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[> To start File Manager:

o Double-click the File Manager program item icon.

Or press the LEFT or RIGHT ARROW key to move the highlight to the File

Manager program item icon. Then press ENTER or choose Open from the File
menu.

File Manager displays the Directory Tree window for your current disk drive.

NOTE If you find that you run applications from File Manager most of the time, you can
change your Windows initialization (.INI files) settings so that File Manager, instead of
Program Manager, appears whenever you start Windows. For instructions about changing
the Shell= line, start Notepad (or any other text editor) and open SYSINL.TXT.

Working with the Directory Tree

The Directory Tree window shows the structure of your directories and subdirecto-
ries on any disk drive. The directory structure resembles a tree. The tree begins
with the root directory, the first directory on a disk drive. The root directory is
created when you format a disk. It is represented by a backslash (\). In other
words, C:\ is the root directory for drive C. The root directory and each directory
that you create from the root can contain more directories.

From the Directory Tree window, you can open directory windows to list files and
subdirectories for your individual directories. You can also select different disk
drives to view their directory structures. You can open as many directory windows
as you like. However, only one Directory Tree window can be open at a time.

The Directory Tree window and its elements are shown in the following
illustration.
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The Directory Tree window contains the following parts:

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

» The volume label is the name that identifies your disk; it appears in square
brackets ([ ]) in the status line below the drive icons. You see this information
only if you have assigned a label to your disk.

 The directory path for the Directory Tree window appears in the status line
below the drive icons. The directory path for a directory window appears in the
title bar for each directory window.

» The current directory is the directory that is highlighted in the Directory Tree
window. File Manager commands affect this directory.
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« The directory icons represent each directory on your computer. Directories are
listed in alphabetical order beneath the root directory (\). Directory icons are
joined to the root directory by a vertical line. If a directory contains subdirecto-
ries, a plus sign (+) appears inside the directory icon. When listed, subdirectory
icons are shown beneath directories and are connected to the appropriate
directory by a vertical line.

o A scroll bar appears if there are more directories and subdirectories than will
fit in the Directory Tree window.

The Directory Tree window is a document window. You can resize and move this

window in the File Manager workspace. You can enlarge it to fill the entire File
Manager workspace or you can shrink it to an icon.

Changing Disk Drives

When you start File Manager, the Directory Tree shows the directory structure on
the current disk drive. You can tell which disk drive is current because its icon and
letter are highlighted.

Select another disk drive icon to display the directories on that disk.

[> To select another disk drive and display its Directory Tree:

Mouse B Click the disk-drive icon for the drive you want.

Keyboard 1. Press TAB to move to the disk-drive icon area.

If you want to move back to the Directory Tree window without changing
drives, press TAB again.

2. Press the DIRECTION keys to select the icon you want and then press ENTER.

HINT I you are using a keyboard, you can hold down CTRL and press the letter for the
disk drive you want to select.

Using Network Disk Drives

If you are connected to a network, you can use any disk drive on the network if
you know its location and password. Some networks will even allow you to
browse through all the available disk drives.

When you start Windows, it recognizes network connections you already made
and shows the network drives as distinct icons, different from other drive icons.
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NOTE When you select the disk drive icon for the network, the path appears in the status
bar at the bottom of the File Manager application window.

Connecting to and Disconnecting from Network Drives

You can use File Manager to connect to additional network disk drives or to dis-
connect from disk drives to which you are currently connected. You must connect
to the network before you start Windows or the network options will be dimmed.

To connect to a network disk drive:

1. Choose Connect Net Drive from the Disk menu.

The Connect Network Drive dialog box appears. File Manager assumes you
want to assign the next available letter and enters that letter in the Drive Letter
drop-down list box.

= P Connect Network Drive
Drive Letter:

Network Path: [_ |

Add to Previous List

I Connect | l Cancel | |Eleviou:4.. || Brovese... I

2. If you want to assign a different drive, open the Drive Letter drop-down list
box and choose the letter you want.

Or you can type the drive letter in the Drive Letter text box.

3. Type the network pathname required to locate the drive, and type the password
(if a password is required).

File Manager will maintain a list of previous connections if you want. Then
you can select a connection from the Previous list rather than typing the net-
work path. To select from the Previous list, choose Previous. The Previous
Network Connections dialog box appears. Select the path you want from the
list.

4. If this is a new connection and you want to add it to the Previous list, make
sure the Add to Previous List check box contains an X.

5. Choose Connect.
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—

NOTE Some non-Windows applications let you connect to network drives while running
the application. If you make such a connection, you should disconnect from the network
drive before quitting the application.

To disconnect from a network drive:

1. If your current drive is also the network drive, choose a different drive. You
cannot disconnect the current drive.

2. Choose Disconnect Net Drive from the Disk menu.
The Disconnect Drive dialog box appears.

3. Select the network drive you want to disconnect.

A message appears, asking you to confirm the drive that you want to
disconnect.

4. Choose OK.

NOTE 1t you are running Windows in 386 enhanced mode, you might not be able to dis-
connect from network drives that were active before you started your Windows session.

Browsing Through Network Disk Drives

Some networks allow you to browse through the drives on the network until you
find the one you want. If your network does not provide this capability, the
Browse button in the Connect Network Drive dialog box will be dimmed.

[> To view the available network drives:

1. Choose Connect Net Drive from the Disk menu.

2. Choose Browse.

File Manager displays a dialog box that lists the available drives. This dialog
box will look different for different networks.



Chapter 4 File Manager 107

J

For example, if you are using the Microsoft LAN Manager version 2.0, the
dialog box will look like the following illustration.

= Network Disk Resources I

Help

Domain: [HEADGTRS 3]
Network Servers:

ADMINSTR
EXECUTIVE
[PRODUCTION

Resources at \\PRODUCTION:

RECORDS Administiative records
SALELIST Master database lists
USERS Logon server share

To view the shares on another network server, click the network server name
from the Network Servers list box.

Or use the DIRECTION keys to move the highlight to the network server name.

To specify a connection to one of the listed shares, select the share from the
Resources list box.

Choose OK.
The Connect Network Drive dialog box appears.

Choose Connect.
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Changing Directories

The selection cursor, a dotted rectangle around the highlighted icon and text,
marks the current directory in the Directory Tree window.

Directory Tree v|a

L =

[=1a =80
[SEPT] CAREPORTS
—EMAIL
FEMANAGERS
—EMEMOS
—BEMOUSET1
—EPRACTICE
—E PROJECT1
E2JPROJECT2
A—E1SALESGR
1 [—E2SLM

| Current directory

You can select only one directory at a time in this window. To change to a
different directory, you move the selection cursor.

> To select another directory:

Mouse b Click the directory name that you want to select.

Keyboard o Use the following keys to select a directory.

To move to Press

A directory above or below the cur- UP or DOWN ARROW
rent directory

The root directory HOME

The last directory in the list END

The first subdirectory of the current RIGHT ARROW
directory, if one exists

The next directory level up from the LEFT ARROW
current directory, if one exists

The directory one window up from PAGE UP
the current directory
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L ]

To move to Press

The directory one window down PAGE DOWN
from the current directory

The previous directory at the same CTRL + UP ARROW
level, if one exists

The next directory at the same level, CTRL + DOWN ARROW
if one exists

A specific directory name The first letter of the directory name

Expanding Directory Levels

You can control the level of directory information shown in the Directory Tree
window. When you first start File Manager, the Directory Tree shows the first
level of directories on the current disk drive. You use the commands on the Tree
menu to expand and reduce the directory information shown.

In the following Directory Tree illustration, you will see that one directory icon
contains a plus sign (+). A plus sign indicates that one or more subdirectories exist
for that directory.

Directory Tree ’ M

[=a =18 l=4
[SEPT] CASALES
—EIMAIL
—EMANAGERS
—EYMEMOS
—EMOUSE1
B PRACTICE
—E1PROJECT1
—E PROJECT2
I—EREPORTS

| Zm SALESGR

| Expandable directory

If you select a directory icon that contains a plus sign, File Manager lists the
subdirectories. This is called expanding the directory. You can expand an entire
branch, a single level of the branch, or all branches. The directory icon for an
expanded directory contains a minus sign (-).
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> To expand one level of a directory:

Mouse o Click the plus sign (+) in the directory icon next to the name of the directory
you want to expand.

Keyboard 1. Use the DIRECTION keys to select the directory you want to expand.

2. Choose Expand One Level from the Tree menu.
Or press the PLUS (+) key.

You use the Expand Branch command to show all directory levels beneath a
selected directory.

> To expand an entire branch:

1. Select the directory you want to expand.

2. Choose Expand Branch from the Tree menu.
Or press the ASTERISK (*) key.

You use the Expand All command to display all directory levels in the Directory
Tree at once.

> To expand all branches in the Directory Tree:

O Choose Expand All from the Tree menu.
Or press CTRL + ASTERISK (*).

Collapsing Directory Levels

You can collapse a directory to retract any listed subdirectories. The minus sign (-)
changes to a plus sign (+) next to the directory name. All directories are collapsed
when you start File Manager.
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Directory Tree [~ ]«
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L Collapsible directory

> To collapse a directory:

Mouse o Click the minus sign (-) in the directory icon next to the name of the directory
you want to collapse.

Keyboard 1. Use the DIRECTION keys to select the name of the directory you want to
collapse.

2. Choose Collapse Branch from the Tree menu.
Or press the HYPHEN (-) key.

Only the directory names are displayed, no subdirectories. The minus sign (-)
changes to a plus sign (+) to indicate that the additional levels are available.

Working with Directory Windows

The Directory Tree window shows you the overall structure of your directories.
From the Directory Tree window you can open directory windows.

A directory window is a document window. You can resize and move this window
in the File Manager workspace. You can enlarge it to fill the entire File Manager
workspace or you can shrink it to an icon.

From a directory window, you can list the contents of other directories, change the
information you see, and reorder the files that are listed.
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Opening Directory Windows

To view the contents of a directory, you must open its directory window. More
than one directory window can be open at a time. The number of directory win-
dows you can have open depends on available memory.

Directory windows open in front of the Directory Tree. Subdirectories and all the
files in a selected directory are listed in its window.

The disk drive and pathname appear at the top of the window in the title bar. The
pathname shows the location of the directory in relation to the root directory.
Directories in the pathname are separated by backslashes (V).

From a directory window, you can open windows for any of the directories
displayed and work with the various files and directories included.

> To open a directory window:

O In the Directory Tree window or a directory window, double-click the directory
name.

Or press UP ARROW or DOWN ARROW to select the directory you want to open.
Then press ENTER or choose Open from the File menu.

Disk drive and pathname

[

CAINITY.*

VLINI
[ VI.OLD

The icon to the left of the filename indicates whether the file is a directory, a pro-
gram file, a document file, or another type of file. The table that follows describes
the various icons you’ll see in directory windows.
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[~
[«]
=}
=

Kind of file

Directories. These are listed first, in alphabetical order.

Program files and batch files. The default filename exten-
sions are .EXE, .COM, .PIF, and .BAT. These files can
start up applications.

[ O

[

Document files. These files are associated with an
application. When you choose these files, they start up the
application and load the associated document into the
application workspace.

All other files.

[

NOTE You can change the default for an icon by modifying the WIN.INI file, a special
initialization file that contains the default settings Windows uses throughout its operation.
To learn about changing Windows initialization settings, start Notepad (or any other text
editor) and open the WININLTXT file.

Selecting Open Directory Windows

Although many directory windows can be open on your desktop at a time, only
one of those windows can be active. A directory window must be active before
you can work in that directory. To make an inactive window active, you select it.

D> To select an open directory window:

Mouse 0 Click anywhere in the window.

Or choose a window from the list at the bottom of the Window menu.

—_

Keyboard Press ALT, HYPHEN (-) to open the Control menu.

2. Press T to choose Next.

3. Repeat steps 1 and 2 until you select the window you want.

Or you can select the window you want from the list at the bottom of the
Window menu. Then press ENTER to open the window.

HINT To cycle quickly through the open directory windows, press CTRL + F6
(or CTRL + TAB) until the window you want appears.
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When the window is selected, the title bar changes color or intensity and the win-
dow moves in front of the other open windows.

HINT 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 File Manager
windows so that all of them are visible. You can also move or resize any windows that are
covering the window you want.”

Replacing the Contents of the Active Directory Window

As you open directory windows, each appears in front of other directory windows
that are already open. If you want, you can tell Windows to replace the contents of
the active directory window whenever you want new directory information. That
way, fewer directory windows are open at a time.

> To replace the contents of the active directory window:

o Choose Replace on Open from the View menu. (A checkmark appears next to
the command when it is active.)

You can cancel the command at any time by choosing it again.

Only the contents of the active directory window are replaced. Other open
directory windows remain open. Their contents are not altered.

Changing the Information Displayed in Directory Windows

When you first use File Manager to display a directory window, filenames are
listed in alphabetical order. You can change the order of the files and list details
about them by using commands from the View and Options menus.

If the Directory Tree window is active when you choose a command on the View
menu, the directory windows you open afterward will be affected. Directory win-
dows that are already open will not change.

If a directory window is active, most View commands will affect only that
window. However, three commands on the View menu—Other, Sort By, and
Include—provide an option called Set System Default. When you select Set
System Default, File Manager uses your choices in the dialog box as the new
settings for all directory windows you open subsequently.

NOTE To save the new settings, make sure the Save Settings check box in the Exit File
Manager dialog box contains an X when you exit File Manager.
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Changing the Information Displayed for Each File

You can use the first three commands on the View menu to tell File Manager what
kind of information to display in the directory window. File Manager can display
all file information, the names of the files and directories only, or selected
information.

When you first start File Manager, the Name command is checked. This means
that only file and directory names appear in a directory window.

To change the information displayed for each file:

L. Select the directory window whose file information you want to change.

N

B Vewone ||

Choose Name, File Details, or Other from the View menu.

If you choose Name or File Details, the change takes place immediately. If you
choose Other, the View Other dialog box appears.

Details

[ Last Modification Date
[ Last Modification Time
[J Eite Attributes

[ Set System Default

0K I [ Cancel

4.

