box. For example, if you are installing a
Hewlett-Packard LaserJet IID with a PostScript cartridge, you would select the
HP LaserJet IID PostScript printer from the List Of Printers box. This also
applies if you want to print in PostScript mode to a laser printer that has built-in
PostScript capabilities.

For information about how to install your printer, see the previous section,
“Installing a Printer-Driver File.”
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If Your Printer Is Not Listed

If your printer is not listed in the Printers dialog box, you may still be able to use
your printer with Windows.

First, check the Hardware Compatibility List provided in the Windows package. If
your printer is not on this list, check the printer manual. It might indicate whether
your printer is 100-percent compatible or has an emulation mode that is compat-
ible with a printer in the List Of Printers box. Look for DIP-switch settings or
modes in the index of the printer manual.

For example, you can change DIP-switch settings on many dot-matrix printers so
that they emulate an Epson printer. Also, you can change DIP-switch settings or
use menu commands on many laser printers so that they emulate an HP LaserJet
printer. However, when you use your printer in emulation mode, you might not be
able to use all the printer’s features.

If your printer is not 100-percent compatible and does not have an emulation mode
that is compatible with a printer in the List Of Printers box, you have three options:

= Contact your printer manufacturer for a printer driver that works with Windows.

® Request information about additional drivers included on the Microsoft
Windows Driver Library Disk. Microsoft adds drivers as they become avail-
able. For more information, see “Installing a Device Driver Not Supplied with
Windows Version 3.1” in Chapter 15, “Maintaining Windows with Setup.”

®»  For non-U.S. customers, use the Additional Non-USA Printer Drivers disk that
comes in your Windows package. This disk contains printer-driver files that
support printers used in countries outside the United States.

For information about installing an unlisted printer-driver file, see the following
section.

If none of these suggestions works for you, select Generic/Text Only in the List Of
Printers box. The Generic/Text Only printer driver works with most printers and
should be selected for daisy-wheel printers. Using this printer driver, you can print
text, but not graphics.
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Installing a Printer Driver Not Supplied with Windows

If you receive a new printer driver from a printer manufacturer, you should follow
any instructions the manufacturer provides for installing the printer driver.

If there are no instructions, carry out the following procedure to install the printer
driver.

To install a printer driver not supplied with Windows

1. In the Main group, choose the Print Manager icon.
2. From the Options menu, choose Printer Setup.
The Printers dialog box appears.
3. Choose the Add button.
The List Of Printers box appears.
4. In the List Of Printers box, select Install Unlisted Or Updated Printer.
5. Choose the Install button.

A dialog box appears, instructing you to insert the disk that has the printer-
driver file on it.

6. Insert the disk that contains the printer-driver file. If you are a non-U.S.
customer, insert the the Additional Non-USA Printer Drivers disk that comes
in your Windows package.

7. Choose the OK button.
Another dialog box appears, listing several printers.

8. In the List Of Printers box, select the printer you want. If your printer still does
not appear in this list, you need to contact your printer manufacturer for the
correct printer driver.

9. Choose the OK button.
The Printers dialog box appears.
The new printer is added to the Installed Printers list.
10. Choose the Close button.
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Selecting a Printer Port

When you install a printer-driver file, the printer is assigned to LPT1. If your
printer is connected to a different port, you need to change the port assignment.

Note Do not change the port assignment for a printer you are currently printing
documents to. If you do so, your documents will disappear from the Print Manager
queue. Your documents will still print, but you will not be able to perform Print
Manager tasks on them, such as pausing and resuming printing or viewing status
information.

» To select the printer port

1. If you are not already using the Printers dialog box, choose Printer Setup from
the Options menu.

The Printers dialog box appears.

2. In the Installed Printers box, select the printer whose port assignment you want
to change.

3. Choose the Connect button.
The Connect dialog box appears.

HP LaserJet 1D

LPT3:  Local Port Not Present
COM1: Local Port Not Present
COM2: | ocal Port Not Present

" Timeouts [seconds]

Device Not Selected: IE

Transmission Retiy:

Fast Printing Direct to Port

L The Ports box

4. Select the port you want to assign the printer to. A description of each port
follows this procedure.

If you select a serial (COM) port, you may need to change the port’s com-
munications settings to match those required by your printer. Windows uses
the most common communications settings for serial printers; these settings
should work with most printers.
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5. If you need to change the communications settings, choose the Settings button,
and then make any changes you need in the Settings dialog box. (The Settings
button is unavailable if your printer is assigned to a parallel [LPT] port.) For
information about the communications settings, see Chapter 5, “Control Panel.”
For information about the settings that your printer requires, see your printer
manual.

If you are installing a network printer, you can connect to it by choosing the
Network button. For more information about connecting to a network printer,
see “Connecting to a Network Printer” later in this chapter.

When you are finished, choose the OK button.
6. In the Connect dialog box, choose the OK button.

The Printers dialog box appears, with the selected port next to the highlighted
printer name in the Installed Printers box.

7. Choose the Close button.

You can connect your printer to one of the following ports.

Port Description

LPT A parallel port.
COM A serial port.

EPT Used for the IBM Personal Pageprinter. This port requires that a special card
be installed in your computer.

FILE Prints to a file instead of to a printer. If the application you are working with
supports this feature, you can print to a file even if you don’t select this
option.

§ If you are using non-Windows applications in 386 enhanced mode, you can
o specify what happens when several applications compete for access to a printer
port. For more information, see Chapter 14, “Optimizing Windows.”

Setting the Printing Options

Printing options are printer-specific settings, such as resolution, color, and text
quality. These options vary, depending on the capabilities of your printer.

Windows assigns settings that should work for your printer in most situations.
You can change these settings to specify different options.



208 Microsoft Windows User’s Guide

» To change printer settings

1. If you are not already in the Printers dialog box, choose Printer Setup from the
Options menu.

The Printers dialog box appears.
2. In the Installed Printers box, select your printer.
3. Choose the Setup button.

A printer setup dialog box appears, displaying the options for the selected
printer. The following is a sample printer setup dialog box. The options dis-
played in these dialog boxes vary, depending on the printer you are using.

Resolution: 300 dots per inch
Paper Size: Letter 8 % x 11 in
Paper Source: Mpel Tray
Memony: WMB

[ Orientation

@® Copies: l:‘
O Landscape

HP: P

HP: WordPerfect
HP: Global Text
HP: Great Start

4. Make any necessary changes to the options, and then choose the OK button.
The Printers dialog box appears.
5. Choose the Close button.

The following table describes some of the common printing options found in a
printer setup dialog box. The printer setup dialog box is different for each printer,
so some options may not be included here. For a description of the options specific
to your printer, choose the Help button or press F1 while using the printer setup
dialog box.
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Use To

Paper Source Specify the tray or bin feeder option if your printer uses single sheets
of paper. Select Tractor if your printer prints on paper that feeds into
it through a tractor feeder. On some printers, you can choose to feed
paper manually.

Paper Size Specify the paper size you are using. The default paper size de-
pends on the country that is currently selected in the Control Panel
International dialog box. If United States is selected, the default
paper size for most printers is letter (8.5 by 11 inches). If a European
country is selected, the default paper size is A4. If you are using a
different paper size, you must change this setting. For information
about customizing Windows for international use, see Chapter 5,
“Control Panel.”

Memory Specify the amount of printer memory. To find out how much
memory your printer has, see your printer manual or contact the
manufacturer. If you cannot find the information, use the default
setting.

Orientation Specify portrait or landscape orientation. Portrait means the page
is taller than it is wide when you view the printed text upright.
Landscape means the page is wider than it is tall when you view
the printed text upright.

Resolution Specify the resolution you want to use for printing graphics. Resolu-
tion settings may be listed as High, Medium, or Low, but are most
often listed in dots per inch (DPI). The more dots per inch, the higher
the resolution. Higher resolutions print more slowly but produce
higher-quality graphics, whereas lower resolutions print faster but
produce lower-quality graphics.

Cartridges Select the font cartridges you want to use from the list. You can select
up to the maximum number of cartridges that can be physically
plugged into your printer.

Fonts Run the Font Installer program to install additional cartridge or
downloadable soft fonts for your printer. These fonts are supplied
by printer or font manufacturers, not by Windows. For more infor-
mation about installing these fonts, see the next section, “Installing
Additional Fonts for Your Printer.”

