




What Every User Should Know 

Typewriter Section Keys
 
The keys in this section are similar to keys on a nor­

mal typewriter.
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Return performs a function similar to the carriage 
return key on typewriters. Pressing it lets the 
computer know that you are finished typing a 
command. This key is often called the ENTER 
key. 

Shift pressed in conjunction with typing a letter 
gives you a capital letter. Pressing a shifted punc­
tuation key gives you the upper symbol on the 
key. 

Tab moves the cursor to right on the screen. It is 
similar to the tab key on a typewriter. 

Caps Lock locks the keyboard in the shifted mode. 
It only affects the letters. You still have to use 
the shift key to get the upper characters on non­
letter keys. When the CAPS LOCK is "on" the 
indicator light on the key is lit. 

Space Bar inserts spaces into the text. 
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Special Feature Keys 
The special feature keys work with the typewriter 
keys. 
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Escape cancels the current entry and waits for a 
new one. 

Control is used with other keys to perform a func­
tion or command. For example, CTRL S will stop 
text from scrolling off the screen. 

Alternate is used with other keys to perform a 
function or command. Combined with the numeric 
keypad, it displays special characters on the 
screen. 

Backspace moves the cursor to the left one char­
acter, erasing the last character typed. 

Delete erases the character where the cursor is 
positioned. It is used with the function keys to 
edit previously entered commands. 
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Print Screen prints an * when unshifted. When 
shifted, it sends whatever is displayed on the 
screen to the printer. 

SCROLL LOCK is not used by DOS. 
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Insert places the computer in the insert mode. 
When in the insert mode, whatever you type is 
inserted into text on the screen at the cursor's 
position. All data to the right of the cursor will be 
moved to the right. Pressing the INS key a second 
time turns off the insert mode. 

Numeric Keypad 
The numeric keypad has two functions depending on 
whether the NUM LOCK key is "on" or "off." When 
the light is on, the Numeric keypad is activated. 
When the light is off, the Cursor keys are activated. 
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DEL 

. ~
 
~
 

g
 
@
 

When the NUM LOCK key is on, the numeric keypad 
is operational. The keys labeled 1 - 9 give you the 
digits on them. 

.DEL = the decimal point 

OINS = the digit 0 

- = minus sign 

+ = plus sign 

A Warning About Numbers 
Numbers appear both in the typewriter section and 
the numeric keypad. Numbers can be keyed in from 
either. The computer is not concerned where the 
numbers come from, providing that it gets a number 
when a number is required. 

When using a typewriter, you can use a lowercase I 
or an uppercase I for the digit one. Similarly, you can 
use the letter 0 for the digit zero. If you do this with 
a computer, the results are unpredictable. Therefore: 

ALWAYS USE NUMERIC KEYS FOR ONE AND 
ZERO. 
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Cursor Control Keypad 
When the NUM LOCK key is off, the keypad acts as 
a cursor control keypad. 
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HOME is not used by DOS. ~ 
@ Up Arrow is not used by DOS. 

Left Arrow moves the cursor one character left,@) erasing the last character typed. 

~ 
Right Arrow re-types one character at a time from 
the previously entered command. 

The Down Arrow is not used by DOS. However, 

~ the Down Arrow moves the cursor down one line 
on the screen. 
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END is not used by DOS. However, END moves 
the cursor to the first character on the last line on 
the screen. 

The Page Up is not used by DOS. However, Page 
Up is used by many programs to scroll upward 
the information on the screen. 

The Page Down is not used by DOS. However, 
Page Down is used by many programs to scroll 
downward the information on the screen. 

Function Keys 
The function keys perform different tasks according 
to the software being used. In different application 
programs, these keys usually perform different op­
erations. The meaning of the function keys is depend­
ent on the program that you are currently running. 
For example, in one program F9 positions the cursor 
at the beginning of a file and FlO positions the cur­
sor at the end of the file. 
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DOS only uses Fl through F5; these keys act as de­
scribed below: 

Re-types the previously displayed command one 
character at a time. 

Re-types the previously displayed line up to the 
first time a character you specify occurs. Type F2, 
then the character. 

Re-displays the previously entered line. 

Deletes the previously typed line from memory up 
to the first time a character you specify occurs. 
Type F4 and then the character. Now type F3 to 
see the remainder of the line. 

Allows you to edit the currently displayed line 
using the right and left arrow keys and the INS 
and DEL keys. 
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Resetting the Computer 
You can re-load a diskette in drive A or re-start your 
computer by pressing the reset button on the front of 
the computer. 

Pressing the reset button stops all computer activity. 
It has an effect similar to switching the power off 
and back on again, but is less stressing on the power 
supply's electronics. 

Executing a reset returns the computer to its initial 
startup status. Any information currently in the 
computer's memory is lost when reset is executed, so 
this facility should be used with care. 

CTRIJALTIDEL = Reset the Computer 

Holding down the CTRL key and the ALT key simul­
taneously and then pressing the DEL key will also 
reset the computer. 
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All about diskettes 

What Is a Diskette? 
Diskettes are flexible magnetic disks used for storing 
information. The diskettes that your computer uses 
are 5 1/4 inch and double sided. Each diskette holds 
about 250 pages of typewritten text. 
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Why Do I Need Diskettes?
 
Your computer needs programs in order to work, and
 
programs come on diskettes. Perhaps the most im­

portant diskette is the DOS diskette. Without it your
 
computer won't work because this diskette contains
 
the program, called DOS, that runs the computer.
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Additionally, application software such as word proc­
essing, filing programs, or accounting programs is 
distributed on diskettes. 