Select the options for the information you want to display. The table that
follows describes each option. If you want these same options to apply to all
other directory windows you open, make sure the Set System Default check
box contains an X.

Choose OK.

You can select the following options from the View Other dialog box:

Use this option To do this
Size Show the size of each file in bytes.
Last Modification List the date the file was last modified.

Date
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Use this option To do this

Last Modification List the time of day the file was last modified. (The

Time time and date are taken from the system clock.)

File Attributes Indicate whether files are hidden, read-only, archive, or
system files. (See “Setting File Attributes” later in this
chapter.)

Set System Default Make the options selected in this dialog box apply to all
directory windows you open. Otherwise, the change
will apply only to the active directory window. To save
these settings, make sure you select the Save Settings
check box when you exit File Manager.

If the Directory Tree window is active when you choose the Other command, the
settings you specify become the new system settings.

If a directory window is active, then the settings affect only the active window un-
less the Set System Default check box contains an X. If you select this option, the
new settings affect the active window and any subsequent windows you open.
Directory windows that are already open remain unchanged.

Choaosing the Order in Which Files Are Displayed

When you first open directories, File Manager displays the contents of each
directory with subdirectories listed first and then all the files, sorted alphabetically
by filename. You can change this by telling File Manager to sort by file type, size,
or last modification date.

If the Directory Tree window is active when you choose a sort command, the set-

tings you create with the command become the new system settings. If a directory
window is active, then the settings affect only the active window unless you select
the Set System Default check box. If you select this option, the new settings affect
the active window and any subsequent directory windows you open.

You can sort files according to file type. This means that files are sorted alpha-
betically according to their extension—the last three characters of the filename.
For example, files ending with .COM would appear before files ending with .EXE.
You can also sort files based on other file information such as the date each file
was created.
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D> To change the order of sorting in a directory window:

1. Select the directory window whose order of sorting you want to change.

2. Choose By Name, By Type, or Sort By from the View menu.

If you choose By Name or By Type, the change occurs immediately. If you
choose Sort By, the Sort By dialog box appears.

O Size
O Last Modification Date

[ set System Default
L 119 I | Cancel |

3. Select one of the options. If you want these sort options to apply to all
subsequent directory windows that you open, also make sure the Set System
Default check box contains an X. The table that follows describes each option.

4. Choose OK.

You can select the following options in the Sort By dialog box:

Use this option

Name

Type

Size

Last Modification
Date

Set System Default

To do this

Sort by filename, in alphabetical order.

Sort by extension, then by filename prefix, in alpha-
betical order.

Sort by file size, from largest to smallest.

Sort by the date when the file was last modified, with
the most recently modified file listed first.

Make the options selected in this dialog box apply to all
directory windows you open. Otherwise, the change
applies only to the active directory window. To save
these settings, make sure you select the Save Settings
check box when you exit File Manager.



118 Working with Directory Windows

Choosing the Type of File to Display
When you first use File Manager, it displays all the files and directories in each

directory window. You can tell File Manager to display certain types of files, or
groups of files with similar filenames and/or extensions.

> To change the type of files displayed in the directory window:

1. Select the directory window whose list you want to change.

2. Choose Include from the View menu.
The Include dialog box appears.

:—m_]
Name: | I
File Type— ]
Directories
Programs

Documents
Other Files

[ Show Hidden/System Files
[ set System Default

I [1].4 l I l:am:el—l

3. Select the options that specify which files you want to display. If you want
these options to apply to all subsequent directory windows, also select Set
System Default. The table following this procedure describes each option.

4. Choose OK.
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]

You can select the following options in the Include dialog box:

Use this option

Name

File Type

Show Hidden/System
Files

Set System Default

To do this

Display files with similar names. Use MS-DOS
wildcard characters to specify a group of files. You
could, for example, display only those files with the
filename extension .TXT by typing *.TXT in this
box. The default is *.*, meaning all files in the
directory. (For more information on using wildcard
characters, see your MS-DOS manual.)

Choose the types of files you want to display. The
Directories option displays all the subdirectories
this directory contains. The Programs option dis-
plays all files that have .EXE, .COM, .PIF, or .BAT
extensions. The Documents option displays text and
graphics files that are associated with an applica-
tion. The Other Files option displays everything
else.

Display all files for which the system or hidden file
attribute is set. See “Setting File Attributes” later in
this chapter.

Make the options selected in this dialog box apply
to all directory windows you open. Otherwise, the
change will apply only to the active directory win-
dow. To save these settings, make sure you select
the Save Settings check box when you exit File
Manager.
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Choosing Other Display Options

File Manager lets you make a few other, more minor changes to the way your File
Manager windows appear on the desktop.

> To change the display options:

O Choose any of the following commands from the Options menu.

Use this command

Lower Case

Status Bar

Minimize on Use

Arranging Directory Windows

To do this

Change the information in the directory window
between uppercase letters and lowercase letters.

Turn the status bar (at the bottom of the directory
window) on and off. In a directory window, the
status bar displays the number of files selected,
the disk space occupied by them, and the total
number of items listed in the window. In the
Directory Tree, the status bar shows the number
of bytes available on the disk drive. When the
active drive is a network drive, the status bar also
shows the network pathname for the drive.

Shrink File Manager to an icon whenever you run
an application from a directory window.

The Window menu includes two commands, Cascade and Tile, to help you
organize the way File Manager windows appear on your screen. These commands
affect the Directory Tree window and any open directory windows.

> To arrange the open File Manager windows:

O Choose Cascade or Tile from the Window menu.

If you choose Cascade, File Manager arranges the windows so that they over-
lap, starting in the upper-left corner of the File Manager workspace. Each win-
dow’s title remains visible, making it easy for you to select any window.

If you choose Tile, File Manager resizes and arranges the windows to fit in the
File Manager workspace so that each window’s contents are visible and no

windows overlap.
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Updating Directory Windows

File Manager updates open directory windows automatically, in most cases. For
example, if you save a file using Notepad, the file will show up immediately in the
proper directory window. Sometimes, however, especially if you are using net-
work directories, File Manager cannot complete an automatic update. In that case,
you can use the Refresh command to update the active directory window.

> To update a File Manager window:

o Choose Refresh from the Window menu.

Closing Directory Windows

> To close the active directory window:

o Double-click the Control-menu box.
Or press ALT, HYPHEN (-) and choose Close from the Control menu.

> To close all the open directory windows:

o Choose Close All Directories from the Window menu.

Working with Files and Directories

This section explains how to use File Manager commands to work with your files
and directories. With a few exceptions, all the tasks described in this section apply
to both files and directories. The exceptions are creating a directory, printing a file,
and viewing file information. These topics are discussed separately.

You can also work with files and directories individually or in groups. When the
instructions tell you to select a file or directory, you can select as many files and
directories as you want. See “Extending a Selection” later in this section.
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Naming Files and Directories

Many File Manager tasks involve naming or renaming files and directories.
Windows follows the rules of MS-DOS for naming files:

The name of a file or directory can have two parts: a name and an optional
extension. The two parts are separated by a period (.). For example,
MYFILE.NEW is a valid filename, where MYFILE is the name of the file
and .NEW is the filename extension.

The name can be up to eight characters and the extension up to three characters.

Names must start with either a letter or a number and can contain any upper-
case or lowercase characters except the following:

. (period) " (quotation mark)
/ (slash) \ (backslash)

[ ] (brackets) : (colon)

; (semicolon) | (vertical bar)

= (equal sign) , (comma)

The following cannot be used as names: CON, AUX, COM1, COM2, COM3,
COM4, LPT1, LPT2, LPT3, PRN, and NUL.

Examples of valid filenames are:

LETTER.DOC
MEMO.TXT
BUDGET.89
2NDTRY.RPT

Creating Directories

You can create a new directory by using the Create Directory command. File
Manager creates a subdirectory in the current directory. If the Directory Tree
window is active, the current directory is the one that is selected.

After you create a directory, you can copy files and directories into it from other
locations by using the Move and Copy commands. See “Moving and Copying
Files and Directories” later in this chapter.
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D> To create a new directory:

1. Select the directory in which you want the new directory.

2. Choose Create Directory from the File menu.
_The Create Directory dialog box appears.

= " Create Directory '

Current directory is C:\

Name: || ]

l 0K | | Cancel

3. Type the name for the new directory and choose OK.

Directory names follow the same conventions as filenames. They can have up
to eight characters followed by a period and an extension of one to three
characters.

Searching for Files and Directories

When you want to find a file or directory but can’t remember where it is located,
you can use the Search command. By using MS-DOS wildcard characters, you can
search for a group of files or directories that have related filenames or extensions.

For example, if you name all your correspondence with an .LTR extension, you
can tell File Manager to search for *.LTR. File Manager will list every letter
(.LTR) file on the current disk.

If files are found that match the information you specified, the filenames are listed
in the Search Results window. You can select items in this window and use most
File Manager commands, just as you would in any directory window. However,
you cannot copy or move other files into the Search Results window.

D> To search for a file or directory:

1. Select the disk drive and the directory you want to search.

2. Choose Search from the File menu.
File Manager displays the Search dialog box.
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Current directory is C:\
Search For: [I
Search Entire Disk
L OK l | Cancel |

3. Type the name of the file or directory, using wildcard characters if you want to
search for a group of files or directories with similar names or extensions.

Examples:

Type this To find these files

filename.ext  The file with the name you typed
*.abc All files with the extension .ABC

4. File Manager will search the entire disk drive. To search the current directory
and its subdirectories, make sure the Search Entire Disk check box is empty.

5. Choose OK.

File Manager begins searching at the root directory (or, if you canceled Search
Entire Disk, at the current directory) and searches through all branches of the
Directory Tree for the current disk drive. It displays a window called Search
Results that lists all the files and directories it found.

- J
1 CAAUTOEXEC.BAT
[CJ C:ABIN\CHANGE.BAT

[ C:\BIN\DODIFF.BAT
1 C:ABINSINDCHECK.BAT

JC:ADOSVAUTOEXEC.BAT

The Search Results window looks like a directory window except that the full
pathname for each file and directory is always included. You cannot change the
way this information is displayed. Nor can you move or copy files into the Search
Results window.
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L ]

However, you can select files and directories in the window and use File menu
commands to print, copy, and move window contents. You can also shrink the
Search Results window to an icon. The Search Results window is listed in the

Window menu, along with the other open windows.

The Search Results window remains open until you close it or shrink it to an icon.
The contents of the Search Results window are replaced when you use the Search
command again.

Selecting Files and Directories

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

> To select a file or directory:

Mouse 1 Click the filename or directory name.

Keyboard o Use the following keys to select files and directories:

To select Press

A file or directory above or below UP or DOWN ARROW
the current selection

The last file or directory in the list END

The first file or directory in the list HOME

The file or directory at the top of the PAGE UP
previous window

The file or directory at the bottom PAGE DOWN
of the next window

A specific file or directory in the list The first letter of the name until you
reach the file or directory you want

Extending a Selection

In directory windows, you can select more than one file or directory at a time.
Selecting more than one item in a directory window is called extending a selection.
For example, you can select several files and move them to another directory. You
can select a group of files or directories that appear in consecutive order or that are
scattered throughout the list.
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[> To select two or more items in sequence:

Mouse 1.

2. Hold down SHIFT while you click the last item in the group.

Click the first filename or directory name you want to select.

= CAWORDY*.* MEB
(=] I LEARN.PIF [ MW215729.TMP [
O3 FULL.STY [ MW504525.TMP D
D HP2000.GLY DYMWS12320.TMP [
) HYPH.DAT D) OUTLINE.STY D
D KEYLES.CHK B POSTSCRL.INI ]
) KEYONE.CTX % O POSTSCRL.PRD
[ KEYONE.SCN [y MW.HLP POSTSCRP.INI ]
[ KEYONE.SOB MW.INI 3 POSTSCRP.PRD D
[ KEYTWO.CTX 0y MW.PGM [ README.DOC |
O KEYTWO.SCN O MWO014681.TMP [ SAMPLE.STY
D) KEYTWO0.50B O MW163658.TMP [ SEMLSTY

[EILEARN.COM 0 MW181473.TMP [ SIDEBY.STY
|

Keyboard 1.

Press the DIRECTION keys to move to the first item you want to select.

2. Hold down SHIFT while you press the DIRECTION keys to select the remaining
items in the group.

You can also extend the selection to items that are not in consecutive order.

[> To select two or more items out of sequence:

Mouse o Hold down CTRL while you click each item.

[= ~ C:\WORDY{*.* ~[«
B[] CJLEARN.PIF OO MW215729.TMP [
[ FULL.STY [ LW.PGM [ MW504525.TMP ]
[ HP2000.GLY ) MW512320.TMP O

W OUTLINE.STY [
[3 KEYLES.CHK 3 MEMO.GLY POSTSCRL.INI [
[ KEYONE.CTX IMERGEPRD.EXE [ POSTSCRL.PRD
[ KEYONE.SCN 0) MW.HLP POSTSCRP.INI [
4 KEYONE.SOB MW.LINI [ POSTSCRP.PRD [
[ KEYTWO.CTX O MW.PGM [ README.DOC =
[ KEYTWO.SCN [ MW014681.TMP
[ KEYTWO0.S0B [ MW163658.TMP O3 SEMLSTY

|=TLEARN.COM [ MW181473.TMP [y SIDEBY.STY

-
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Keyboard

1. Press and release SHIFT + F8.
The selection cursor begins to blink.

2. Press the DIRECTION keys to move to each item.
3. Press the SPACEBAR to select each item.

4, Press SHIFT + F8 again when you are finished extending the selection.

You can also select more than one group of items by combining selection
techniques.

To select more than one group of items:

Mouse

Keyboard

1. To select the first group of items, click the first item and then hold down SHIFT
while you click the last item in the group.

2. To select the next group of items, hold down CTRL while you click the first
item in the next group. Then hold down CTRL + SHIFT while you click the last
item in the group.

1. To select the first group of items, hold down SHIFT while you press the
DIRECTION keys to move from the first to the last item in the group.