Options Display the Options dialog box, which lists additional printing
options specific to your printer. For more information about these
options, choose the Help button in the Options dialog box.

Help Display information about how to use the printer setup dialog box.

Note If you change the port assignment for a printer, you should also check
the print settings to make sure they are still correct. With some printers, certain
settings no longer apply when you change the port assignment.
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Installing Additional Fonts for Your Printer

When setting printing options, you may be able to install additional cartridge or
soft fonts, or scalable typefaces supplied by a printer or font manufacturer. If your
printer supports these fonts, the Fonts button and/or the Cartridge list appears in
the printer setup dialog box. Cartridge fonts are stored in cartridges that must be
inserted into the cartridge slots on your printer before you can use the fonts. Soft
fonts and scalable typefaces are stored in font files on disks. Soft fonts have
predefined point sizes, whereas scalable typefaces can be scaled to any size.

Some printer drivers supplied by Windows include information about cartridge
fonts. If you are setting printing options for a printer that uses such a printer
driver, there is no need to install the fonts. The supported cartridge fonts appear
in the Cartridges list in the printer setup dialog box.

To use supported cartridge fonts

1. If you are not already using the Printers dialog box, choose Printer Setup from
the Options menu.

The Printers dialog box appears.
2. Select the printer you want to use, and then choose the Setup button.
The printer setup dialog box appears.
3. From the Cartridges list, select the font cartridges you want to use.
4. Set any other printing options you want.
5. Choose the OK button.
The Printers dialog box appears.
6. Choose the Close button.

If you want to use scalable typefaces or soft fonts, or if the cartridge fonts do not
appear in the Cartridges list, you need to install them.

To install scalable typefaces, or soft or cartridge fonts, use the installation program
that comes with the fonts package. If no installation program was provided and
you are using a Hewlett-Packard DeskJet or LaserJet (PCL) printer, you can use
the Font Installer program provided with Windows.

After you install cartridge fonts by using Font Installer, the fonts appear in the
Cartridge list in the printer setup dialog box. If you use another method to install
cartridge fonts, they do not appear in the Cartridge list, but they are still available
to your Windows applications.
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» To run Font Installer

1. If you are not already using the Printers dialog box, choose Printer Setup from
the Options menu.

The Printers dialog box appears.

2. Select the printer for which you want to install fonts, and then choose the Setup
button.

The printer setup dialog box appears.

3. Choose the Fonts button. (If you’re not using a PCL printer, the Fonts button
does not appear in the dialog box.)

The Font Installer dialog box appears.

HP LaserJet on LPT1

No fonts installed

O Pemanert O Lempoiary

To install new fonts, click on the [Add fonts] button.

There may be additional tasks you need to perform prior to installing your
fonts. For information about this and other topics, choose the Help button in
the Font Installer dialog box.

Note If you change the port a printer is connected to, you need to copy any car-
tridge or soft fonts you have installed to the new port. To do this, use the Copy
Fonts To New Port button in the Font Installer dialog box.
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Selecting Timeouts Options

Timeouts options control the amount of time that elapses before a message appears
to notify you of printer problems.

The default settings for the Timeouts options work with all printers, and you
should use these settings unless you have a specific problem. For example, if
you are configuring a PostScript printer, you may want to increase the value for
Transmission Retry significantly, especially if you plan on printing documents
that contain complicated graphics or several types of fonts. If you print to a net-
work printer and network traffic is heavy, you might also need to increase the
Transmission Retry setting.

» To change the Timeouts options

1. If you are not already using the Printers dialog box, choose Printer Setup from
the Options menu.
The Printers dialog box appears.

2. In the Installed Printers box, select the printer whose Timeouts settings you
want to change.

3. Choose the Connect button.

The Connect dialog box appears.

HP Laserdet 1ID
Ports:
LPTZ:
LPT3:  Local Port Not Present
COM1: Local Port Not Present
COM2: Local Port Not Present
[ Timeouts [seconds)

Device Not Selected:

[15 ]
Transmission Retry: IE'

Fast Printing Direct to Port

Local Port Nat

4. Change Timeouts options as needed. The Timeouts options are described in
the table following this procedure.
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5. Choose the OK button.
The Printers dialog box appears.
6. Choose the Close button.

Use To

Device Not Selected Control the amount of time that Print Manager continues to
check the printer to determine whether it is online and ready
to print. If the printer is not ready to print after the amount of
time specified for this setting has elapsed, a message appears,
notifying you that the printer is offline. The default setting is
15 seconds.

Transmission Retry Control the amount of time that elapses before a message
appears to notify you that your printer cannot accept any
more information. After the printer finishes processing the
information it currently has, it clears its memory and is ready
to accept more information. The default setting is 45 seconds
for non-PostScript printers and 90 seconds for PostScript
printers.

Choosing the Default Printer

Many Windows applications use the default printer when you choose the Print
command. Only one default printer can be selected at a time. If you have several
printers installed, you can use the Printer Setup command whenever you want to
change the default printer.

» To select a default printer

1. If you are not already using the Printers dialog box, choose Printer Setup from
the Options menu.

The Printers dialog box appears.

2. In the Installed Printers box, select the printer you want to use as the default
printer.



214 Microsoft Windows User’s Guide

3. Choose the Set As Default Printer button.
The printer name appears in the Default Printer area of the Printers dialog box.

The name of the default
printer appears here.

Default Printer
HP LaserJet 11D on LPT1:

4. Choose the Close button.

Other Windows applications may have a print setup command that you can use to
print to any installed printer. In most cases, selecting a different printer does not
make it the default printer. However, some applications do change the setting for
the default printer. For information about the print setup command in an applica-
tion, see the documentation for the application.

Removing an Installed Printer

If you are no longer using an installed printer, you can remove it from the Installed
Printers list in the Printers dialog box.

» To remove an installed printer

1. In the Main group, choose the Print Manager icon.
The Print Manager window appears.
2. From the Options menu, choose Printer Setup.
The Printers dialog box appears.
3. In the Installed Printers box, select the printer you want to remove.
4. Choose the Remove button.
A message appears, asking you to confirm the removal.
5. Choose the Yes button to remove the printer.
6. Choose the Close button.
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Removing a printer from the Installed Printers list does not remove the printer-
driver file from your hard disk, because another printer may use the same driver.
In addition, removing the printer-driver file does not remove any associated fonts
from memory, because another printer-driver file might use the fonts. For infor-
mation about removing fonts from memory, see “Removing a Font” in Chapter 5,
“Control Panel.”

Printing Documents

The way you print documents depends on the application you are using. Most
Windows applications include a Print command on the File menu that you can use
to print the current document. You can also use File Manager to print documents
that are associated with a particular application. (For information about printing
from File Manager, see Chapter 4, “File Manager.”) When you print from a
Windows application, the application uses the printer drivers for your printer,

and Print Manager, if Print Manager is active.

You might find slight differences in the way various Windows applications
print. To make sure you understand these differences, read the documentation
on printing that comes with the application.

Printers differ in their abilities to use fonts, graphics, spacing, alignment, and
character formats. The appearance of your printed document is affected by three
factors: whether you can specify fonts and formats in your application, the font
and format choices you make, and the fonts and formats your printer can print.

Some applications attempt to display fonts on the screen as you would see them
on the printed page. However, unless you use TrueType fonts, you may need to
experiment to get the printed results you want. If you use TrueType fonts, your
document looks the same when it is printed as it does when it is displayed on the
screen. For more information about using TrueType fonts, see “Using Fonts” in
Chapter 5, “Control Panel.”

Printing from Non-Windows Applications

Non-Windows applications that you start from Windows print the same way they
would if you started them from MS-DOS. The applications do not use Windows
printer drivers and do not route print files through Print Manager.

If you want to use Windows printer drivers and Print Manager when printing
from a non-Windows application, you must transfer the information to be printed
into a Windows application. For example, if you are using Microsoft Word for the
Personal Computer, you need to transfer your documents to Microsoft Word for
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Windows to take full advantage of the Windows printing features. For more infor-
mation about using non-Windows applications, see Chapter 7, “Non-Windows
Applications.”