The most frequent use that you will have for disk­
ettes is to save the data, text, files, etc. that you cre­
ate. You use diskettes to store your data between 
sessions on the computer. This is because everytime 
you turn off your computer, it loses whatever is in its 
memory. 

If you have a hard disk, don't confuse your hard disk 
with the computer's memory. The hard disk is a stor­
age device, turning the computer off and on will not 
cause a loss of data saved on the hard disk. 

How Diskettes Work 
Diskettes are magnetic media, like cassette tape, pro­
tected inside of a cardboard jacket. The diskette 
spins inside its jacket similar to a phonograph 
record. As the diskette spins, the computer can read 
information from it or write information onto it. 

The surface of the diskette is divided into tracks 
(concentric circles around the center hole) and sectors 
(parts of a track). The tracks and sectors are num­
bered. This enables the computer to store informa­
tion on the diskette at specific locations (e.g., track 3 
sector 4 or track 23 sector 7). Later, by going back to 
the same location the computer can locate the infor­
mation and read it back into the computer. 
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Information is read from or written onto the diskette 
through the slot in its jacket. When the computer 
writes information onto the diskette, it does so in 
unused space. You can also instruct the computer to 
write over information that is already on a diskette. 
You might do this to update an inventory file for in­
stance. Note however, if you write new information 
over old information, the old information is erased ­
you cannot get it back. 
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Care and Handling of Diskettes
 
Although diskettes are not particularly fragile, care­

ful handling will minimize the risk of damaging
 
them.
 

DO: 

• Keep diskettes in their envelopes when not in use. 

~DI_ 
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DON'T: 

•	 Don't touch the exposed surface of a diskette. This 
can scratch its surface. 

•	 Don't expose the diskette to dust or dirt. 

•	 Don't place heavy objects, such as books, on 
diskettes. 

•	 Don't attach anything to diskettes with paper clips or 
rubber bands. 

•	 Don't bend diskettes. They are flexible but, if bent 
too far, the diskette surface can crease permanently. 
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Labeling Diskettes 
All diskettes look pretty much alike. Although you 
can display a directory of what's on a diskette, it is 
not always very practical. Imagine the time wasted 
trying to find a specific file quickly if you have ten 
unlabeled diskettes on your desk. Labeling your disk­
ettes is like labeling your files. It facilitates finding 
what you want quickly. 
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Here are some suggestions about labeling your 
diskettes: 

•	 Avoid writing on a label that is already attached to a 
diskette. If you must do so, don't use a pen or pencil 
with a hard or sharp point which might damage the 
diskette's surface. Only use felt tipped pens. 

•	 Include on the label the date when the copy was 
made or updated. This is helpful when reviewing 
backups or locating the latest version of a file. 

•	 Don't stick labels on top of old labels. Peel off the old 
one before applying the new one. The best way to 
remove and apply labels is with the diskette resting 
on a flat surface and inside its cardboard envelope. 
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Write-Protecting Diskettes 
Protecting your diskettes against unintentional 
erasure is called write-protection. Write-protection 
prevents the contents of a diskette from being 
altered. A write-protected diskette can only be read 
by the computer. It cannot be written on. This secu­
rity stops you from inadvertently destroying impor­
tant information stored on a diskette. 

If you want to write-protect a diskette, peel a write­
protect sticker off the sheet supplied with each new 
carton of diskettes. Then wrap it around the write­
protect notch on the edge of the diskette. 

o 
o 

4-21 



What Every User Should Know 

If you want to remove the write-protection, to add or 
change some information on the diskette, just peel off 
the write-protect sticker. With the sticker off, the 
computer can write on the diskette. 

Of course, there is no need to write-protect a diskette 
until it contains some worthwhile information. One 
diskette that already does is your DOS diskette. For 
this reason, if it isn't write-protected already, you 
should do so now. 
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Diskette drives 

Diskette Drive Letters 
The drives on your computer are assigned letters to 
identify them. 

• The lower diskette drive is drive A. 

• The upper diskette drive, if present, is drive B. 

• The hard disk drive, if present, is drive C. 

The Default Drive 
The letter beginning the screen prompt is the current 
or default drive. This means that unless you tell the 
computer to look somewhere else for a file or disk­
ette, the computer assumes that the file is on the 
diskette in the drive with the same letter as the 
prompt. 

For example, when the screen displays the A> 
prompt, typing DIR lists the files on the diskette in 
drive A. If the prompt is B>, then entering DIR will 
list the files on the diskette in drive B. 

Your computer is set up to make drive A the default 
drive when you turn on the computer. That is why 
you must always insert your DOS diskette into drive 
A when you turn the computer on. Computers with 
hard disks perform an extra step. If there is no disk­
ette in drive A when the computer is turned on, the 
computer will look for DOS on the hard disk. The 
hard disk drive then becomes the default drive. 

To read information from or write information to a 
diskette other than the default drive, you must 
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specify the drive letter followed by a colon (:) in 
which the diskette is loaded. For example, to load the 
file SORT.BAS from drive B when the A> prompt is 
displayed, type: 

A>B:SORT.BAS 

Then press the RETURN key. 

Remember that the drive letter must be followed by 
a colon as in the example above. You always have to 
include the colon immediately after the drive letter, 
or you will get an error message. 

Changing the Default Drive 
You can change the default drive if you want. To do 
so, type: 

A>B: 

Then press the RETURN key. 

Of course, any drive letter can be substituted for the 
B in the above example. For instance, if you have a 
hard disk and you want it to be the default drive, 
type: 

A>C: 

Then press the RETURN key. 
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