2. Press and release SHIFT + F8.
The selection cursor begins to blink.

3. Press DIRECTION keys to move to the first item in the next group of items.
4. Press the SPACEBAR to select the first item.
5. Press SHIFT + DIRECTION keys to select the remaining items in the group.

6. Press SHIFT + F8 again when you are finished extending the selection.

To select all the files in a directory window:

o Choose Select All from the File menu.
Or press CTRL + SLASH (/).
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Canceling a Selection

> To cancel a selection:

Mouse 1 Hold down CTRL while you click the item.
Keyboard 1. If you have not already done so, press SHIFT + F8.
The selection cursor begins to blink.
2. Press DIRECTION keys to move to the item.
3. Press the SPACEBAR.

4. Press SHIFT + F8 to cancel selection mode.

> To cancel all selections:

o Choose Deselect All from the File menu.
Or press CTRL + BACKSLASH (V).

HINT  If you want to select a group of files that have related filenames, first choose the
command you want and then type MS-DOS wildcard characters in the dialog box to select
the files you want. For example, to move all files with the extension .TXT to a new directory,
choose Move from the File menu. When the dialog box appears, type *.7TXTin the From text
box and type the name of the new directory in the To text box. To learn more about MS-DOS
wildcards, see your MS-DOS manual.

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 the source file or
directory with the mouse or by using the Copy or Move command. You can copy
and move items between directories, to and from the Directory Tree, and between
disk drives. The destination can be a window or an icon.
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|_ Disk-drive icon

[=] Directory Tree B

=l =8 =18
[SEPT] C3\
[—EaMAIL
—EMANAGERS
—EaMEMOS
—EMOUSE1

— P PRACTICE
PIPROJECT1
—EPROJECT2
I—EREPORTS
B SALESGR
—ESLM

L Directory icon

If you use a mouse, the items you move and the destination (the window or icon)
must both be visible. You can use the Tile command on the Window menu to
arrange the windows. You can also copy program files and document files from
File Manager to Program Manager groups if you use a mouse.

In the Directory Tree window, you can select only one directory at a time. From a
directory window, you can move or copy more than one file or directory at a time
by extending your selection. See “Extending a Selection” earlier in this chapter for
information about extending a selection in a directory window.

To move files or directories:

Mouse

1. Make sure the source and destination directories (or disk-drive icon) are
visible.

2. Hold down ALT while you drag the source file or directory to the destination
window, icon, or disk drive.

The mouse pointer changes to the icon for the file or directory and it moves out
of the directory window as you slide the mouse.

3. Release the mouse button, and then release ALT.

A confirmation message appears. (You can suppress this confirmation message
by selecting Confirmation from the Options menu as explained later in this
chapter.)

4. To complete the move, click Yes.

HINT 1f you are moving files or directories to a destination on the same disk drive, you
can simply drag with the mouse. You do not have to use the ALT key.
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Keyboard

1. Select the file or directory you want to move.

2. Choose Move from the File menu.

The Move dialog box appears with the name of the source file or directory in
the From text box.

= Move

Current directory is C:\MOUSE1
From: (MOUSE.COM
To: |

I Move I | Cancel

Type the pathname for the destination in the To text box.

4. Choose Move.
A confirmation message appears.

5. To complete the move, choose Yes.
If the destination contains a file with the same name as the file you are moving,

File Manager asks if you want to overwrite it. If you want to replace the existing
file, choose OK.

The file or directory disappears from its original location and appears in the desti-
nation. If you move a directory, all the files and directories contained in it move
with the directory.

To copy files or directories:

Mouse

1. Make sure the source and destination directories (or disk-drive icon) are visible.

2. Hold down CTRL while you drag the source file or directory to the destination
window, icon, or disk drive. .

The mouse pointer changes to a copy of the icon for the file or directory.
3. Release the mouse button, and then release CTRL.

A confirmation message appears. (You can suppress this confirmation message
by selecting Confirmation from the Options menu as explained later in this
chapter.)

4. To complete the copy, click Yes.
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HINT  If you are copying files or directories to a different disk drive, you can simply drag
with the mouse. You do not have to use the CTRL key.

Keyboard 1. Select the file or directory you want to copy.

2. Choose Copy from the File menu.
The Copy dialog box appears.

Current directory is C:\MOUSE1

Erom: |MOUSE.COM

To:

l Copy I | Cancel

3. Type the pathname of the destination in the To text box.
4. Choose Copy.

If the destination contains a file with the same name as the file you are copying,
File Manager displays a warning message. Make sure you want to replace the
existing file; then choose OK.

The file or directory is copied to the destination and remains in the directory win-
dow for the source directory as well. If you copy a directory, all the files and direc-
tories contained in it are copied too.

NOTE You can copy document files and program files from a directory window in File
Manager to a group window or group icon in Program Manager by dragging with a mouse.
See “Changing the Contents of a Group” in Chapter 3 for the complete procedure.

Deleting Files and Directories

You can delete files and directories from any disk drive. File Manager is much
more powerful for deleting directories than MS-DOS. When you delete a directory
with File Manager, all files and all subdirectories within the directory are also
removed.

CAUTION Be very careful about deleting files and directories. The Delete command
removes them from your disk. They are not recoverable after you delete them.
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> To delete a file or directory:

1. Select the file or directory you want to delete.
2. Choose Delete from the File menu.
The Delete dialog box appears.

3. Choose Delete to remove the selected file or directory, or type another name if
you decide you want to remove a different item.

File Manager asks you to confirm the deletion. (You can suppress the confir-
mation message if you want to omit this extra step.)

4. Choose Yes.

NOTE You can extend the selection of files or directories to more than one. If you choose
more than one file or directory to delete, you are asked to confirm each one.

Suppressing Gonfirmation Messages

If you do not want to see a confirmation dialog box each time you want to delete
or replace files, directories, and subtrees, you can change the confirmation set-
tings. You can also cancel the setting that requires you to confirm mouse opera-
tions like moving and copying.

If you turn off the confirmation dialogs, Windows will carry out delete, replace,
and mouse operations as soon as the command is issued.

NOTE When File Manager deletes a directory, all files and subdirectories in that directory
are also removed from your disk.

[> To suppress confirmation messages:

1. Choose Confirmation from the Options menu.
The Confirmation dialog box appears.

B commamion |

P |

Confirm on Subtiee Delete
Confirm on Replace

Confirm on Mouse Operation
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2.

Clear the check box for each confirmation option you want to cancel.
Choose OK.

The confirmation options are described as follows.

Use this option To do this

Confirm on Delete Display a warning message before deleting files.

Confirm on Subtree Display a warning message before deleting
Delete directories.

Confirm on Replace ~ Display a warning message before writing over an
existing file.

Confirm on Mouse Display a warning message before completing a
Operation direct manipulation with a mouse, such as dragging,
moving, or copying.

Renaming Files and Directories

You can rename any file or directory by choosing the Rename command from the
File menu.

CAUTION Do not rename any of the files you received with Windows.

> To rename a file or directory:

L.

Select the file or directory you want to rename.

You can select directories from either the Directory Tree or a directory win-
dow. You can select files from a directory window only.

Choose Rename from the File menu.
The Rename dialog box appears.

Type the new name in the To text box and choose Rename.

If a file with the new name already exists, File Manager asks if you want to
write over the existing file. Choose OK to write over it or Cancel if you want
to start over with a different name.
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Printing Files

Most applications have a Print command you can use to print files created with the
application. You should use that command, rather than the File Manager Print com-
mand, whenever possible. The application usually provides formatting capabilities
and other options that enhance the appearance of the printed material.

Only text files will print reliably when you use the File Manager Print command.
Files created by Notepad, for example, are text files. Text files contain no special
characters or formatting and are usually named with the .TXT extension. If you try
to print non-text files using the Print command, some unexpected “garbage”
characters might appear in the printout or nothing at all will print.

When you do print from File Manager, the file is printed on the active printer.
Before you use the Print command, you should set up your printer. If you did not
set up a printer when you installed Windows, you can do so at any time by using
Control Panel. See “Installing a Printer” in Chapter 5 for more information.

> To print a file:

1. Open the directory window that contains the file you want to print.
2. Select the file you want to print.

3. Choose Print from the File menu.

Setting File Attributes

File attributes are part of the directory information MS-DOS maintains for each
file. This information helps identify a file to MS-DOS and controls the kinds of
operations you can perform on the file. The four file attributes are defined in the
following table. Their abbreviations appear in the attribute information column in
their directory windows.

Abbreviation Means
R Read Only. Prevents a file from being changed.
A Archive. Identifies a file that has been modified. Using

some MS-DOS utilities, such as BACKUP and XCOPY,
turns off the archive attribute.
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Abbreviation Means

H Hidden. Prevents a file from appearing in an MS-DOS
directory listing, though it is still visible in the directory
window. Files with the hidden attribute appear only if you
selected Show Hidden/System in the Include dialog box on
the View menu.

S System. Identifies the file as an MS-DOS system file. Files
with the system attribute appear only if you selected Show
Hidden/System in the Include dialog box on the View
menu.

You can see the file attributes in a directory window by choosing the File Details
command from the View menu. This command displays all the file information,
including the attribute information, in the directory window.

D> To select and cancel attribute settings:

1. Select the file for which you want to set or cancel attributes.

2. Choose Change Attributes from the File menu.
The Change Attributes dialog box appears.

= Change Attributes

[ Hidden
[ System

I Cancel |

3. Select or clear the check boxes for the attribute settings you want. Attributes
are set for each check box that contains an X.

4, Choose OK.

Associating Documents with an Application

The Associate command lets you associate documents that have the same filename
extension with an application. Then, when you choose the document file, the appli-
cation starts and loads the associated document into the application’s workspace.
The document file icon represents documents that are associated.
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For example, if you associate .DOC filenames with the Microsoft Word program
file, then whenever you open any .DOC file, File Manager automatically starts
Word and loads the chosen document into the Word workspace.

NOTE Windows makes this association for you automatically for most Windows applica-
tions. For these applications, any new document you create is automatically associated as
well.

To associate documents with an application program:

1. Open a directory window containing a text or graphics file that you want to
associate with an application.

2. Select the filename.

3. Choose Associate from the File menu.
The Associate dialog box appears.

B e

°.DOC" files are associated with:
( |

I 0K I | Cancel |

4. Type the program filename or pathname, if necessary, in the text box and
choose OK. (Type the complete name of the program file, including any exten-
sion. For example, to associate the selected document extension with Microsoft
Word, you would type WORD.EXE in the text box.)

The icons for all the files with the associated extension will change to docu-
ment file icons in the active directory window.

If you later decide you no longer want the documents associated with the applica-
tion (for example, if you remove the application from your disk), you can remove
the association.

[> To delete the association between a document and an application:

1. Open the directory window containing the document whose association you
want to delete.

2. Select the document.
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3. Choose Associate from the File menu.

The application’s filename is displayed in a dialog box.
4. Press BACKSPACE to delete the filename.
5. Choose OK.

Starting Applications from File Manager

>

You can start an application by opening a program file or a document file from

a directory window. Program files typically use .COM, .EXE, .PIF, or .BAT
filename extensions. Document files can have any filename extensions that are
typically used for text or graphics files. Document files are associated with appli-
cations so that they can open the application and load the document when you
choose them.

If the application can run in a window, the window will appear in front of any File
Manager windows that are open. If the application is a full-screen application, the
application screen will replace the File Manager window.

HINT  If you plan to use an application frequently, you might find it more convenient to
add it to a Program Manager group rather than to start it from File Manager. You can copy
program and document files from File Manager to Program Manager by dragging with a
mouse. To learn how to add items to a Program Manager group, see Chapter 3, “Program
Manager.”

To start an application from a program file or document file:

Mouse

Keyboard

1. Open the directory window that contains the correct file.
2. Double-click the filename.

—_

Open the directory window that contains the correct file.

Select the filename.

N

3. Choose Open from the File menu, or press ENTER.

To shrink File Manager to an icon as soon as you start an application, choose
Minimize on Use from the Options menu.
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> To start an application and a data file:

Mouse 1. Open the directory window that contains the data file. If the program file is not
listed in the same directory, also open the directory window that contains the
program file.

2. Drag the icon for the data file onto the program file. (The program must recog-
nize the data file format or the application will not start.)

Keyboard 1. Choose Run from the File menu.
The Run dialog box appears.

Current directory is C:\

Command Line: || |

[ Run Minimized

I 0K I I Cancel—l

2. Type the pathname for the program file; then press the SPACEBAR and type the
pathname (if different from the program file’s pathname) for the file you want
to open.

3. Choose OK.

NOTE As with MS-DOS command lines, you do not need to include the pathname if the
files are in the current directory, or the pathname is included in your AUTOEXEG.BAT file.

Maintaining Disks and Diskettes

The Disk menu includes commands that prepare floppy diskettes for storing infor-
mation, copy the contents of one diskette to another, and label a disk.

Formatting Diskettes

Formatting prepares the floppy diskette so that MS-DOS can use it for storing
and retrieving information. When you choose the Format Diskette command,
File Manager removes all the information from the diskette, writes directory
information on it, and checks for unusable portions.
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CAUTION Do not try to format more than one diskette at a time. Windows might let you
try if you are using two different applications, but the results are unpredictable.

[> To format a diskette:

1. Insert the diskette you want to format into the proper drive.
2. Choose Format Diskette from the Disk menu.

3. If your computer has a dual-diskette drive, select the letter for the drive you
want to use for the formatting and choose OK.

If your computer has a single-diskette drive, you will not see the dialog asking
you to designate the destination drive.

A Format Diskette dialog box appears asking you to verify that you want to
format the diskette. After a diskette is formatted, there is no way to recover any
information that was previously stored on it. So make sure that the diskette in
the drive you selected is the one you want to format.

4. Choose Format.
A Format Diskette dialog box appears asking you to choose options.

5. If you are formatting a high capacity diskette, make sure the High Capacity
option box is selected.

If you want to include system files on the diskette you are formatting, make
sure the Make System Disk option box is selected.

6. Choose OK.

A status message appears to keep you informed of the progress as your diskette
is being formatted.