Looking at the Print Queue

As you send files to Print Manager, a print queue forms. A print queue lists the
installed printers that have had files sent to them and shows the status of those
files. There are two types of print queues: local and network. The local queue
shows all files sent from a Windows application to a printer connected locally
to your computer (that is, the computer and the printer are directly connected
by a cable).

‘When Print Manager starts printing to a local printer, the Print Manager icon
appears at the bottom of your screen. If you enlarge the icon to a window, you can
view the print queue for any printer connected to your computer. You can use the
Print Manager window to check the status of files in the print queue or to interrupt
or cancel the printing of files.

The network queue refers to the print queue on the network server. This queue

is generally managed by a network print manager, instead of Windows Print
Manager. When you print files to a network printer, Print Manager requests status
information from the network print manager and then displays this information

in the Print Manager window. For more information about how Print Manager
handles network printing, see “Managing Network Printing” later in this chapter.

The Print Manager icon does not appear at the bottom of your screen when you
print to a network printer. To view the status of your network print job, you must
start Print Manager from the Main group.

» To look at the print queue

" In the Main group, choose the Print Manager icon.

Or, if you are printing to a local printer, restore the Print Manager icon.
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Information for a network print queue
Information for a local print queue

b 1 (Paintbrush - ARTWORK.BMP) is prnti
IRAPRINT HOOMPRINTER Vispintingon 4 essage box

E Epson Mx-100 on LPT] [Prlntmg]
\ Write - MEMOWRI 4% of 468K  1:43 PM 1041971991

OMS PS 810 on \\PRINTROOM\PRINTER Active]
B el - ARTWORICEME .
1 Calendar- SCHEDULE.CAL

L Information for the file

The print queue displays the following printer information:

® The name of the printer.

» The port your printer is connected to, and, if it is a network printer, the network
path.

= The current status of the printer (such as active or idle).

Beneath the printer information, the print queue displays the following file
information:

® The title of the print job (some network software may not support this option).
» The file’s position in the queue, or a printer icon if the file is printing.

® The size of the file in kilobytes (if the Print File Size command has a check
mark next to it).

® The time and date you sent the file to Print Manager (if the Time/Date Sent has
a command check mark next to it). If you are connected to a network printer,
the network time and date are shown, which may differ from your computer’s
time and date.

» If a file is currently printing, the amount (as a percentage) of the file printed
so far.

If you are connected to a network printer, any information the network can
provide appears in the message box at the upper-right corner of the Print Manager
window.
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Print Manager only reports the status of files that you have sent to the network
printer from your Windows applications. For information about viewing every file
in a network queue, see “Viewing the Entire Network Queue” later in this chapter.

Changing the Order of the Queue

You can change the position of a file in a local queue if it is not the first file in the
queue or if it has not yet begun to print. However, you cannot change the position
of files in a network queue.

» To change the order of files in the queue
= Select the file whose position you want to change, drag it to its new position in
the print queue, and then release the mouse button.

Or select the file, press and hold down CTRL, and press the UP ARROW or DOWN
ARROW key to move the file to its new position. Then release CTRL and the
arrow key.

The file information in the print queue changes to reflect the new positions of the
files.

Pausing and Resuming Printing

You can interrupt printing on a local print queue by selecting the printer (to inter-
rupt the entire queue), or by selecting an individual file, and then using buttons

in the Print Manager window. Most networks support the ability to interrupt the
printing of an individual file. However, your ability to interrupt the entire network
queue depends on the features the network supports. .

Use these buttons to interrupt,
resume, and cancel printing.
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» To temporarily interrupt printing

1. Select the printer for the print queue, or select the individual file you want to
pause.

2. Choose the Pause button.
Or press ALT+P.

The information displayed for the printer or file now indicates that printing has
paused.

» To resume printing

1. Select the printer for the print queue, or select the individual file you want to
continue printing.

2. Choose the Resume button.
Or press ALT+R.

The information displayed for the printer or file changes to indicate that printing
has resumed.

Deleting a File from a Print Queue

You can use the Delete button in the Print Manager window to delete a file from a
local print queue at any time. Whether you can delete a file from a network print
queue depends on the capabilities of the network.

» To delete a file from a print queue

1. From the print queue, select the file you want to delete.
2. Choose the Delete button.

Or press ALT+D.

A message appears, asking you to confirm the deletion.
3. Choose the OK button.



220 Microsoft Windows User’s Guide

» To delete all files from all print queues

1. From the View menu, choose Exit.
A message appears, asking you to confirm that you want to cancel printing.
2. Choose the OK button.

If you do not choose the OK button, Print Manager continues to operate and the
files continue to print.

Caution If you delete a file currently printing in graphics mode, you might need to
reset your printer to ensure that the printer’s buffer is clear. (Turn your printer off
and on again, or select the Reset option, if available. It is most important to do this
with laser-type printers.)

Changing the Printing Speed

You can specify the rate at which information passes from Print Manager to the
printer by using the Low Priority, Medium Priority, or High Priority command
on the Options menu. Specifying a priority for Print Manager determines how
your computer’s processor time is divided between Print Manager and your other
applications. For example, if you specify Low Priority, Print Manager receives
less processor time than your other applications, causing those applications to
run faster.

A check mark next to a Priority command
indicates the current Priority setting.

Medium Priority
High Priority
CM|  Alert Always "ER [Active]
+ Elash if Inactive
Ignore if Inactive

Network Settings...
Network Connections...

Printer Setup...

» To set a priority for Print Manager

= From the Options menu, choose High, Medium, or Low Priority.
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Each command is described here.

Use To

High Priority Assign more of your computer’s processor time to Print Manager.
This causes other applications to run more slowly.

Medium Priority Distribute your computer’s processor time as equally as possible
between Print Manager and other applications that are running.
This is the default setting.

Low Priority Give more of your computer’s processor time to your other
applications. This causes Print Manager to slow down.

The command you choose remains in effect until you choose a different command
from the Options menu.

Displaying Print Manager Messages

Occasionally, Print Manager displays a message. For example, if your printer is
set up for manual paper feed, Print Manager requests that you feed in a new sheet
of paper.

» To control how Print Manager displays messages

® From the Options menu, choose Alert Always, Flash If Inactive, or Ignore If
Inactive.

2 AnALe Eﬁp:s” “
geisit Help
% avr Prio e Epson MX-100 on LPT1 [Local) is Idle
+ Medium Priority
High Priority
Alert Always TER [Active]

v Flash if Inactive
lgnore if Inactive

Network Settings...
Network Connections...

Printer Setup...

|~ These commands determine how
Print Manager displays messages.
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Each command is described here.

Use

To

Alert Always

Flash If Inactive

Ignore If Inactive

Display a message when a condition occurs that requires user
interaction.

Cause the Print Manager icon or the title bar of the inactive Print
Manager window to flash until you enlarge the icon or make the
window active. Then Print Manager displays its message. This is
the default setting.

Ignore the condition requiring user interaction when Print
Manager is an icon or the Print Manager window is inactive.

The command you choose remains in effect until you use the Options menu to

change it.

Note These commands do not control the display of system messages, such as a
notification that your printer is offline.

Displaying the Time/Date and File Size

In the Print Manager window, a print queue displays the time, date, and size of
any files you sent to Print Manager. You can turn off these options by choosing
the appropriate command from the View menu.

Options Help
R
+ Print File Size

Refresh

2 age el

g%%;;gg The Epson MX-100 on LPT1 [Local) i Idle
Mraeiea o

Zelected Net Quene..
Other Net Queue...

ROOMPRINTER [Active]

Exit

» To turn off the time and date or file-size display

» From the View menu, choose Time/Date Sent or choose Print File Size.

The check mark next to the command on the View menu disappears, and the infor-
mation no longer appears in the Print Manager window. If you want to display the
time and date or file size, choose the appropriate command again from the View

menu.
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Printing to a File

There may be times when you want to format a spreadsheet, report, or other
document and print it to a file rather than directly to a printer. You might do this
when merging two files or when planning to print a file at a later time or different
location.

Some applications have an area in their Print dialog box where you can specify
to print to a file. If your application supports this feature, select the appropriate
option in the application’s Print dialog box.

If your application does not support this feature, you can print your document to a
file by specifying FILE as the printer port. You do this by using the Printer Setup
command.