Making a System Diskette

You can use File Manager to copy operating system files onto a diskette. A
diskette that includes system files can be used to start up computers with the
MS-DOS operating system.

> To copy system files onto a diskette:

1. Select the drive icon for the disk drive that contains the MS-DOS system files.
2. Insert the destination diskette into the proper drive.

3. Choose Make System Diskette from the Disk menu.
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4. If your computer has a dual-diskette drive, select the letter for the drive that

contains the diskette and choose OK.

If your computer has a single-diskette drive, you will not see the dialog asking
you to designate the destination drive.

A dialog box appears asking you to verify that you want to add system files to
the diskette.

Choose Yes.

A status message appears to keep you informed of the progress as your system
diskette is being formatted.

NOTE Not all diskettes can accept system files. A system message will notify you if this is
the case.

Copying Diskettes

You can copy the entire contents of one diskette to another diskette by using the
Copy Diskette command from the Disk menu. Typically, this is done to make a
backup copy.

You can use the Disk menu Copy Diskette command to copy diskettes only if the
diskettes have the same disk capacities. For example, if the source diskette (the
diskette you want to copy from) holds 720K, the destination diskette (the diskette
you want to copy to) must also.

To copy between diskettes that have different capacities, you can use the Copy
command from the File menu. To copy an entire diskette, use the MS-DOS wild-
card *.* on your Copy command line.

> To copy an entire diskette:

1.

Insert the source diskette in the drive you want to copy from and, if you have a
dual-diskette drive computer, insert the destination diskette in the drive you
want to copy to.

Select the disk-drive icon for the source diskette.

Choose Copy Diskette from the Disk menu.
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4. If your computer has a dual-diskette drive, select the letter for the destination

drive and choose OK.

If your computer has a single-diskette drive, you will not need to specify a
destination drive.

A dialog box appears, asking you to verify that you want to copy the diskette.

When you copy an entire diskette, there is no way to recover information pre-
viously stored on the destination diskette. So make sure that the diskette in the
destination drive is the one you want to copy to.

Choose Copy.

A status message appears to keep you informed of the progress as your diskette
is being copied. If your source and destination drives are the same, follow the
instructions to switch source and destination diskettes as needed.

Labeling Disks

You can create a label for a disk that does not already have one, or you can change
an existing label by selecting the Label Disk command from the Disk menu.

> To assign (or change) a volume label:

L.

Click the disk-drive icon for the disk you want to label.

Or press TAB to move the highlight to the disk-drive icon area and use the
DIRECTION keys to select the icon for the disk you want to label.

Choose Label Disk from the Disk menu.
The Label Disk dialog box appears.

Type the label name for the disk in the Label text box.
The name can be up to 11 characters long.

Choose OK.
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Quitting File Manager

You can quit File Manager by using the Exit command on the File menu. File
Manager asks if you want to save your settings. If the Save Settings check box
contains an X, settings created with the following commands are saved:

» All settings on the View menu

» All settings on the Options menu

> To quit File Manager:

1. Choose Exit from the File menu.

2. When the Exit File Manager dialog box appears, make sure an X appears in the
Save Settings check box if you want to preserve your settings for your next
File Manager session. If you do not want File Manager to save your settings,
clear the Save Settings check box.

3. Choose OK.
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Starting Gontrol Panel

This chapter describes how to use Control Panel, a program that lets you change
the way your system is configured while you’re using Microsoft Windows. Using
Control Panel, you can adjust various hardware and software options.

You start Control Panel by choosing it from Program Manager’s Main Group. If
Program Manager isn’t the active window, use Task List (press CTRL + ESC) to
switch to it.

[> To start Control Panel:

1. Open the Main Group window.

2. Double-click the Control Panel icon.
Or use the DIRECTION keys to move the highlight to the icon; then press ENTER.

Windows displays the Control Panel window.

= Control Panel v
Settings Help
T34 fo R =
W Al & B
Color Fonts Ports Mouse Desktop Network

O ® = @B @

Printers  International  Keyboard  Date/Time Sound 386 Enhanced
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The icons in this window represent the groups of options you can set with Control
Panel. For each icon, there is a corresponding command on the Settings menu. The
following list summarizes the options you can set.

Choose this icon

To do this

Color
Ag
Fonts

&

Parts

Mouse

s

C8

Desktop

Network

¥

Printers

@

International

Keyboard

Date!Time

Set the color of the desktop and many elements on it.

Add or remove fonts for your printers and display.

Set the communications parameters for your serial com-
munications ports.

Customize the way you use the mouse, including adjusting
how fast the pointer moves across the display and setting
the speed of double-clicking, as well as swapping the
functions of the left and right mouse buttons.

Choose patterns or images to decorate the desktop, specify
a “magnetic” desktop grid to help you align objects on the
desktop, and set the cursor blink rate.

Control your connection to the network. The exact options
depend on your network, but might allow you to do such
tasks as signing onto and off the network or changing your
user identification or password. (This icon is available
only if you have a network installed and started.)

Install and configure printers, which can include assigning
output ports, choosing paper sizes and orientation,
specifying graphics resolution, connecting to network
printers, choosing the default printer, and using the
Windows Print Manager program.

Set international options such as country and language,
number and currency formats, and date and time formats.

Adjust the keyboard repeat rate.

Change the system date and time.
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Choose this icon To do this

388

386 Enhanced

r !1‘6 Turn on or suppress the warning beep that indicates an
: error condition,

Sound

@ 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 back-
ground. (This option is available only in 386 enhanced
mode.)

> To choose an icon:

o Double-click the icon.

Or use the DIRECTION keys to move the highlight to the icon you want; then
press ENTER to choose it.

Or you can choose the corresponding menu command from the Settings menu.

Customizing the Desktop Colors

Windows is shipped with several color schemes. You can choose one of these
schemes or change the colors to create new schemes, defining custom colors in the
process if you want.

Choosing an Existing Color Scheme

> To choose an existing color scheme:

1.

Choose the Color icon from the Control Panel window.

The Color dialog box appears. The name of the current color scheme is shown
in the Color Schemes drop-down list box, and the sample screen shows the
colors for the current scheme. (The visible portion of the list box will be empty
if you made changes to the current scheme without saving them as a scheme.
See the following section for information on saving schemes.)
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Color Schemes
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2. Click the Down arrow at the right of the Color Schemes list box to open the
drop-down list box.

Or press ALT + DOWN ARROW.

3. Select the color scheme that you want.

You can view any scheme by selecting it and looking at the colors shown in
the sample screen. Or, as a shortcut, just press UP ARROW or DOWN ARROW to
cycle to the next scheme without opening the list box.

4. Choose OK to change to the new scheme.

Changing an Existing Color Scheme

You can change the color assigned to any Windows screen element. You can make
the color change effective until you change it again, or you can save it for future
sessions.

> To change the color selections for a color scheme:

1. Select the color scheme you want to change from the Color Schemes drop-
down list box.

2. Choose the Color Palette button.
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Control Panel expands the Color dialog box to include a list of screen
elements, a palette of basic colors available on your display, and—until you
define additional colors—an empty palette titled Custom Colors.

_ Basic Colors palette

Drop-down list of elements
whose colors you can change

Color Schemes— | Scieen Element:
[Windows Default [
l Save Scheme l l flemove Schene l i =
........ P PR IE® SO
i Inactive §
{{[File_Edit
Window Text I
: - I o
£olos Palelte > > D D l:] D D [:] D D
L 114 l L Cancel r Define Custom Colors... ]

I_ Custom Colors palette

. In the sample screen, click the element whose color you want to change.

Or press ALT + DOWN ARROW to open the Screen Element list box. Then select
the element from the list.

. Select a color by clicking the color in the Basic Colors palette.

Or press TAB to move to the palette and use the DIRECTION keys to move the
dotted rectangle to the color you want. Press the SPACEBAR to select the color.

You'll see the color displayed in the sample screen.

. Change the color of any other screen elements, until you are satisfied with the
color scheme. However, notice that Control Panel will only use the solid color
closest to the selected non-solid color for the following screen elements: the
Window Frame, Window Text, Window Background, Menu Bar, Menu Text,
and Title Bar Text.

. If you want to save the new color selections, choose the Save Scheme button
and type a name for the scheme.
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If you don’t save the scheme, Windows will use the new color selections until
you change them again, even if you quit Windows and restart it. But when you
make another change or choose an existing scheme, the color selections will be
lost.

7. Choose OK to change the colors.
If you find that you use only one or two color schemes, you can shorten the list of
selections by removing schemes you no longer want to have available. The only

color scheme that cannot be deleted is Windows Default, the standard scheme that
you see the first time you start Windows.

> To remove an existing color scheme:

1. Select the color scheme from the Color Schemes drop-down list box.

2. Choose the Remove Scheme button.

Defining Custom Colors

You can specify up to 16 additional colors and use them in your color schemes.
Control Panel offers two different methods of defining custom colors:

» By selecting from a color refiner box that shows the full range of possible
colors.

» By specifying numbers for either hue, saturation, and luminosity or 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. Luminosity takes precedence over saturation,
and saturation over hue.

[> To define a custom color:

1. Choose the Color Palette button from the Color dialog box.

Control Panel expands the Color dialog box to include an empty palette titled
Custom Colors.

2. Choose Define Custom Colors from the expanded Color dialog box.
Windows displays the Custom Color Selector dialog box.
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3. Drag the color refiner cursor to the area of the color refiner box that shows the
color you want. Then drag the arrow up or down in the vertical luminosity bar
to adjust the luminosity of the color.

Or enter values in the Red/Green/Blue or the Hue/Sat/Lum text boxes. You
can type values into the boxes or click the scroll arrows to the right of the
appropriate text 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. A solid color is a color directly supported by your display. Non-
solid colors are produced by a pattern of colored dots that simulate the desired
color. If you want to select the solid color, double-click the right side of the
box (or press ALT + O).

4, 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. The new color will replace the current one.

If you do not select a box for the new color, Control Panel places it in the
upper-left position in the Custom Colors palette. Subsequent custom colors fill
boxes in sequence from upper left to lower right unless you choose a specific
box for the new color.

5. Choose the Add Color button to add the new color to the Custom Colors
palette.
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6. Define any other custom colors you want to add to the palette.

7. To close the Custom Color Selector dialog box and return to the Color dialog
box, choose the Close button.

To return to the Color dialog box without closing the Custom Color Selector
dialog box, move the Custom Color Selector dialog box to the side.

You can now choose the custom colors the same way you would choose a
color from the Basic Colors palette.

Choosing Desktop Options

You can further customize the appearance of your desktop by displaying a pattern
or image as the desktop surface. You can also set a “magnetic” grid to make it
easier to align windows and icons on the desktop, and you can adjust the cursor
blink rate.

Displaying Desktop Patterns

When you install Windows, the desktop is a solid color. You can replace the solid
color with a pattern by using the Desktop Pattern option. You can choose a pre-
designed desktop pattern or create one of your own.

The background color for the pattern will be the same as the Desktop color. The
foreground color (the lines that make up the design) will be the same as the color
of the Window Text screen element. See “Customizing the Desktop Colors”
earlier in this chapter.

> To choose a pattern:

1. Choose the Desktop icon from the Control Panel window.
Control Panel displays the Desktop dialog box.
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2.

4.

Click the Down arrow in the Pattern Name list box to open the drop-down list
box.

Or press ALT + DOWN ARROW.
Select a pattern from the list of names.

You can view any pattern by selecting it and choosing OK. Or, as a shortcut,
just press UP ARROW or DOWN ARROW to cycle to the next pattern without
opening the list box.

Choose OK.

If you are using a mouse, you can change an existing desktop pattern or create a
new one and save it with a new name.

> To change an existing pattern:

1.

Choose the Edit Pattern button in the Desktop dialog box.

You’ll see a dialog box in which you can choose a pattern to change.
Click the Down scroll arrow to open the Pattern Name drop-down list box.
Or press ALT + DOWN ARROW.

Choose a pattern from the list.

You’ll see a sample of the 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.)
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4. In the cell, click locations where you want to reverse the colors in the pattern.
You cannot change a pattern with the keyboard.

5. When the Sample box shows the pattern you want, choose the Change button
and then choose OK.

> To create a new pattern:

1. Choose the Edit Pattern button in the Desktop dialog box.

The Edit Pattern dialog box appears, showing a sample of the selected pattern
in the Sample box.

2. Type a name for the new pattern.
3. Click locations where you want to reverse the colors in the pattern.

4. When the cell shows the pattern you want, choose the Add button and then
choose OK.

The pattern is now available for use from the Pattern Name drop-down list box
in the Desktop dialog box.

The pattern you define is repeated as many times as necessary to completely fill
the background. If you design an asymmetrical pattern, the individual cells may
combine to form an overall pattern that you didn’t expect. If you experiment with
the patterns, you’ll soon understand the effects you can create. 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.

D> To remove a pattern:

Choose the Edit Pattern button in the Desktop dialog box.
Select the pattern you want to remove.

Choose the Remove button.

Choose Yes to confirm the deletion.

Choose OK.

A e
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Displaying Custom Wallpaper

You can alter the appearance of your desktop dramatically by displaying a bitmap
as wallpaper in place of the desktop color or pattern. You can display any bitmap
(any file with the .BMP extension), even an elaborate one such as a scanned color
photograph.

You can use Paintbrush or another painting program that produces .BMP files to
create a bitmap to use as wallpaper. After you create the bitmap, copy the .BMP
file into the directory where Windows is located. If the file is not in the same
directory, Control Panel won’t be able to locate the bitmap unless you type in a
full pathname.

Not all bitmaps will cover the entire desktop when the wallpaper is displayed. You
can repeat small bitmaps by selecting the Tile options.

NOTE |f Windows is running in real mode and using expanded memory, after you change
the wallpaper, you must restart Windows to display your new wallpaper selection.

> To choose a bitmap to display as wallpaper:

1. Choose the Desktop icon from the Control Panel window.

2. Click the Down scroll arrow in the Wallpaper File box to open the list.
Or press TAB to reach the list and then press ALT + DOWN ARROW.

3. Select a bitmap from the Wallpaper File drop-down list box.
Or type in a full pathname for the bitmap.

4, Select Center or Tile.

The Center option positions the bitmap in the center of the desktop. The Tile
option repeats the bitmap as many times as is necessary to cover the entire
desktop, placing the first copy in the upper-left corner of the desktop.

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 wall-
paper 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 or takes
up too much memory, Windows will not display it at all.

5. Choose OK.
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If you want to remove a wallpaper from the list, delete the bitmap file from the
directory that contains Windows.

NOTE When Windows displays wallpaper, it uses more memory than when it displays a
solid color or a desktop pattern. If you run out of memory when running applications,
changing to a color or pattern will free up some memory for use by applications.

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 description for an icon exceeds the icon’s width, causing
it to overlap adjacent icons.

You can increase the space between icons by typing a higher number in the Icon
Spacing text box. The number represents pixels, the smallest unit of measurement
on the screen. Increments of 10 pixels result in noticeable increases in spacing be-
tween icons.

To increase icon spacing:

1. Choose the Desktop icon from the Control Panel window.
2. Move to the Icon Spacing text box in the Icons area.

3. Click the Up or Down scroll arrow to the right of the text box to increase or
decrease the spacing between icons. Or type the number you want.

4. Choose OK.

The spacing change occurs when you choose Arrange Icons from Task List for ap-
plication icons or from the Windows menu for document and program item icons.
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Changing the Sizing Grid

Until you set the granularity of the invisible sizing grid to a number greater than 0,
the grid is off. And Windows leaves icons and windows wherever you place them
on the desktop. With the sizing grid set to a number greater than 0, all items on
your desktop align in an orderly fashion and conform to the spacing of the
invisible grid whenever you move any of them. They “snap” to the nearest
invisible grid line. The grid affects both the position and size of windows you
manipulate.

> To set the grid spacing:

1. Choose the Desktop icon from the Control Panel window.
2. Move to the Granularity text box in the lower-right portion of the dialog box.

3. Click the Up or Down scroll arrow to the right of the text box to increase or
decrease the size of the grid. Or type the number you want.

The allowed range is O through 49. The grid changes in multiples of eight
pixels. A value of 1 creates a grid with magnetic spots every eight pixels,

2 places magnetic spots every 16 pixels, and so forth. For each increment of 1,
the distance between grid lines increases by eight pixels. A value of 0 cancels
the grid.

4, Choose OK.

Changing Border Width

You can change the width of the borders around all the windows on your desktop
except those (such as Control Panel) with a fixed size.

> To change the border width:

1. Choose the Desktop icon from the Control Panel window.
2. Move to the Border Width text box at the bottom right of the dialog box.

3. Click the Up or Down scroll arrow to the right of the text box to increase or
decrease the width. Or type the number you want.

The allowed range is 1 through 49, with 1 being the narrowest border.
4. Choose OK.
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Setting the Cursor Blink Rate

If the cursor blinks too fast or too slow for your optimal use, you can change the
rate.

[> To change the cursor blink rate:

Choose the Desktop icon from the Control Panel window.

Move to the Cursor Blink Rate scroll bar.
Or press ALT +R.

Slide the scroll box toward Fast or Slow to move quickly to a new blink rate.

Or click the Right or Left scroll arrow to speed up or slow down the rate,
respectively.

Or press RIGHT ARROW or LEFT ARROW to move the scroll box.
Choose OK.

Installing a Printer

When you use the Setup program to install Windows, Setup runs Control Panel for
the first time so you can install one or more printers. If you did not install a printer
when you installed Windows or simply want to add another one, use the pro-
cedures described in this section. See Appendix A, “Using Setup to Maintain
Windows,” for more information about installing Windows.

Microsoft Windows Help and the PRINTERS.TXT document provide some
specific information about many of the printers supported by Windows. It is also a
good idea to read your printer manual.

To use a printer with Windows applications, you need to do the following:

Install the printer-driver file for that printer on your hard disk.
Select the port to which you want to assign the printer.

Choose the printer and printer settings you’ll use with the installed printer-
driver file.

Choose the active printer for each port.

Choose the default printer.
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Installing a Printer-Driver File

Windows comes with printer-driver files for most of the commonly used printers.
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 achieve various formats.

When you choose to install a printer, Control Panel displays a list of printers from
which to select. If you do not find your printer in this list, it means that Windows
does not have a printer-driver file specifically for your printer. Your printer might
be supported, however, through a printer-driver file for another printer, or a driver
might have been developed since Windows was shipped. For more information
about what to do in this situation, see “If Your Printer Is Not Listed in the Printers
Dialog Box” later in this chapter.

> To install a printer-driver file by using Control Panel:

1. Choose Control Panel from the Main Group window in Program Manager.
The Control Panel window appears.

2. Choose the Printers icon.
The Printers dialog box appears.

3. Choose the Add Printer button,

The dialog box expands to display a list of printers for the printer-driver files
available on the Setup disks. These drivers are part of the Windows package,
and the ones you select are copied onto your system.

If you did not install a printer during Setup, Control Panel will automatically
choose the Add Printer button for you.
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In the List of Printers box, select the printer you want to install.

Choose Install.

A dialog box appears, instructing you to insert the disk that contains the printer-
driver file for the selected printer. If a driver for that printer is already on your
system, you’ll see a dialog box asking if you want to use the existing driver or
install a new one. For more information, see the following section.

Insert the disk that contains the printer-driver file and choose OK.

Control Panel installs the printer-driver file for the printer you selected. It does
not configure your particular printer to operate with the installed printer driver.
Most printer drivers are common to a number of different printer models. To
customize the printer-driver file so that your printer works with Windows, you
must follow all the printer configuration procedures later in this chapter.

For the first printer driver you install, the name of the printer driver appears
highlighted in the Installed Printers box along with LPT1 to indicate the port
assignment and Active to indicate the current status. Subsequent printer drivers
you install will appear with None for the port assignment and Inactive for the
current status.

If appropriate, a dialog box also appears, prompting you for the disk that con-
tains the font files or other files associated with the printer.

If Control Panel prompts you for another file, insert the appropriate disk and
choose OK.

Windows copies the file to your hard disk.

NOTE Before you can actually print something using the printer driver you installed, you
must complete the following procedures for assigning a printer port (if necessary), making
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the printer active (if necessary), and configuring the printer to operate the way you want
with Windows. All printer drivers come with standard settings for features such as printer
model, paper source, paper size, and orientation. You can change these settings when you
configure your printer.

If a Printer-Driver File Is Already Installed

Because printer-driver files can be used by more than one printer, there may be
times when you choose to install a new printer and find that the printer-driver file
it uses has already been installed. You might also have a printer-driver that you
installed in a previous version of Windows.

If a printer-driver file already exists on your hard disk, a dialog box appears when
you choose Install in the Printers dialog box.

You can choose either to use the currently installed version of the printer-driver
file or to install a new version. If you want to install a newer printer-driver file,
choose New. Otherwise, choose Current.

To use the currently installed printer-driver file:

o Choose Current in the dialog box reporting the existing printer-driver file.

Control Panel installs the new printer using the currently installed printer
driver.

To install a newer version of the existing printer-driver file:

1. Choose New in the dialog box reporting the existing file.

Another dialog box appears, instructing you to insert the disk that contains the
printer-driver file.

2. Insert the disk and choose OK.

The new printer-driver file replaces the existing one, and all the printers using
that printer-driver file will now use the new one.

If appropriate, a dialog box appears, prompting you for the disk that contains
other files associated with the printer.

3. Insert the disk that contains the files and choose OK.
Windows copies the font files to your hard disk.
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If Your Printer Is Not Listed in the Printers Dialog Box

If your printer does not appear in the Printers dialog box, you can still make your
printer work with Windows.

The first thing you should do is check the Hardware Compatibility List provided in
the Windows package. If your printer is not on the Hardware Compatibility List,
you should check the printer manual. It might indicate whether your printer is

100 percent compatible or has an emulation mode that is compatible with one of
the printers in the List of Printers box. Look for a section on dip switch settings or
modes in the index of the manual.

For example, many dot-matrix printers can be made compatible with an Epson ®
printer by changing dip switch settings on the back of the printer. Also, many laser
printers can be made compatible with an HP ® LaserJet ® by changing dip switch
settings or by selecting the proper choice from a menu panel on the printer. When
you use your printer in emulation mode, however, be aware that you might not be
able to use all the features unique to the printer.

If your printer is not 100 percent compatible and does not have an emulation mode
that is compatible with one of the printers in the List of Printers box, you have two
options.

» Contact your printer manufacturer for a new printer driver that works with
Windows.

* Request the Driver Library Disk from Microsoft. Microsoft adds drivers as
they become available. See the Hardware Compatibility List for contact
information.

See the next section, “Installing a Printer Driver Not Supplied by Windows,” for
instructions on installing such a printer-driver file.

If none of these suggestions works for you, choose Generic/Text Only from the
List of Printers box. The Generic/Text Only printer-driver works with most
printers and should be chosen for daisy-wheel printers. It prints text, but no
graphics.

Installing a Printer Driver Not Supplied by Windows

If you receive a new driver from a printer manufacturer, you should follow any
special instructions the manufacturer provides for the installation.
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If there are no special instructions, use the procedure outlined earlier in this
chapter for installing a printer-driver file. When asked to select the name of your
printer, select Unlisted Printer at the end of the List of Printers box.

There might be files other than the printer driver you will need to copy before you
can operate your printer. So, before you configure printer settings, make sure you
copy all other associated files into the \SYSTEM subdirectory of the directory that
contains Windows. You can use File Manager to complete this procedure. See
Chapter 4, “File Manager,” for instructions for copying files.

Complete the remaining procedures to configure your printer properly.

Selecting a Printer Port

After you install the printer-driver file on your hard disk, you must assign the
printer to a port.

> To select the printer port:

1. Choose the Printers icon from the Control Panel window.

2. From the Installed Printers box, select the printer for which you want to choose
a port.

3. Choose Configure in the Printers dialog box.

You’ll see the Configure dialog box in which the ports are listed. LPT ports
are parallel ports. COM ports are serial ports. EPT is a port used for certain
printers, such as the IBM ® Personal Pageprinter. You can use the EPT port
only if you have installed a special card in your computer. FILE is used for
printing to a file.

The Ports box
= " Printers - Configure I
PCL ! HP LaserJet on None
Nane
None Setup...

Timeouts (seconds)
Device Not Selected:

15 ]
Transmission Retry: @
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4. Select the port you want to assign the printer to.

If you are connecting a serial printer to a serial port, you might need to use the
Control Panel’s Ports feature to change the port’s communications settings
(that is, provide the correct port, baud rate, parity, data bits, flow control, and
stop bits). Windows automatically sets the most commonly used communica-
tions settings for serial printers, and these settings should work with most
printers. See also “Configuring Communications Ports” later in this chapter.

If you want the option of printing to a file first rather than immediately to a
printer, select the FILE option from the list of ports. See Chapter 6, “Print
Manager,” for more information on printing to a file.

While you have the Configure dialog box open, you must change the default
configurations to match your printer. For a description of configuration
options, see the following section, “Configuring a Printer.”

Choose OK when you are ready to return to the Printers dialog box.

The selected port appears next to the highlighted printer in the Installed
Printers box.

Setting Access Priorities for 386 Enhanced Mode

If you are using non-Windows applications in 386 enhanced mode, you can deter-
mine what happens when several applications compete for access to a printer port.
For more information, see “Setting Options for Running in 386 Enhanced Mode”
later in this chapter.

Configuring a Printer

After connecting your printer to your computer, installing the printer-driver file,
and selecting a port, you need to follow some or all of the listed procedures before
printing.

Choose the correct printer for the printer-driver file you installed.

Change printer settings, such as the paper you want to print on from standard
letter size to another size.

Change the printer that is active on a particular port.
Choose a default printer when you install more than one printer.

Choose the time you want Windows to wait before sending you messages about
printer problems.
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Choosing a Printer

Because different kinds of printers can use the same printer-driver file, you must
use the Configure command to tell Windows what printer you will use with the
printer-driver file you installed.

> To choose a printer:

1. Choose the Printers icon from the Control Panel window.
2. Choose Configure from the Printers dialog box.

3. Choose Setup from the Configure dialog box.

A Setup Printer dialog box appears, displaying the current print options for the
printer-driver file you are configuring. The following is an example of a Setup
Printer dialog box for the HP LaserJet Series II. (This dialog box will show the
options specific to the printer-driver you install.)

Name of the selected
printer for the printer driver

PCL ¢ HP LaserJet on LPT2:

Brinter: HP LasetJet Series 1| [#]

Paper Source: Iuppe, Tray —El

Paper Size:  [Letter 8% % 11 in ol
[Orientation™ | [ Graphics Resolution

O] 75 dots per inch

D @ Portrait
O 150 dots per inch

Landscape
oL P O 300 dots per inch

Copies: I:]

Cartridges (2 max) ™ | 7
R Conig Tmmm—

: n
B: Tms Proportional 1
C: International 1 |#]

4. Select the name of your printer from the list in the Printer drop-down list box.

While you have the Setup Printer dialog box open, you can change optional
configurations of your printer. For a description of other print options you can
set, see the following topic.

5. Choose OK to return to the Configure dialog box.
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Setting the Print Options

Print options are printer-specific settings such as the page orientation—portrait or
landscape—or the manner in which paper feeds through the printer. These options
vary from printer to printer.

When you install a new printer, you must set the Printer option in the Setup Printer
dialog box to indicate the printer you want to use with a printer-driver file. See the

preceding section, “Choosing a Printer,” for a description of how to set the Printer

option.

Additionally, Windows sets other print options that should work for your printer in
most situations. You can change these settings to do such things as use a different
paper size or change the way paper feeds through the printer.

> To change the standard print options:

1. Choose the Printers icon from the Control Panel window.
The Printers dialog box appears.

2. From the Installed Printers box, select the printer for which you want to change
the standard print options.

3. Choose Configure.
The Configure dialog box appears.

= Printers - Configure .
PCL ! HP LaserJet on LPT1:

Ports:

" Timeouts (seconds)

Device Not Selected:

Transmission Retry:

4, Choose Setup.