» To print to a file
1. From the Options menu, choose Printer Setup.
The Printers dialog box appears.

2. In the Installed Printers box, select the name of the printer you want to print the
file to. '

3. Choose the Connect button.
The Connect dialog box appears.
4. In the Ports box, select FILE as your port.

r Use this port setting to print o a file.

aMS-PS 810
Ports:

COM2: Local Port Mot Present

COM3: Local Port

COM4: Local Post

EPT:

EL

[~ Timeouts (seconds)
Davies Mot Ssdepted

Yeansmission Hehiy il

East Printing Direct to Port

5. Choose the OK button.
The Printers dialog box appears.
6. Choose the Close button.
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If you choose to print to a file either from your application or by specifying FILE
as the port your printer is connected to, the Print To File dialog box appears when
you print.

£ Output File Name:

In the dialog box, you can specify the name of the file you want to print to, and a
drive and directory where you want the file to be located.

Note When you print a document to a file, the document does not appear in the
Print Manager window.

Printing Through MS-D0S

When you print in Windows, print files are sent directly to the port your printer is
connected to, bypassing MS-DOS printing interrupts. This speeds up printing and
is the recommended method to use.

However, in the following situations you may want to print by using MS-DOS
interrupts:

® You are using additional printer software that relies on MS-DOS interrupts
(such as software that accompanies switch boxes).

® You are trying to print on a network not supported by Windows.

= You are trying to print to a serial printer and are using a terminate-and-stay-
resident (TSR) program that takes direct control of the COM port.

» To print through MS-DOS

1. From the Options menu, choose Printer Setup.

The Printers dialog box appears.
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2. Choose the Connect button.
The Connect dialog box appears.

i geal Parit
Local Port Not Present
LPT3: Local Port Not Present
COM1:  Local Post

COM2: _Local Poit Not Present

"Timenuls {seconds)

Device Not Selected: El

Transmission Retry:

East Printing Direct to Port

\- This check box controls
printing through MS-DOS.

3. Clear the Fast Printing Direct To Port check box.
4. Choose the OK button to return to the Printers dialog box.
5. Choose the Close button.

Printing through MS-DOS may slow down printing, but it ensures that your files
print correctly.

Managing Network Printing

If you want to print to a network printer, Windows must be installed for use with
a network, and a network must currently be running. If you do not have network
software installed, you need to run the Setup program from Windows to install it.
For more information, see Chapter 15, “Maintaining Windows with Setup.”

Print Manager offers several options to assist you when printing to a network
printer. For example, you can:

= Connect to and disconnect from a network printer.

= View all the files in a network printer’s queue, not just the files you have sent
to the printer.

= View a network queue you are not currently connected to.

= Route files through Print Manager, instead of printing directly to the network
printer.

= Turn off automatic updating of network print queue status.
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The level of support for these options depends on the capabilities of your network
software and the support provided by your Windows network driver. Before you
print to a network printer, it is recommended that you view the NETWORKS.WRI
online document. This document contains information about how specific net-
works handle printing in Windows. For more information, open the
NETWORKS.WRI file by using Windows Write.

Connecting to a Network Printer

You can connect to a network printer either while installing the printer, or
afterward by using the Network Connections command.

» To connect to a network printer

1. From the Options menu, choose Network Connections, or if you are currently

installing a printer from the Printers dialog box, choose the Connect button.

If you chose the Network Connections command, go to step 3. If you chose
the Connect button, the Connect dialog box appears.

. Choose the Network button.

The Network Connections dialog box appears, listing any network printer
connections that have already been made. (The contents of this dialog box
may vary, depending on the type of network you are using.)

" New Connection
Network Path: “ J

Port:

Password: I

Current Printer Connections:

. In the Network Path box, type the network name.

For information about the path or password for your network printer, see the
network documentation.

. Click the down arrow to open the Port list.

Or select the Port box, and then press ALT+DOWN ARROW.

5. Select the port you want to use.
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If a network printer is already connected to the port you want to use, dis-
connect the other printer first. For more information, see ‘“Disconnecting
from a Network Printer” later in this chapter.

6. In the Password box, type the password, if one is required.
An asterisk (*) appears for each character you type.
7. Choose the Connect button.
The printer connection is added to the list in the dialog box.
8. Choose the Close button.

9. The Connect dialog box appears, with the path for the network printer
displayed next to the port.

10. Choose the OK button.
The Printers dialog box appears.
11. Choose the Close button.
Note If your network supports the Browse button, you can choose it to look at the

list of available network printers. For information about the Browse dialog box for
networks, see Chapter 4, “File Manager.”

Reconnecting to a Network Printer

You can reconnect to a network printer that was previously installed but is no
longer connected if your network supports this option. This saves you having to
specify the path information again.

» To reconnect to a network printer

1. From the Options menu, choose Network Connections.
The Network Connections dialog box appears.
2. Choose the Previous button.
A dialog box appears, listing your previous network printer connections.

=l  Provigus Network Connection
Network Paths:

R

Sinrin
\\room222\printer

3. Select the network path for the printer you want to reconnect to.
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4. Choose the Select button.

The Network Connection dialog box appears, displaying the network path
and port.

. Select the port you want to use.
. In the Password box, type a password, if one is required.

~ O\ W

. Choose the Connect button.
8. Choose the Close button.
Note If your network does not support reconnecting to a printer directly, you may

be able to browse the network to locate the printer you want to reconnect to. For
more information, see your network manual or use the network’s Help feature.

Viewing the Entire Network Queue

When you print a file on a network printer, Print Manager displays a print queue
that shows only the files you have sent to that printer. By using the Selected Net
Queue command, you can view every file sent to that printer.

» To view the entire queue for a network printer

1. In the Print Manager window, select the network printer whose queue you want
to view.

2. From the View menu, choose Selected Net Queue.
A dialog box appears, displaying the entire queue for the selected printer.

(The options available in this dialog box may vary, depending on the network
you are using. If this is the case, see your network manual or the network’s
Help feature for more information.)

1 MARIE - 73K 1:03 PM 107191991

Paintbrush - ARTWORK.BMP
ROGER - 67K
Write - STATUS . WRI

ANNE - 11K
Cardfile - ADDRESS.CRD

1:03 PM 1011941991
1:05 PM 1041941991

3. To close the dialog box, choose the Close button.

You can choose Selected Net Queue from the View menu at any time to display an
updated queue for a network printer you are connected to.
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Viewing Other Network Queues

In addition to viewing queues for network printers you are connected to, you can
view queues for other network printers. Using the Other Net Queue command, you
can compare how many files are in the queues for different network printers
before deciding which one you want to print to.

Before you can print to a network printer, you must connect to it. For more
information, see “Connecting to a Network Printer” earlier in this chapter.

» To view the queue for a network printer you are not connected to

1. From the View menu, choose Other Net Queue.

The Other Net Queue dialog box appears, prompting you for the location and
name of the network queue you want to view.

2. In the Network Queue box, type the network path to the network printer.

For information about how to specify the network path, see your network
software documentation.

3. Choose the View button.

Print Manager displays the status information for the queue in the area above
the Network Queue box.

(The options available in the Other Net Queue dialog box may vary, depending
on the network you are using. If this is the case, see your network manual or the
network’s Help feature for more information.)

1 JULIE - 19K 1:31 PM 1071941991

Write - NOTES.WRI

ANNE - 11K 1:38 PM 1021921991

Cardfile - PHONENUM.CRD

3 BOGER - 67K 1:38 PM 1041941991 . .
Wiite - REPORT.WRI Status information for the

specified network queue
appears here.

Network Queue: |\\mom222\plintel

4. In the Network Queue box, type the name of another queue you want to view.
Or, to close the Other Net Queue dialog box, choose the Close button.
Note Viewing a queue for a network printer you are not connected to does

not connect you to that network printer for printing. You must use the Network
Connections command to connect to the network printer before you can print to it.
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Manual Updating of the Network Queue Status

The network queue status is updated on a periodic basis or when a change has
occurred on the network. The frequency of the updates depends on your net-
work software. In some cases, you may want to update the network queue
status manually.

» To update the network queue status manually

s From the View menu, choose Refresh.

Ignoring the Status of the Network Queue

When running as an icon, Print Manager does not update the status of the files
in the network print queue. If the Print Manager window is open, Print Manager
periodically requests updates to the status of the network queue. This can cause
additional traffic for the network printer, which can slow down printing.

If you are concerned about network traffic, or you do not need to view the status
of the network queue, you can turn off automatic updating of the status.
» To turn off automatic updating of the network-queue status

1. From the Options menu, choose Network Settings.
The Network Options dialog box appears.

This check box controls the
display of the network status.

date Network Display

2. Clear the Update Network Display check box.
3. Choose the OK button.

The print queue status is not updated until you select this check box again.
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Routing Files Through Print Manager

Because routing files through Print Manager adds an extra step that can delay
printing over a network, Windows is set up to bypass Print Manager and print files
directly to the network. In most cases, this is the fastest way to print to a network.

However, sometimes you might prefer to route files through Print Manager; for
example, you may want to use the error-checking features offered by Print
Manager. When you route network files through Print Manager, Print Manager
manages your files as if they were being printed on a local printer instead of a
network printer.

» To route files through Print Manager when using a network printer

1. From the Options menu, choose Network Settings.
The Network Options dialog box appears.

\- This check box specifies whether to
route files through Print Manager.

2. Clear the Print Net Jobs Direct check box.
3. Choose the OK button.

Now all the print jobs on your computer are tracked as if they were on a local
queue.

» To bypass Print Manager
= TIn the Network Options dialog box, select the Print Net Jobs Direct check box.

The fine points of how Print Manager controls printing to a network depend on
the network you are using. You may want to experiment with both methods to
determine which is best for you.

When you bypass Print Manager, Print Manager still reports on the status of the
network print queue, unless you clear the Update Network Display check box. For
more information, see “Ignoring the Status of the Network Queue” earlier in this
chapter.
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Disconnecting from a Network Printer

When you finish using a network printer, you can disconnect from it.

» To disconnect from a network printer

1. From the Options menu, choose the Network Connections command.

The Network Connections dialog box appears. (Contents of this dialog box
vary, depending on the type of network you are using.)

2. In the Current Printer Connections list, select the network printer you want to
disconnect from.

3. Choose the Disconnect button.
4. Choose the Close button.

Quitting Print Manager

When running as an icon, Print Manager quits (and frees the memory it was using)
as soon as it finishes printing. If the Print Manager window is open, Print Manager
does not quit automatically.

» To quit Print Manager

1. From the Options menu, choose Exit.

If there are still files in the print queue, a message appears, asking whether you
want to cancel printing these files.

2. Choose the OK button to cancel printing and quit Print Manager.
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Chapter 7

Working with Non-Windows Applications

Non-Windows applications are applications that are designed to run with
MS-DOS but not specifically with the Microsoft Windows operating system.
Most non-Windows applications can run with Windows nonetheless.

To run a non-Windows application with Windows in the most efficient way, you
may need to give Windows more information about the application. You do this
by using a program information file (PIF). A PIF contains information about a
non-Windows application, such as how much memory it needs and how it uses
various system components.

Windows provides PIFs for many commion non-Windows applications. Windows
also provides a default PIF with settings that work for most applications. If
Windows does not provide a PIF and the settings in the default file do not work
for your application, you need to create a PIF. You do this by using PIF Editor,

a tool included with Windows.

This chapter explains what you need to know about setting up and running non-
Windows applications, describes how to use PIFs, and introduces Windows PIF
Editor. For more information about PIF Editor and all of its options, see Chapter 8,
“PIF Editor.”

Setting Up a Non-Windows Application

You can set up a non-Windows application just as you would other applications,
by using the Windows Setup program, Program Manager, or File Manager.
Regardless of which method you use, Windows sets up a PIF for the application.

Note If you set up a non-Windows application and it doesn’t run properly, you
might need to modify the PIF. See “Using PIF Editor” later in this chapter.
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Using the Setup Program

When you use the Setup program to install Windows, Setup searches your hard
disk for applications you have installed and creates a PIF and icon for each. Setup
gets the information it needs for a particular application’s PIF by looking at a table
provided by Windows.

The following procedure describes how to use the Setup program to set up an
application after Windows has been installed. You can follow this procedure at
any time, and you can use it to create a PIF or to set up an application that already
has a PIF. You can also use this procedure to assign a custom icon to a program
item, depending on whether one has been provided for your application.

> To set up a non-Windows application after Windows is installed

1.

In the Main group, choose the Windows Setup icon. (Double-click the icon.
Or use the arrow keys to move the selection cursor to the icon, and then press
ENTER.)

Setup begins.

. From the Options menu, choose Set Up Applications.

The Set Up Applications dialog box appears.

. Select one of the two option buttons, depending on whether you want the

Setup program to search your hard disk for applications or whether you want
to specify an application. Then choose the OK button.

. If you selected Search For Applications, a dialog box appears, prompting you to

select the MS-DOS path or individual drives. Make your selection, and then
choose the OK button.

If you chose to specify an application, a dialog box appears, prompting you to
type the application’s path and filename. Specify your application, and then
choose the OK button.

For each application you select, Setup adds a program-item icon to the Appli-
cations group. If there is no Application group, Setup creates one.

. Follow the instructions on the screen to complete the process.

The Setup program searches for a PIF to use with the application. If it finds
one, it sets up the application and the PIF to work together.

If Setup doesn’t find a PIF, it searches for the information it needs to create
one. If it finds the information, a dialog box appears, asking whether you want
Windows to use the information. When you choose the Yes button, a PIF is
created for the application.

If there is no information available, Windows uses the default PIF, named
_DEFAULT.PIF, when you start the application.
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Using Program Manager

You can also set up a non-Windows application by using Program Manager.

» To set up a non-Windows application by using Program Manager

1. Open the group in which you want to set up the application.

2. From the File menu, choose New.
The New Program Object dialog box appears.

3. Select the Program Item option button, and then choose the OK button.
The Program Item Properties dialog box appears.

4. In the Description box, type the label you want to appear below the program-
item icon for the application.

5. In the Command Line box, type the path and filename for the application you
are adding.

6. If you like, you can specify a working directory. If you do not specify a
working directory, Program Manager adds the directory that was specified
as a start-up directory (if there was one specified) in the application’s PIF.

7. If you want the application to start as an icon, select the Run Minimized
check box.

8. Choose the OK button.

Program Manager searches for a PIF to use with the application. If it finds
one, it sets up the application and the PIF to work together. When you start this
application from Program Manager, you are now running the application from
its PIF rather than from its program file.

If Program Manager doesn’t find a PIF, it searches for information it needs

to create one. If it finds the information, a dialog box appears, asking whether
you want Windows to use the information. When you choose the Yes button,
Program Manager creates a PIF for the application.

If there is no information available, Windows uses the default PIF, named
_DEFAULT.PIF, when you start the application.

A program-item icon for the application appears in the group you selected.

Note Program Manager does not set up an application’s custom icon. To use
an application’s custom icon, you must use the Setup program to set up the
application. For more information about custom icons, see “Changing an Icon”
in Chapter 3, “Program Manager.”
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Using File Manager

You can also set up a non-Windows application by using File Manager.
(The following procedure requires a mouse and has no keyboard equivalent.)

P To set up a non-Windows application by using File Manager

1. Arrange your desktop so that you can see both File Manager and the group
where you want to place the non-Windows application icon. The destination
group can be either a window or an icon.

2. In File Manager, select the program or document file you want to add.

3. Drag the file icon from File Manager to Program Manager, and drop it in the
group window or on the group icon. As you drag the icon, the mouse pointer
replicates a file icon.

The non-Windows application is added to the group. If there was no PIF for
the application, Windows creates one.

Note When you use File Manager to set up a non-Windows application in a
Program Manager group, Program Manager does not set up the application’s
custom icon. To set up an application’s custom icon, you must use the Setup
program.

Using PIF Editor

After you set up your application, you can start using it with Windows. If the
application doesn’t perform properly, you probably need to modify the applica-
tion’s PIF. Make sure you modify the PIF that Windows is using with your
application. If a PIF has been created for the application, Windows uses it.
Otherwise, it uses the default PIF.