A Setup Printer dialog box appears, displaying the current print options for the
selected printer. The following is an example of a Setup Printer dialog box.
(This dialog box will show the options specific to the printer-driver you
install.)
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Printer: [HP Laseret Series It [#]
Paper Source: luppe. Tray I!I
Paper Size:  [Letter 8 % x 11 in Te]

"‘l]lienlalion

® Portrait

O Landscape

Graphics Resolution
@ 75 dots per inch

O 150 dots per inch
@] 300 dots per inch

rl:alyidges 2max)— ]
T Loy RO

B: Tms Proportional 1
C: International 1

Copies: D

5. Make any necessary changes to the options and choose OK.

The following list explains some of the common print options that you will find in
a Setup Printer dialog box. However, since each printer’s Setup Printer dialog box
is different, the terms used may be different or not exist for every printer.

Use this option

Printer

Paper Source (or Feed)

Paper Size (or Format)

To do this

Specify the printer you are using with a printer-
driver file. You need to set this option when you
install a printer. See “Choosing a Printer” earlier
in this chapter for a description of how to set the
Printer option.

Specify the tray or bin feeder option if your
printer uses single sheets of paper. A Tractor set-
ting assumes your printer prints on paper that
feeds continuously into the printer on tractor
wheels. On some printers, you can choose to feed
paper manually.

Use a nonstandard paper size. For most printers,
Windows assumes that you want to print on stand-
ard letter-size paper (8 1/2 by 11 inches). If you
are using a different size paper, you must change
this setting to accommodate the new size.
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Use this option

Memory

Orientation

Graphics Resolution

Cartridges

Fonts

Options

Help

To do this

Specify the amount of printer memory. See your
printer’s manual or contact the manufacturer to
find out how much you have. If you can’t find the
information, simply use the default setting.

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.

Select Graphics Resolution if your printer sup-
ports printing graphics at different resolutions.
Graphics resolution options can appear in the
Setup Printer dialog box as High, Medium, or
Low, or as dots per inch (such as 300 DPI or

120 x 144). The more dots per inch, the higher the
resolution. Higher resolutions print more slowly
but produce a higher quality picture. Lower
resolutions print faster and can give you a quick,
but lower quality, copy of your picture.

Select up to the maximum number of cartridges
that can be physically plugged in to your printer
from the list of those available for that printer.

Set up additional fonts on your printer. Fonts can
be either font cartridges or downloadable soft-font
files. Notice that these are fonts supplied by a
printer or font vendor, not the fonts supplied with
Windows.

Select from the unique options available for that
printer. See Windows Help or the on-line docu-
ments for more information on these additional
options.

Obtain specific information about how to set up
the options in the printer-driver file and any
special printer settings you may need to use when
printing with this printer driver from Windows.

You might also be able to change the print options while using some Windows ap-
plications. See the documentation for your Windows application to find out if this

feature is supported.
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NOTE If you change the port a printer is connected to, be sure to check the print options
to make sure they are correct. Print options settings do not follow a printer from one port to
another.

Choosing an Active Printer

When you install more than one printer on a port, you must choose which printer
will be the active one. The active printer is the printer currently connected to the
port. Although you can assign more than one printer to a port, only one printer can
be active on that port at a time.

You can change the active status of a printer at any time.

> To choose the active printer for a port:

1. Choose the Printers icon from the Control Panel window.
The Printers dialog box appears.

The Active and
Inactive buttons

Installed Pnnlels
Status

PostScript Printer on LPTZ:. Inactive ® Active -
Q tnactive
Conlfigure...

Add Printer >>

Default Printer
PCL 7 HP LaserJet on LPT2: |

X use Print Manager

2. Inthe Installed Printers box, select the printer you want to designate as active.

3. Select Active.

The word Inactive changes to Active next to the printer’s name in the Installed
Printers box.

4. Choose OK to return to Control Panel.
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Choosing the Default Printer

The default printer is the printer that many Windows applications automatically
use when you choose the Print command. You can have only one default printer
and it must also be the Active printer.

> To choose a default printer:

1. Choose the Printers icon from the Control Panel window.
The Printers dialog box appears.

_ The name of the default printer appears here.

— R T |
Installed Printers: -“
PCL / HP LaserJet on LPT2: Active Status
PostScript Printer on LPT1:, Active @ Active

QO tasctive
Configure...
\ e
Default Printer
PCL / HP LaserJet on LPT2: | Add Printer >>
m Use Print Manager

2. In the Installed Printers box, double-click the printer you want to use as the
default printer (or select the printer and press ALT + D).

The printer’s name appears in the Default Printer box.

3. If necessary, choose Configure and then Setup to set print options for the
default printer.

See “Setting the Print Options” earlier in this chapter for more information
about print options.

4. Choose OK when you are ready to return to the Control Panel window.

If you have several printers installed, you can use Control Panel anytime you want
to change the default printer.

Other Windows applications sometimes use the Printer Setup command so that
you can choose a default printer for only that application. See the documentation
for the application to see if this feature is supported.
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Choosing Timeout Options

You can use the Timeout options in the Printers dialog box to adjust the amount of
time Windows waits before sending you messages about printer problems. The
Device Not Selected setting controls the amount of time Windows waits before
notifying you that a printer is off-line. The standard setting is 15 seconds. The
Transmission Retry setting controls the amount of time Windows waits for output
characters to be received by a printer before notifying you that it cannot print to
the device. The standard setting is 45 seconds.

The standard settings for the Timeout options work with all printers, and you
should use these settings unless you are having a specific problem. For example,
you might need to change the Transmission Retry setting to greater than 45 sec-
onds if you are printing to a serial port or printing complicated graphics. It some-
times takes longer to transmit information to serial printers than to parallel printers
and for printers to print complex graphic pictures. If you print to a network printer
and network traffic is heavy, there may be enough of a delay to require you to
change to higher timeout settings. Printing to a PostScript printer might also re-
quire higher settings.

[> To change either of the Timeout options:

1. Choose the Printers icon from the Control Panel window.
The Printers dialog box appears.

2. From the Installed Printers box, select the printer you want to change a
Timeout setting for.

3. Choose Configure.
The Configure dialog box appears.

= i Printers - Configure = I

PCL ! HP LasenJet on LPT1:

Ports:
e

{ Timeouts (seconds)

Device Not Selected: /@

Tiansmission Retry:

L Type new Timeout options here.
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4. Inthe Device Not Selected box, type the number of seconds you want
Windows to wait before sending you a message that the printer is off-line.

5. In the Transmission Retry box, type the number of seconds you want Windows
to wait before sending you a message that it cannot print to your printer.

6. Choose OK when you are ready to return to the Printers dialog box.

7. Choose OK to return to Control Panel.

Connecting to a Network Printer

Instead of connecting a printer to your computer with a printer cable, you might
use a network printer. If you did not connect to the network printer before starting
Windows, you’ll have to make the connection before printing. This section is
applicable only if you installed Windows for use with a network and have a net-

work running currently.

[> To connect to a network printer:

1. Choose the Printers icon from the Control Panel window.

The Printers dialog box appears.

2. Choose Network.

The Network Connections dialog box appears. This dialog box lists any net-
work printer connections that have already been made. (Contents of this dialog
box vary depending on the type of network you are using.)

Network Printer Connections:

= Printers - Network Connections

LPT2: \printersiprinterl

+
Disconnect

Port: [LPT1: ]3]

I

fonnect

Path: [

Password: I

|
| ri}!f)w&ﬂ. .

3. Click the Down arrow to open the Port drop-down list box.

Or press ALT + DOWN ARROW.

4. Choose the port you want to use.
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5. Type the network name for the printer in the Path text box. Check your net-
work documentation for the information required in the Path or Password
fields.

6. If a password is required, type it in the Password text box.
An asterisk (*) appears for each character you type.

7. Choose the Connect button.

Control Panel adds the printer connection to the list in the dialog box. Notice
that if another network printer is already connected to the port you chose,
Control Panel prompts you to disconnect the other printer.

8. Choose OK to return to the Printers dialog box.

NOTE |f your network supports it, you'll be able to choose the Browse button to look at
the list of available network printers. See Chapter 4, “File Manager,” for an explanation of the
Browse dialog for networks.

D> To disconnect from a network printer:

1. Choose the Network button from the Printers dialog box.
2. Select the network printer you want to disconnect from.

3. Choose the Disconnect button.

Removing an Installed Printer

If you are no longer using an installed printer, you can remove the printer from the
Installed Printers box in Control Panel.

> To remove an installed printer:

1. Choose the Printers icon from the Control Panel window.
The Printers dialog box appears.

2. In the Installed Printers box, select the printer you want to remove.

3. Choose Configure.
The Configure dialog box appears.
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= Printers - Configure

PCL ! HP LaserJet on LPT1: m

The Remove button

Timeouts [seconds)

[Qevice Not Selected: El

Transmission Retry: E

4. Choose Remove.
A dialog box asks you to confirm the removal.
The printer disappears from the Installed Printers box.

5. Choose OK to return to the Printers dialog box.

Removing a printer from the Installed Printers box removes the printer-driver file
from the Windows directory only if no other printer is using that printer-driver
file. Removing the printer-driver file does not remove any associated fonts.
Another printer-driver file might be using the fonts. If you want to remove these
fonts, see “Removing a Font” later in this chapter for more information.

Printing Without Print Manager

When Windows Print Manager is turned on, it controls printing in the background
while you continue to work with your applications in the foreground. Usually, you
will want to use Print Manager because it will free your computer to run other ap-

plications while your printer is printing.

However, if you want, you can print from a Windows application without using
Print Manager. Your application then prints directly to your local printer or to the
network. If you print without Print Manager, you cannot work with your computer
until your file is completely delivered to the network print manager or until it
finishes printing on your local printer.
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> To print without using Print Manager:

1. Choose the Printers icon from the Control Panel window.
The Printers dialog box appears.

ll

Installed Printers:
PCL 7 HP LaserJet on LPT2: Active - JEEACI
PostScript Printer on None, Inactive ® Active
O taactive
| Configure... |
Default Printer
I;PI.‘,L /HP Laserdet on LPT2: |
Use Print Manager
I.Clear this check box to
bypass Print Manager.

2. Clear the Use Print Manager check box.
3. Choose OK.

Print Manager also lets you view information about jobs currently printing,
including network print jobs. See Chapter 6, “Print Manager,” to learn how to
use Print Manager’s features.

NOTE If you use a network printer, turning Print Manager off may or may not speed up
printing time. See Chapter 6, “Print Manager,” for a discussion.

Configuring Communications Ports

Control Panel provides options for specifying the communications settings for
each serial port (the ports named COM1, COM2, and so on) used by your system.
Serial ports are typically used for connecting modems, mice, or certain printers.
The communications settings specify how information is transferred from your
computer to the device.
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> To configure a communications port:

1. Choose the Ports icon from the Control Panel window.
Control Panel displays the Ports dialog box showing icons for the four possible
serial ports.

2. Double-click the icon for the port whose communications settings you want to
specify.
Or use the DIRECTION keys to select the icon for the port you want and then
choose the Settings button.
To select more than one port, hold down SHIFT while you select ports and then
choose the Settings button.
Control Panel displays the Settings dialog box.

= Ports - Settings

Settings for COM1
[ ok |
Baud Rate: @

Data Stop

Bits Parity Bits Flow Control
Os O Even

o5 |6 a4 @1 ||O Xon 7 Xoff
Os @® None O 1.5 {|O Hardware
C7 ||O Mark

[OX ] QO Space ©2 ® None

3. Set the options in this dialog box to match the device that is connected to the
port.
Refer to the manual you received with the device to find the correct settings.

4. Choose OK.

For information on the communications options, see Chapter 9, “Terminal.”
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Setting Network Options

If you installed a network when setting up Windows, the Control Panel window
will include a Network icon. You use the options represented by this icon to view
information about your network or to set special options that might be available
for your network.

When you choose the Network icon, you’ll see a dialog box that is specific to your
network. The following are some of the options you might be able to set in this
dialog box:

» Signing on and off the network
+ Changing user ID and password

» Sending messages to other network users

For information about any options available with your network, see the operating
guide for your network software and the Help feature (if available) in the dialog
box.

Adding and Removing Fonts

The options represented by the Fonts icon allow you to add and delete font sets,
which determine what characters will look like on the screen and when they are
printed. A font set is a collection of sizes for one typeface, customized for a
particular display and printer. Windows supplies raster (or screen) fonts and vector
(or stroke) fonts. Printer or font manufacturers provide built-in printer fonts, car-
tridge fonts, and soft fonts, and Windows supports these fonts through the
Windows printer-driver files.

When you send a file to the printer, Windows checks the appropriate printer-driver
file to see if it contains the font selected for printing. If the printer-driver file
doesn’t supply the font, for some printers Windows will generate a raster font
from the font files provided in the Windows package, format the characters itself,
and send the document to the printer.
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What Are Fonts?

A font is a graphic design applied to all numerals, symbols, and characters in the
alphabet. A variety of different fonts are available for printing with Microsoft
Windows. Choosing the right font can help you create whatever look you want for
a document—professional, casual, and so on. Fonts can also make a document
easier or harder to read.

Different fonts are usually provided for emphasizing (that is, bolding, italicizing,
and underlining) text. Font sizes are measured in points—a point equals 1/72 of an
inch. Points describe the height of a character. How much text will fit on one page
of a document depends on both the font and the size used. You might want to
experiment with the different fonts and sizes supported by your printer to learn
how best to use them to get the results you want.

Viewing Fonts on the Screen

The Windows package includes a basic selection of raster (or screen) fonts for dis-
playing fonts that you choose for printing. (These fonts are also used by some
printers, such as dot-matrix or ink-jet type printers.) If Windows does not have a
screen font for a font you have chosen to print with, it substitutes a font that
resembles the selected printer font as closely as possible. Though it may not look
exactly like the font that you see in the printed document, the substitute font
creates the same line lengths and page breaks on the screen as you will see in the
printed document.

If you purchase extra fonts from a printer or font manufacturer, the font package
may or may not include screen fonts. If it does not, you might want to check with
the manufacturer to see if they can also supply screen fonts.

Adding a Font

When you install a printer, any raster (or screen) fonts that can be used by your
printer are automatically installed. If your printer-driver file does not supply the
corresponding screen fonts for the printer fonts supported, you may be able to
obtain some from your printer manufacturer or a font manufacturer. If you are able
to obtain additional raster (or screen) fonts, use any installation program provided
with the fonts to install them. If no installation program is provided, you can use
Control Panel to install the screen fonts.
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If the printer-driver file for your printer supports cartridge or soft fonts, you can
add these types of fonts by using the printer-driver file’s own font installer pro-
gram. Or, for more information on installing printer fonts, you can start Notepad
(or any text editor) and read PRINTERS.TXT.

> To add a font:

1. Choose the Fonts icon from the Control Panel window.

Control Panel displays the Fonts dialog box. All previously installed fonts are
listed in the dialog box, and a sample of the selected font is shown in all the
available sizes unless the font is a vector font. Vector fonts can be scaled to
any height, so the only size that is displayed is the size that was used to design
the font.

R R |

Installed Fonts:
e VEA Tes] I
Helv 8,10,12,14,18.24 [VGA res]
Modern

Roman

Script

Symbol 8,10,12,14.18.24 [VGA res]

Sample of Font

Courier 10 ABCDEFGHIJKLMNOPQRSTUVWXYZabcdefghijklx
Courier 12 ABCDEFGHIJRLMNOPQRSTUVWXYZabcdef
Courier 15 ABCDEFGHIJKLMNOPQRSTU

Remove

Add...

2. Choose the Add button.
Control Panel asks for the filename for the font set you want to install.

3. Enter the font filename in the text box or select a directory and file from the
list boxes.

If you want to install more than one font set at a time, extend the selection to
all the font sets you want to install from the current directory. (See “List
Boxes” in Chapter 2 to learn how to extend the selection.)

4. Choose OK to add the font.
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Removing a Font

Every installed font set takes up memory. If you are not using one or more of the
installed font sets, you can remove them to free up memory for use by your
applications.

CAUTION The Helv font set is used for most Windows dialog boxes. Do not remove this
set, or the text in the dialog boxes will be difficult to read.

> To remove a font:

1. Choose the Fonts icon from the Control Panel window.
Control Panel displays the Fonts dialog box.

2. Select the font you want to remove.
3. Choose Remove.
A dialog box asks you to confirm the removal.

4. Choose OK to return to Control Panel.

Setting International Options

With the international options you can specify settings for Windows and all the
Windows applications that use the items you specify. If you are using Windows in
English within the United States, you do not need to make any changes to the inter-
national settings.

Basic Settings

Control Panel lets you set basic international options such as country, language,
keyboard layout, system of measurement, and list separator. Usually, you should
just select the country in which you are working—Control Panel then auto-
matically adjusts all the other settings. But you can adjust any of the other settings
to customize them for your particular situation.
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> To select international settings:

o Choose the International icon from the Control Panel window.
Control Panel displays the International dialog box.

= International
Country: [United States &
L |Engli:h (American) |* Cancel

Keyboard Layout: |Standard (US) E

List Separator: D

Date Format —— [ Currency Format
’V 9/20/1383 | Change... | [ $1.22 (G

Sunday, 5 Maich, 1989 ($1.22)

Number Format ™|

6:52:37 PM 1.234.22

,’1 ime Foomat—™ ]

The first four options in the dialog box are drop-down list boxes that present the
choices for country, language, keyboard layout, and system of measurement. The
next option is a text box where you can fill in the list separator. If you want to
accept the standard choices for your country, select the country and then choose
OK. To personalize the settings, select from the following options:

Use this option To do this

Country Specify the country whose standard settings you want to
use. When you choose a country, the other option groups
change to show the standard settings for that country.

Language Specify the language you want to work in. Windows appli-
cations that provide language-specific tasks, such as
sorting or case conversion, use this setting.

Keyboard Specify the keyboard layout of your computer. The

Layout keyboard layout varies from country to country to
accommodate the special characters and symbols that
are part of the language for that country. This setting tells
Windows how to interpret the keys that you press.
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Use this option

To do this

Measurement

List Separator

Date Format

Select the metric or English system of measurement.

Enter the symbol you want to use to separate elements in a
list. In English, the list separator is typically a comma and
is used to separate words or numbers in a sentence when
they appear in a series.

You can change the format used to display the date within applications that have a
date function. For example, you can vary the order of month-day-year or change
the punctuation used to separate those parts of the date.

> To change the date format:

1. Move to the Date Format box and choose the Change button.

Control Panel displays the Date Format dialog box.

™ Short Date Form:
Order: @

Separator: D

X century (90 vs. 1990)

——
O oMy O YMD

X Day Leading Zero (07 vs. 7}
[] Month Leading Zero (02 vs. 2)

[ Long Date Format

Order: @ MDY O DMY O YMD

[Sunday I!|D|Match

[£]_Jfa T2][. J[reso]2]

Sunday. March 4 , 1990

2. Set the options you want for both the Short and Long Date Format; then

choose OK.
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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 15, 1989, or a variation you specify. The options
for both formats are described in the following table:

Use this option To do this

Order Specify the order of the month (M), day (D), and year
(Y). This option works the same for Short and Long
Formats.

Separator Enter the symbol you want to use 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 Specify that the day or month always be displayed as

Zero two digits. For example, February 7 would be dis-
played as 02-07.

Century Specify that the year be displayed as four digits. For
example, December 10, 1989, would display as
12-10-1989.

Long Date Format Specify alternative choices for the Long Date Format,

options including abbreviations for the words and different
separators.

Time Format

You can choose either the 12-hour or 24-hour format, specifying the separator
between the parts and displaying numbers representing the hours before 10 with
a leading zero if you want. You can also add suffixes to the date (for example,
English suffixes such as AM to indicate morning or PST for Pacific Standard
Time).
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> To change the time format:

1. Move to the Time Format box and choose the Change button.

Control Panel displays the Time Format dialog box for the selected country.

= International - Time Format

@ 12 hour 00:00-11:59

AM

O 24 hour 12:00-23:59

PM

Separator: D

Leading Zero: @{§:15! O 09:15

2. Select the options you want and then choose OK. The following table

describes each option.

Use this option

To do this

12-hour/24-hour

AM/PM

Separator

Leading Zero

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 top text 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 text box next to
12:00-23:59.

If you use the 24-hour format, you can only use the

lower text box to specify any special suffix, such as
PST.

Choose the character you want Windows to use to
separate the hours, minutes, and seconds. Any char-
acter is allowed, but the most common is the colon (:).

Display the hours before 10 as a two-digit number,
with the first digit being a 0. For example, 9 o’clock
would be displayed as 09:00.
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Currency Format

> To change the currency format:

1. Move to the Currency Format box and choose the Change button.

Control Panel displays the Currency Format dialog box.

= International - Currency Format
Symbol Placement: [FXIEEG_G_— :I

HNegative: ($123.22) 3 Cancel
Symbol: '1__]

Decimal Digits: [Z]

2. Set the options you want and choose OK. The following table describes each

option.

Use this option To do this

Symbol Placement Specify the placement and spacing of the currency

symbol relative to the amount.

Negative Select the way you want negative numbers to be
displayed.

Symbol Select the currency symbol for your country.

Decimal Digits Specify the number of digits you want Windows to

display after the decimal separator.
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Number Format

You can control the way numbers are displayed in Windows and many Windows
applications.

> To change the number format:

1. Move to the Number Format box and choose the Change button.
Control Panel displays the Number Format dialog box.

International - Number Format

1000 Separator: [l

Decimal Separator:

Decimal Digits: |Z|

Leading Zero: ® .7 Q07

2. Set the options you want and choose OK. The following table describes each
option.

Use this option To do this

1000 Separator Change the punctuation used to separate thousands.

Decimal Change the punctuation used to separate the fractional

Separator part of a decimal number from the whole number part.

Decimal Digits Specify the number of digits to display after the decimal
separator.

Leading Zero Choose whether or not numbers less than 1 are preceded

by a zero.
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Customizing Use of the Mouse

You can make several adjustments to the way Windows works with your mouse,

including switching the functions of the left and right buttons, changing the speed
of the double-click, or changing the speed at which moving the mouse moves the
pointer.

> To customize use of the mouse:

1. Choose the Mouse icon from the Control Panel window.
Control Panel displays the Mouse dialog box.

[Mouse Tracking Speed

Slow Fast
L I R | Cancel |

Double Click Speed
Slow Fast

] Swap Left/Right Buttons

2. If you want to change the speed at which the pointer travels across the screen,
use the Mouse Tracking Speed scroll bar. To change the speed, drag the scroll
box toward Fast or Slow or click the appropriate scroll arrow.

Or press TAB to move to the Mouse Tracking Speed box, and then press
RIGHT ARROW or LEFT ARROW to move the scroll box.

3. If you want to change the speed at which Windows will register a double-click
when you press your mouse button, use the Double Click Speed scroll bar.
Drag the scroll box toward Fast or Slow, or click the appropriate scroll arrow.

Or press TAB to move to the Double Click Speed box, and then press
RIGHT ARROW or LEFT ARROW to move the scroll box.

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 will invert to show that
your double-click is fast enough.
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4. If you want to switch the functions of the left and right buttons, select the
Swap Left/Right Buttons check box.

Many applications use the left button as the primary tool for selecting text and
choosing items. If you are left-handed, you might find it more convenient to
switch the two buttons. Notice that the mouse diagram in the dialog box
reflects your choice, and be aware that this change takes effect immediately,
before you close the dialog box. Thus, if you switch the buttons, you need to
click the right button to choose OK or Cancel, or to switch the buttons again.

5. Choose OK.

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 of the Windows
accessories), as well as 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 chose (see “Setting International Options” earlier in this chapter).

> To change the date:

1. Choose the Date/Time icon from the Control Panel window.
Control Panel displays the Date & Time dialog box.

Date & Time

Date

1208189 3]

Time

D

11:59:04 PM 3]

2. Select the part of the date (day, month, or year) that you want to change.

3. Type the new value for the selected part.

Or click the arrows at the right of the Date text box to change one date element
(day, month, or year) at a time. (Or press UP ARROW or DOWN ARROW.)

4. Choose OK.
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> To change the time:

1. Select the part of the time (hour, minute, second, suffix) you want to change.
2. Type the new value for the selected part.

Or click the arrows at the right of the Time text box to change the selected part
one unit at a time. (Or press UP ARROW or DOWN ARROW.)

3. Choose OK.

Adjusting Keyboard Speed

The Keyboard option allows you to specify how fast a key repeats when you hold
it down.

> To change the keyboard repeat rate:

1. Choose the Keyboard icon from the Control Panel window.
Control Panel displays the Keyboard dialog box.

= Keyboard

Key Repeat Rate

Test Typematic:

2. Drag the scroll box toward Fast or Slow or click the appropriate scroll arrow.
Or press RIGHT ARROW or LEFT ARROW to increase or decrease the rate.

3. If you want to test the speed, move to the Test Typematic box and hold down
any key on the keyboard. Readjust the scroll box position until you reach a
speed with which you are comfortable.

4. Choose OK.
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Controlling Sound

Windows uses a warning beep to signal you when you attempt to do something
that is not allowed, but you can turn this sound off at any time.

[> To turn the warning beep on or off:

1. Choose the Sound icon from the Control Panel window.
Control Panel displays the Sound dialog box.

2. Click the Warning Beep check box.
Or press the SPACEBAR to turn the option on or off.

3. Choose OK.

Setting Options for Running in 386 Enhanced
Mode

( If you are running in 386 enhanced mode, the Control Panel window will include a

“““7' 386 Enhanced icon. The options represented by this icon allow you to specify how
the various applications compete for peripheral devices and how much of the com-
puter’s resources are allocated to Windows and non-Windows applications.

= R Control Panel v
Settings Help

i Al & CE e
W Ad £
Color Fonts Ports Mouse Desktop Network
Q ® 1N

Printers  Intemational  Keyboard  Date/Time Sound KB INENRD

Handling Device Contention

When more than one application is running at the same time in 386 enhanced
mode, they sometimes request the use of a device such as a printer or modem at
the same time. The device contention options determine how Windows arbitrates
these requests.
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The device contention options apply only when a non-Windows application is one
of the applications requesting access to the device. When more than one Windows

application requests access to a device, Windows handles their use of the device
without these options.

> To specify how to handle contention for a device:

1. Choose the 386 Enhanced icon from the Control Panel window.
Control Panel displays the 386 Enhanced dialog box.

=) 386 Enhanced

Device Contention

LPT1 O Always Warn
O Never Wam
@ Ide (insec) [2_[3]

" Scheduling
Windows in Foreground: mg

Windows in Background: ms

[ Exclusive in Foreground

Minimum Timeslice (in msec): ms

2. Select the port that is connected to the device you want to control.

3. Set the options you want and choose OK.

The device contention options are described in the following table. Generally, it is
a good idea to accept the standard settings. Situations that might warrant changing
the settings are included in the option descriptions.

Use this option To do this

Always Warn Specify that a warning message be displayed every time
an application tries to use the device when the device is
already in use. The warning message asks you which
application should be given control of the port. In most
situations, you will want to select this option.
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Use this option

To do this

Never Warn

Idle

Specify that any application can use the device at any time,
without a warning message. However, this means that two
applications could conceivably try to use the same device
at the same time, with undesirable results such as a garbled
printed document.

For example, it would make sense to select this option
when you are absolutely sure that no more than one
printing or communicating application will try to use the
device at the same time.

Specify the number of seconds after an application stops
using a device before another application can use the same
device without causing the warning message to be dis-
played. The range is from 1 to 999 seconds.

For example, it would make sense to specify idle time
when the device is capable of switching back and forth
between two applications. For example, you might use
Cardfile to automatically dial an on-line service and then
switch to another application to communicate with the
service. In this example, you would specify a short delay,
such as 2 seconds.