You can usually find out which PIF Windows is using with your application by
using the Properties command on the File menu in Program Manager. The PIF is
specified in the Command Line box in the Program Item Properties dialog box.

Caution Changing the PIF settings can affect how, and even whether, the
application runs.
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» To modify or create a PIF

1. In the Main group, choose the PIF Editor icon.

If you upgraded from Windows version 3.0, PIF Editor remains in the
Accessories group.

Depending on which mode Windows is running in, PIF Editor displays an
untitled PIF that contains either standard-mode or enhanced-mode settings.

If Windows is running in 386 enhanced mode, the following dialog box appears.

P, Eil N
1oy r

Window Title: [
Optional Parameters: L l
Start-up Directory: [ |

Yideo Memory: @ Text O Low Graphics (@] High Graphics

Memory Requirements: KB Required KB Desired
EMS Memory: KB Required [_l]:‘ KB Limit
XMS Memoty: KB Reguired [0 | KB Limit
Display Usage: @ Full S E tion: [] Backgiound

O Windowed O Exclusive
Close Window on Exit

You can change these settings and name the new file, or continue with the
next step to modify an existing PIF.

2. From the File menu, choose Open.

The Open dialog box appears.

3. In the File Name box, type the name of the PIF you want to open, or select a

PIF from the list. Then choose the OK button, or press ENTER.
The PIF’s settings appear.
4. Change any options that are appropriate for your application.

You can press the F1 key while using PIF Editor to receive Help for a selected

option.

5. From the File menu, choose Save. Use the same base filename as the
application.

For example, if the application filename (program file) is WP.EXE, the PIF
should be named WP.PIF.

6. From the File menu, choose Exit.

All PIF Editor options are described in Chapter 8, “PIF Editor.”
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Using a Manufacturer-Supplied PIF

Some software manufacturers provide a PIF for an application so that you can

run the application with Windows. To determine whether a PIF has been supplied,
contact the software manufacturer or search the Windows Setup disks for a file
that uses the same base filename as the application and has a .PIF extension. If
you have PIFs from both Windows and the software manufacturer, use the PIF
supplied by the manufacturer.

To use a PIF supplied with an application, copy the file to the directory where
the application’s files are located or the directory where you set up Windows.
Then set up a program item so that you can run the application from its PIF. For
information about setting up a program item, see “Using Program Manager”
earlier in this chapter.

Using the Default PIF

The _DEFAULT.PIF file is located in the Windows SYSTEM directory. This PIF
contains settings that work with most non-Windows applications. Windows uses
the _DEFAULT.PIF file when there is no other PIF available for your application.

Because Windows might use the default PIF with more than one non-Windows
application, you should not modify it. You can use the default PIF as a starting
point for creating a new PIF.

To create a PIF, using the default PIF as a starting point
1. In the Main group, choose the PIF Editor icon.

If you upgraded from Windows version 3.0, PIF Editor remains in the
Accessories group.

2. From the File menu, choose Open.
3. Select the _DEFAULT.PIF file.
4. Make any changes you need for your application.

For example, you can start your application in a window by setting the Display
Usage option to Windowed.

5. From the File menu, choose Save As.

6. In the File Name box, type a new name for the file. Use the application
filename with .PIF as the extension. For example, if the application filename
(program file) is SPECIAL.EXE, use SPECIAL.PIF as the PIF filename.

For more information about PIF Editor, see Chapter 8, “PIF Editor.”
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Using Multiple PIFs for an Application

You can create more than one PIF for an application. You may find it useful to
do this if you run an application differently under different circumstances.

For example, you can specify in a PIF how much EMS (expanded) memory an
application has access to. By using two PIFs, you could give an application access
to a large amount of EMS memory when you are using large data files but limit its
use of memory when you are working with smaller files.

» To set up two PIFs for an application

1. Create two PIFs. For more information, see “Using PIF Editor” earlier in this
section.

2. For each PIF, indicate the appropriate settings. In this example, you would set
the EMS Memory: KB Limit setting to —1 for one PIF. For the other PIF, you
would set the EMS Memory: KB Limit setting to 1024K. (These options are
available only in 386 enhanced mode.)

3. Save each PIF with a unique filename.

4. Create program-item icons for both PIFs in Program Manager, giving each a
distinct label. Because you want to start the application from its PIF in this
case, be sure to specify the PIF filename, not the program file, in the Command
Line box.

You can choose either icon to start the application.

Starting a Non-Windows Application

You can start a non-Windows application from Program Manager or File Manager
by choosing the application’s program-item icon, its program file, a document
associated with a program file, or the application’s program information file

(PIF). This section describes each of these methods.

Note When you start an application from Program Manager or File Manager by
choosing the filename for the program file, Windows searches for a PIF with the
same filename. It searches directories for the PIF in the following order: the
directory where the application’s files are located, the current working directory,
the Windows directory, the SYSTEM subdirectory of the Windows directory, and
then the directories specified by the path command in the AUTOEXEC.BAT file.
Make sure the PIF for the application is located in one of these directories and that
the PIF has the same base filename as the application. For example, if the program
file is QBASIC.EXE, the PIF should be named QBASIC.PIF.
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Starting an Application from Program Manager

If an application is set up as a program item in Program Manager, the easiest
way to start that application is to double-click its icon. For information about
using Program Manager to organize your applications into groups and to set up
applications as program-item icons, see Chapter 3, “Program Manager.”

P To start an application from its program-item icon

1. Open the group that contains the program-item icon for the application.

2. Choose the icon. (Double-click the icon. Or use the arrow keys to move the
selection cursor to the icon, and then press ENTER.)

The application appears on your screen.

You can also start an application from Program Manager by using the Run
command.

» To start an application by using the Run command
1. From the File menu in Program Manager, choose Run.
The Run dialog box appears.

2. In the Command Line box, type the name of the file that starts the application.
Include the filename extension.

You can specify the application’s PIF, the name of the program file (EXE,
.BAT, or .COM extension), or the name of a document associated with the
program file.

3. Choose the OK button.

Starting an Application from File Manager

Using File Manager, you can start an application by choosing its program file or
PIF from a directory window.

» To start an application from File Manager

1. In the Main group, choose the File Manager icon. (Double-click the icon.
Or use the arrow keys to move the selection cursor to the icon, and then press
ENTER.)

2. In the File Manager directory window, make sure you have selected the drive
and directory where the application’s PIF is located.
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3. Double-click the filename for the PIF, program file, or document file associated
with the application. Or use the arrow keys to select one of these files, and then
press ENTER.

You can also use the Run command from the File menu in File Manager.

Working with Non-Windows Applications in 386 Enhanced
Mode

This section describes features of Windows that you use only when you are
running non-Windows applications in 386 enhanced mode.

Giving an Application Exclusive Use of Resources

You can give an application exclusive use of system resources when it is the
active application. For example, you might want to do this to ensure an application
runs as quickly as possible, without being slowed down by applications running

in the background. Also, some applications use hardware in such a way that they
cannot run at the same time as other applications.

There are two ways to give an application exclusive use of resources:

» Use PIF Editor to open the application’s PIF, and then select the Exclusive
check box. When you use this setting, no other applications can run when
that application is active. This setting takes effect every time you start the
application.

» If the application is running in a window or is reduced to an icon, you can use
the Settings command on the application’s Control menu. When you use this
setting, the application gets exclusive use of resources only until you quit the
application. The next time you start the application, the setting is not in effect.

For more information about PIF Editor options, see Chapter 8, “PIF Editor.” For
more information about using the Control menu, see Chapter 1, “Windows
Basics.”

Running an Application in the Background

If you want an application to continue running when it is not the active applica-
tion, select the Background check box in the application’s PIF. If you select this
option, the application runs in the background (calculating numbers or reading
a large file, for example) while another application is in the foreground. If the
application is running in a window or reduced to an icon, you can also select the
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Background option (under Tasking Options) by using the Settings command on
the application’s Control menu.

When you change this setting in the PIF, the application runs in the background
whenever you start it. When you change the setting by using the Control menu,
the application runs in the background only until you quit the application.

Note If an application is running in the background and the Exclusive check box
is selected in its PIF, other applications do not run in the background (even if the
Background check box is selected in their PIFs).

Running a Non-Windows Applicationin a Window

You can run most non-Windows applications in a window when Windows is
running in 386 enhanced mode. You can move and size the window, reduce the
window to an icon, and share information with other applications by using the
Clipboard. However, you cannot run a non-Windows application in a window if
you are running Windows in standard mode.

To make sure Windows is running in 386 enhanced mode

= From any Help menu in Windows, choose About.
A dialog box appears. The mode is displayed near the bottom of the dialog box.

To switch a non-Windows application between a window and a full screen

= While working with a non-Windows application, press ALT+ENTER.

If the application was running in a full screen, it now appears in a window. If
the application was running in a window, it now appears in a full screen.

You can have an application run in a window every time you start it. You do this
by using PIF Editor.

To start a non-Windows application in a window

1. Use PIF Editor to open the application’s PIF, if it has one. If there is no PIF,
you need to create one. For information about creating and editing a PIF, see
“Using PIF Editor” earlier in this chapter.

2. Set the Display Usage option to Windowed rather than Full Screen. For
information about the Display Usage options, see Chapter 8, “PIF Editor,”
or press F1 when this option is selected.
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3. Make sure the Display options are set correctly in the Advanced dialog box.
For information about the Advanced options, see Chapter 8, “PIF Editor,” or
press F1 when one of the Display options is selected.

4. Save the changes you made to the PIF, and quit PIF Editor.
When you start the application, it appears in a window.

Using a Mouse with a Non-Windows Application

With Windows version 3.1, you can use a mouse with a non-Windows application
that is running in a window.

» To use a mouse with a non-Windows application running in a window

= If you are using a Microsoft mouse, you must set up the mouse driver before
starting Windows. You need to use either the MOUSE.SYS or MOUSE.COM
driver, usually located in the Windows directory. You specify MOUSE.SYS in
the CONFIG.SYS file, or you specify MOUSE.COM in the AUTOEXEC.BAT
file. For example, to specify the MOUSE.SYS device driver located in the
Windows directory on drive C, add the following command line to your
CONFIG.SYS file:

device = c:\windows\mouse.sys

If these mouse drivers are not in the Windows directory, you can copy them
from the Windows Setup disks. To do this, you need to use the expand com-
mand. For more information, see Chapter 4, “Troubleshooting,” in Getting
Started with Microsoft Windows.

» If you are using a Logitech mouse, follow the procedure in the README.WRI
file. You can view this file by using Write, an application in the Accessories
group.

» If you are using a mouse from another manufacturer, you must get an updated
mouse driver. Contact the mouse manufacturer.

Changing Settings for a Running Application

When Windows is running in 386 enhanced mode, you can make temporary
changes to the way a non-Windows application runs. To do so, use the Settings
command on the application’s Control menu. (If your application is running in a
full screen, reduce it to an icon to access the Control menu.) Your changes stay
in effect until you quit the application.
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» To change settings for a running application

1. From the application’s Control menu, choose Settings.

The following dialog box appears. The title bar reflects the particular
application you are using.

T s

Prioritp =]
Foreground:
O Full Screen Background:
I Tasking Options —] [ Special
D Ezclusive 0
O Background

2. Change the appropriate setting, and then choose the OK button. The options are
Display, Tasking, Priority, and Terminate, and are described in the following
sections.

Display Options

Use the Display options to change whether an application appears in a window or
in a full screen. You can select only one of the following options.

Use To

Window Run the application in a window.
Full Screen Run the application in a full screen.

You can also switch a running application from a window to a full screen, or vice
versa, by pressing ALT+ENTER.
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Tasking Options

Use the Tasking options to control how an application shares system resources
with other applications. You can select one or both of the following options.

Use To

Exclusive Suspend other applications while the application is the active one.
(If this application is running in a window, Windows applications
continue to run, but other non-Windows applications are suspended.)

Background Run the application in the background while you work with other
applications. (However, this application is suspended when you run
an application that has the Exclusive option set.)

Priority Options

Use the Priority options to specify how much processor time the application
should receive, relative to other applications. Giving the application a high priority
makes it run faster than applications with lower priorities; conversely, giving it a
lower priority slows it down.

You can specify the following options.

Use To

Foreground Control how fast the application runs, relative to other applications,
when it is the active application.

Background Control how fast the application runs, relative to other applications,

when it is not the active application.

For this option to take effect, you must also select the Background
check box in the Tasking Options box.

You can also set these options in the application’s PIF by using PIF Editor.
For more information about these and other PIF Editor options, see Chapter 8,
“PIF Editor.”

Terminate Option

Use the Terminate button to quit a non-Windows application when you cannot
use the usual methods from within the application—for example, when the
application does not respond to the commands you type. Ordinarily, when you
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run a non-Windows application in a window and the application does not respond
to your commands, you have to restart your computer to quit the application.
When you use the Terminate button, you can quit the application and then save
any open files in other applications before restarting your computer.

Caution Use the Terminate button only as a last resort, since it can result in lost
data. If you don’t restart your computer after using the Terminate button to quit an
application, Windows and MS-DOS may become unstable.

If you cannot open the Control menu in your non-Windows application, you can
press CTRL+ALT+DEL to quit the application. Windows displays a message confirm-
ing the action. Press ENTER to quit the application.

Changing the Size of the Font

When Windows is running in 386 enhanced mode, and you are running a
non-Windows application in a window, you can change the size of the font
by using the Fonts command on the Control menu.

» To change the size of the font

1. From the Control menu in your non-Windows application, choose Fonts.

The Font Selection dialog box appears.

Window Preview

Save Settings on Exit

[ Selected Font

Each character is:
8 screen pixels wide
12 screen pixels high

2. Select a font size.
The Window Preview and Selected Font areas display the font size.

3. If you want to use this font whenever you run this non-Windows application
in a window, select the Save Settings On Exit check box.

4. Choose the OK button.
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Handling Device Contention

When more than one application is running in 386 enhanced mode, the appli-
cations sometimes request the use of a device (such as a printer or modem) at
the same time. This is called device contention. By using the device-contention
options, you can specify how Windows should handle those requests.

These options apply only when a non-Windows application is one of the applica-
tions requesting access to the device. When two Windows applications request
access to a device, Windows handles their use of the device without these options.

» To specify how to handle contention for a device

1. In the Main group, choose the Control Panel icon.
2. Choose the 386 Enhanced icon.
The 386 Enhanced dialog box appears.
3. Select the port that is connected to the device you want to control.

4. Set the options you want, and then choose the OK button.

The device-contention options are described in the following list. Examples of
when you would change these options are included in the descriptions.

Use To

Always Warn Specify that a message appear every time an application tries to use
a device that is already in use. The message prompts you to specify
which application should be given control of the device. In most
cases, you should select this option.

Never Warn Specify that any application can use a device any time, without a
message. If you select this option, two applications may try to use
the same device at the same time, which may cause problems.

Idle Specify the number of seconds after an application stops using a
device before another application can use the device, without causing
a message to appear. The range is from 1 to 999 seconds.

Itis a good idea to specify idle time when the device is capable of
switching between two applications. For example, you might use
Cardfile to dial an online service and then switch to another appli-
cation to communicate with the service. In this case, you should
specify a short delay, such as 2 seconds.
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Transferring Information Between Applications

The method you use to transfer information onto the Clipboard depends on
whether you are running a Windows or non-Windows application. This section
describes how to use the Clipboard with non-Windows applications. For infor-
mation about using the Clipboard with Windows applications, see Chapter 2,
“Application Basics.” You can view the contents of the Clipboard by opening
Clipboard Viewer in the Main group.

When a non-Windows application is running in a window or is minimized to an
icon, its Control menu contains additional commands. You use these commands
to transfer information to and from non-Windows applications. For information
about using the Control menu, see Chapter 1, “Windows Basics.”

Note To quickly switch a running non-Windows application between a full screen
and a window, press ALT+ENTER.

Copying Information onto the Clipboard

When you are running a non-Windows application in a window, you can copy
selected information, the entire desktop, or a single window onto the Clipboard.
When you are running a non-Windows application in a full screen, you can copy
the entire screen onto the Clipboard.

To use the following procedures, the application you want to copy information
from must be running in a window.

Copying Selected Information

When Windows is running in 386 enhanced mode, you can select information
from a non-Windows application running in a window and copy it onto the
Clipboard.

To copy selected information from a non-Windows application

Mouse

1. If the application you want to copy from is running in a full screen, press
ALT+ENTER to run it in a window.

2. Click the Control-menu box to open the Control menu.
3. From the Control menu, choose Edit.
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4. From the Edit menu, choose Mark.
5. In the non-Windows application, select the information you want to copy.

6. Press the right mouse button to transfer the selected information onto the
Clipboard.

Keyboard

1. If the application you want to copy from is running in a full screen, press
ALT+ENTER to run it in a window.

2. Press ALT+SPACEBAR to open the Control menu for the application.
3. From the Control menu, choose Edit.
4. From the Edit menu, choose Mark.
A flashing rectangular cursor appears at the upper-left corner of the window.
5. Move the cursor to the first character you want to select.
6. Press SHIFT and an arrow key to mark the information you want to copy.
7. Press ENTER to transfer the selected information onto the Clipboard.

Note If your application uses ALT+SPACEBAR for another function, you cannot
access the Control menu by pressing ALT+SPACEBAR.

Copying an Entire Screen

Whether Windows is running in 386 enhanced mode or in standard mode, you can
copy the contents of an entire screen onto the Clipboard by pressing PRINT SCREEN.
When Windows is running in standard mode, however, you cannot copy graphics
from a non-Windows application onto the Clipboard.

» To copy the contents of an entire screen onto the Clipboard
1. Make sure the information you want to copy is on the screen.

2. Press PRINT SCREEN.
The contents of the screen is copied onto the Clipboard.
Note If the preceding procedure does not copy the screen onto the Clipboard,

you may have an unenhanced keyboard. Try pressing ALT+PRINT SCREEN Or
SHIFT+PRINT SCREEN to copy the screen.
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The screen contents may be a bitmap or text. To determine which it is, open the
Display menu in Clipboard Viewer. If the screen contents is a bitmap, the applica-
tion you want to transfer the information to must be able to read bitmap (.BMP)
files. See the documentation supplied with your application to determine whether
your application can read bitmap files.

Copying a Window and lts Contents

To use the following procedure, you must be running Windows in 386 enhanced
mode, and the application you are copying from must be running in a window.

To copy a window and its contents onto the Clipboard

1. Make sure the window you want to copy is the active window.
2. Press ALT+PRINT SCREEN.

A bitmap of the active window is created and placed onto the Clipboard. The
application you want to transfer the information to must be able to read bitmap
(.BMP) files. See the documentation supplied with your application to deter-
mine whether your application can read bitmap files.

Pasting Information from the Clipboard into a Non-Windows Application

To paste information from the Clipboard into a non-Windows application, you
use the Paste command on the destination application’s Control menu. Some
non-Windows applications accept only unformatted text, others accept formatted
text and graphics images as well. For more information, see the documentation
supplied with your application.

The method you use to paste information depends on whether the non-Windows
application is running in a window or a full screen.

To use the following procedure, you must be running Windows in 386 enhanced
mode.
To paste information into an application running in a window

1. Make sure the information you want to paste is on the Clipboard. Choose the
Clipboard Viewer icon in the Main group to view the contents of the Clipboard.

2. Switch to the destination application.
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3. Place the insertion point where you want the information from the Clipboard to
appear.

4. From the application’s Control menu, choose Edit.
5. From the Edit menu, choose Paste.

The following procedure can be used in either standard or 386 enhanced mode.

» To paste information into an application running in a full screen

1. Make sure the information you want to paste is on the Clipboard. Choose the
Clipboard Viewer icon in the Main group to view the contents of the Clipboard.

2. Switch to the destination application.

3. Place the insertion point where you want the information from the Clipboard to
appear.

4, Press ALT+SPACEBAR to open the the application’s Control menu.
5. From the Control menu, choose Paste.

If Windows is running in 386 enhanced mode, choose Edit from the Control
menu, and then choose Paste.

Note If your application uses ALT+SPACEBAR for another function, you cannot
open the Control menu by pressing ALT+SPACEBAR. Press CTRL+ESC to switch to
Task List without quitting the application. The application appears as an icon
near the bottom of the Windows desktop. Click the icon to open the application’s
Control menu.

Changing an Application’s Default Directory

A defauit directory is the directory an application uses while it is running. For
example, the application searches the default directory for files it needs to access,
and it also saves files to the default directory.

You can specify any directory as the application’s default directory by using
Program Manager. For a non-Windows application, you can also use PIF
Editor. Because settings made in Program Manager override settings made in
PIF Editor, the recommended method is to use Program Manager. However, if
you plan to start this application other than through Program Manager, set the
default directory in the application’s PIF.
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» To specify a default directory by using Program Manager

1.

Select the application’s program-item icon.

2. From the File menu, choose Properties.

The Program Item Properties dialog box appears.

. In the Working Directory box, type the name of the directory where you want
the application to look for existing files and place new files. The directory you
specify becomes the default directory, which is the current directory while this

application is running.

. Choose the OK button.

Note If you do not specify a working directory, Program Manager changes the
directory to that which was specified as a start-up directory in the application’s

PIF.

» To specify a default directory by using PIF Editor

L.

In the Main group, choose the PIF Editor icon.

If you upgraded from Windows version 3.0, PIF Editor remains in the
Accessories group.

. From the File menu, choose Open.

The Open dialog box appears.

. In the File Name box, select the application’s PIF, and then choose the

OK button or press ENTER.
PIF Editor appears.

4. In the Start-up Directory box, type the path of the default directory.

. From the File menu, choose Save.
. From the File menu, choose Exit.

Managing Memory for Non-Windows Applications

If you have an 80286 system and you use applications that need expanded

memory, you must have an expanded memory board. Also, your CONFIG.SYS
file must contain a command line for the expanded memory manager supplied

with the memory board.

If you have an 80386 or 80486 system and Windows is running in 386 enhanced
mode, Windows can simulate expanded memory for applications that require it,

even if your system does not have expanded memory.
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You can use an application’s PIF to specify how much expanded memory a partic-
ular application needs. You also use the PIF to make sure the application never
runs with insufficient memory and to prevent it from using all available expanded
memory (and leaving none for other applications). For information about PIF
Editor options, see Chapter 8, “PIF Editor.”

Note If you have an 80386 or 80486 system, you can install the expanded-
memory emulator EMM386. This memory manager provides expanded memory
for applications even when Windows is not running in 386 enhanced mode. For
information about using EMM386, see Chapter 14, “Optimizing Windows.”

“Out of Memory” Message

Windows applications use memory cooperatively, but non-Windows applica-
tions often do not. Some non-Windows applications require a certain amount of
memory when they start, and they keep that memory until you quit the application.
When there is not enough conventional memory to start or continue running an
application, you may receive an “out-of-memory”’ message.

If you get the “out of memory” message when attempting to run an application,
try the following:

» Close any applications you aren’t working with.

» If Windows is running in 386 enhanced mode, try running the non-Windows
application in a full screen instead of a window.

» ]f Windows is running in 386 enhanced mode and you don’t need your appli-
cation running when it’s in the background, you can set it to run only when
it’s in the foreground. To do this, edit the application’s PIF and make sure the
Execution setting is not set to Background. If the application is running in a
window or reduced to an icon, you can make this change by using the Settings
command on the Control menu.

= Clear or save the contents of the Clipboard. For information about using the
Clipboard, see Chapter 2, “Application Basics.”

= In Control Panel, choose the Desktop icon. Set the Wallpaper option to None,
or use a pattern. The Pattern feature uses less memory.

= Minimize Windows applications (reduce them to icons at the bottom of your
screen).

= Free some disk space. Windows and some applications use free disk space to
temporarily store information that doesn’t fit into memory.
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Using Application Swap Files

Each time you start a non-Windows application in standard mode, Windows
creates a temporary application swap file for that application. When you switch
from the application, Windows moves the application from memory to the appli-
cation swap file. The memory is then available to other applications. To create a
swap file, there needs to be at least as much free disk space as the amount of
memory required to start and run the application.

When you quit Windows, application swap files created during that session are
deleted. If Windows quits unexpectedly, these files remain on your hard disk but
are deleted the next time you start Windows. To free disk space, you can delete
these files by using the MS-DOS command prompt befor