Setting Multitasking Options

The other 386 enhanced mode options are used to determine how Windows
behaves when multitasking. These options are summarized in the following list
and explained more completely in Chapter 12, “More About Applications.”

Use this option

To do this

Minimum
Timeslice

Specify the number of milliseconds an application is
allowed to run before Windows gives processor control to
another application. Notice that all Windows applications
share one timeslice, and each non-Windows application
gets its own timeslice.
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Use this option

To do this

Windows in
Foreground

Windows in
Background

Exclusive in
Foreground

The smaller the timeslice, the more frequently Windows
switches between applications. Frequent switching makes
running more than one application at a time seem
smoother. However, overall system performance declines.
Specifying a larger timeslice increases performance, but
makes the switching operation more apparent.

Specify the amount of processing time (the proportion of
total timeslices) normally shared by all Windows applica-
tions. When a non-Windows application is the active
application (foreground), Windows uses the value for
Windows in Background. The number specified is relative
to the time allocated to all non-Windows applications run-
ning in the background. The range of numbers that can be
entered is from 1 through 10,000, but the important value
is the ratio between this setting and the sum of this setting
and the settings for the running non-Windows applications
(background set in the PIF). See Chapter 12, “More About
Applications,” for information on PIF editor.

Specify the amount of processing time (the proportion of
total timeslices) normally shared by all Windows applica-
tions when a non-Windows application is running in the
foreground. The range of numbers that can be entered is
from 1 through 10,000, but the important value is the ratio
between this setting and the sum of this setting and the
settings for the foreground application and all other non-
Windows applications running in the background.

Specify that Windows always gets 100 percent of the com-
puter’s processing time whenever a Windows application
is the active application. In other words, if a Windows ap-
plication is in the foreground, all Windows applications
run and no non-Windows applications run.

NOTE When running Windows in 386 enhanced mode, even non-Windows applications
can appear in Windows. However, that does not mean they are Windows applications.

See Chapter 12, “More About Applications,” for more information about adjusting
the priorities for individual non-Windows applications and about multitasking
Windows and non-Windows applications.
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Printing with Windows Applications

After you connect your printer to your computer and install it using Control Panel,
you can print information from Microsoft Windows applications. If you have not
yet installed your printer and need assistance, see Chapter 5, “Control Panel.”

You might find slight differences in the way you print with different Windows
applications. To make sure you understand any differences that exist, it is a good
idea to read the documentation on printing that comes with an application.

When you print from a Windows application, the application creates a print file
and sends it to the Windows Print Manager. From this point on, Print Manager
manages the printing of the file. Working with Print Manager is the same in each
application.

The appearance of your printed copy depends on whether or not your application
allows you to assign fonts, the fonts and formats you assign, and the fonts and
formats your printer can print. Printers differ in their abilities to use fonts,
graphics, spacing, alignment, and character formats. The appearance of printed
copy can vary greatly from printer to printer. Although some applications attempt
to display files on the screen in the same format that you will see on the printed
page, you might need to experiment with your printer to get the results you want.

Printing with Non-Windows Applications

When you print from a Windows application, the application uses the Windows
printer drivers and Print Manager. When you print from a non-Windows applica-
tion that you have started from Windows, the non-Windows application prints just
as it would if you had started it from MS-DOS. It does not use Print Manager or
any Windows printer drivers. If you want it to do so, you must transfer the infor-
mation you want to print into a Windows application. See Chapter 2, “Basic
Skills,” and Chapter 12, “More About Applications,” for more information on
using non-Windows applications.



198 Printing with Print Manager

Printing with Print Manager

When you print from a Windows application, the application sends the print file to
the Windows Print Manager. Print Manager works in the background, sending
your files to the printer while you continue working. As you send files to Print
Manager, Print Manager forms a print queue—a list indicating the file currently
printing and those files waiting to be printed. You can check on the status of a file
in the print queue at any time and change the status of the file up until the time that
it starts printing.

Looking at the Print Queue

There are two types of print queues: local and network. The local queue defines a
list of files printed 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).

The network queue refers to the print queue on the network server. This queue is
generally managed by a network print manager, which is completely separate from
the Windows Print Manager. To properly print over a network queue, you should
have a Windows network driver installed (see Chapter 5, “Control Panel,” for
more information on networks). When running with a network printer, Print
Manager tracks the progress of your print files on the network print manager. The
standard method is for print files to be passed directly through to the network
queue, where they are spooled to the printer.

When Print Manager starts printing to a local queue, its icon appears at the bottom
of your screen. If you enlarge the icon to a window, you see the print queue for

any active printer connected to your computer. You can use the Print Manager win-
dow to check the status of the files in the print queue or to interrupt or cancel the
printing of the print queue.

When Print Manager prints to a network queue, the file is sent directly to the net-
work printer. To view the status of your print job, you must start Print Manager
from the Program Manager group. There is no Print Manager icon at the bottom of
your screen when you print to a network queue.
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1

> To look at the print queue:

o Choose the Print Manager icon from the Main Group window.

A file information line
The printer queue information line for a local queue

Options View Help

Message box

The PCL ! HP LaserJet on LPT1 (Local] is Printing |

PostScript Printer on WPRT31042yAPL03011 [Active]

Pause Resume Pelete
8 Write - MEMOWRI 25% of 12K 4:45PM 9-29-1989
\2 Calendar- SCHEDULE.CAL 6K 4:47 PM 9-29-1989
3 Write- STATUSWRI 25K 4:49 PM 9-29-1989

8 Paintbrush - ARTWORK BMP 100K 4:47 PM 9-29-1989

L The printer queue information line for a network queue

The printer queue information line in the print queue tells you the following:

+ The name of the printer
»  Where the printer connects to your computer

+ The current status of the printer
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The file information line gives you information specific to the file, such as:

« The title of the print job assigned by the application (if your network software
supports this)

« 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 is turned on)

« The time and date you sent the file to Print Manager (if the Time/Date Sent
command is turned on)

If a file is currently printing, its information line also tells you the amount (as a
percentage) of the file printed so far.

If you have more than one printer connected to your machine, you see multiple
printer queue information lines and you might see a print queue for each printer. If
you are connected to a network printer, the printer queue information line shows
the network server connection. Any detailed information the network can provide
appears in the message box at the upper-right corner of the Print Manager window.
Networks can provide varying degrees of detailed information.

Print Manager only reports the status of the files that you send to the network in

your Print Manager window. If you want to see a/l the files 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 print queue, as long as that file has
not yet begun to print. However, you cannot change the position of files in a net-
work queue.

[> To change the order of the queue:

o 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, hold down CTRL, and press UP ARROW or DOWN ARROW to
move the file to its new position. Then release CTRL and the ARROW key.

The numbers and file information in the print queue change to reflect the new
positions of the files.
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Pausing and Resuming Printing

Using buttons in the Print Manager window, you can interrupt the printing of a
print queue. Some networks allow you to pause an individual print file. However,
your ability to interrupt a network queue depends on the specific features the net-
work supports.

Print Manager

thons View Help

The PCL ! HP LaserJet on LPT1 (Local) is Paused

PCL/HP LaserJetan LP™1 [ldle

Use these buttons to interrupt,
resume, and cancel printing.

> To temporarily interrupt printing:

1. Select the information line for the printer queue (local) or the print file
(network).

2. Choose the Pause button.
Or press ALT +P.

The information line for the printer now indicates that printing has paused.

> To continue printing after interrupting it:

1. Select the information line for the printer queue (local) or the print file
(network).

2. Choose the Resume button.
Or press ALT +R.

The selected information line changes to indicate that printing has resumed.
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Deleting a File from a Print Queue

You can use the Delete button in the Print Manager window to delete a file from a
print queue at any time.

> To delete a file from a print queue:

1. Select the information line for the file from the print queue.

2. Choose the Delete button.
Or press ALT + D.
A dialog box appears, asking you to confirm the deletion.

3. Choose OK.

[> To delete all files from all print queues:

1. Choose Exit from the Options menu.
A dialog box appears, asking you to confirm the deletion.

2. Choose OK.

If you do not choose OK, Print Manager will continue to operate, and the files
will continue to print.

CAUTION I 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 it off and back 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 is transferred from Print Manager to
the printer ports by using the Low Priority, Medium Priority, and High Priority
commands on the Options menu.
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A checkmark next to a command
indicates the current setting.

WL View Help

ng Priority elote "T he Postscript printer on WPRT311551APL31155 (LPT2) is Active
v Medium Priority
High Priority n LPT1 [Idle]

Alert Always WPRT31155\APL31155
v Flash if Inactive
lgnore if Inactive

Network...
Exit

> To increase printing speed and slow down applications:

o Choose High Priority from the Options menu.

This setting uses more of your computer’s processor time for Print Manager,
causing other applications to run more slowly.

> To print and run applications equally:

o Choose Medium Priority from the Options menu.

This setting shares your computer’s processor time as equally as possible between
Print Manager and other applications that are running. This is the standard setting.

> To decrease printing speed and run applications faster:

o Choose Low Priority from the Options menu.

This setting uses more of the computer’s processor time to run applications,
causing Print Manager to slow down.

The setting you choose remains in effect until you use the Options menu to
change it.
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Displaying Print Manager Messages

Occasionally, Print Manager needs to display a message. For example, if your
printer is set up for manual paper feed, Print Manager will request that you feed in
a new sheet of paper. The Options menu provides three commands for controlling
the way Print Manager handles this type of message.

HELEN View Help

Low Priority
+ Medium Priority
High Priority

Alert Always
v Elash if Inactive
Ignore if Inactive

Network...

Exit

Detete

The PCL ! HP LaserJet on LPT1 (Local) is Idle

These commands determine how
Print Manager displays messages.

The following table describes these commands:

Menu command

Alert Always

Flash if Inactive

Ignore if Inactive

Function

Immediately displays a message box when a condition
occurs that requires user interaction.

Beeps once and flashes the Print Manager icon or the
title bar of the inactive Print Manager window until you
enlarge the icon or make the window active. Then Print
Manager displays its message. This is the standard
setting.

Ignores 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 off-line.
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Displaying the Time/Date and File Size

When you first enlarge the Print Manager icon, a print queue automatically dis-
plays the time and date you sent a file to Print Manager and the size of the file. If
you do not want to see the time and date or the file size, you can turn off either
option by choosing the appropriate command from the View menu.

= P anade v[a
Options € Help
e/Date
v Print File Size
Update Net Queues

Pause PCL 7 HP LaserJet on LPT2 [Local) is Idle

Selected Net Queune...
Other Net Queue...

D> To turn off the time and date or file size display:

O Choose Time/Date Sent or choose Print File Size from the View menu.

The checkmark next to the command on the View menu disappears, and the infor-
mation disappears from the Print Manager window. If you want to display the time
and date or file size again, choose the appropriate command again from the View
menu.

Exiting from Print Manager

If running as an icon, Print Manager terminates automatically (and frees the
memory it was using) when it finishes printing. If the Print Manager window is
open, it does not terminate automatically.
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> To exit from the Print Manager window:

o Choose Exit from the Options menu.

If filenames remain in the print queue, a dialog box appears, asking if you want to
cancel the printing of these files. If you choose OK, Print Manager does not print
the remaining files.

Printing on a Network

If you are set up to print on a network, Print Manager offers a number of options
to assist you. For example, you can:

+ View all the files in a network printer’s queue, instead of just the files you send
to the printer.

» View a network queue that you are not currently connected to.

« Bypass Print Manager and print directly to the network.

You can also tell Print Manager to ignore the status of a network print queue to cut
down on network traffic during periods of heavy network use.

For information about setting up to print on a network, see Chapter 5, “Control
Panel.”

NOTE The level of support for the following options depends on the capabilities of your
network software and the support provided in your Windows network driver.

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. The Selected Net Queue
command lets you see all the files sent to that printer.

[> To view the entire queue for a network printer that you are connected to:

1. Select the information line for the printer queue in the Print Manager window.

2. Choose Selected Net Queue from the View menu.
Print Manager displays the entire queue for the selected printer.
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Mark

Wiite - STATUS.WRI

75K
8K

Notepad - NOTES.TXT

Lisa - 100K

Paintbrush - ARTWORK.BMP
25K

65K

= PCL/HP LaserJet on \PRT31042\LS0311 F
57K 8:55 AM 11-4-1989 ||

8:56 AM 11-4-1989
8:56 AM 11-4-1989
8:59 AM 11-4-1989
9:00 AM 11-4-1989
9:01 AM 11-4-1989

3. Choose Close to close the dialog box.

You can choose Selected Net Queue from the View menu at any time to display an
updated queue for a network printer that you are connected to.

Viewing Other Network Queues

In addition to viewing queues for network printers that you are connected to, you
can view queues for network printers that you are not connected to. This allows
you to look at how many files are in the queues for different network printers
before deciding which one you want to print to. However, you must use Control
Panel to connect to a network printer before you can print to it. See Chapter 5,
“Control Panel,” for more information.

> To view the queue for a network printer you are not connected to:

1. Choose Other Net Queue from the View menu.

The Other Net Queue dialog box appears, asking for the location and name of
the network queue you want to view.

2. Type the network pathname to the network print queue in the Network Queue
box and choose View.

Print Manager displays the status information for the queue in the box above
the Network Queue box. See your network software documentation for infor-

mation on how to enter the network pathname.
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Status information for the
specified queue appears here.

Other Net Queue

1 Tim I - 150K 2:30 PM 11-4-1989

2 Melissa - 23K 2:33 PM 11-4-1989
Write - REPORT.WAI

3 John - 74K 2:35 PM 11-4-1989

4 Ralph - 90K 2:36 PM 11-4-1989

5 Linda - 5K 2:36 PM 11-4-1989
MNotepad - TODO.TXT

6 Jody - 61K 2:37 PM 11-4-1989

Network Queue: [ {|PRT31042IL51103 |

3. Type the name of another queue that you want to view, or choose Close when
you want to close the Other Net Queue dialog box.

NOTE Remember, viewing a queue for a network printer that you are not connected to
does not connect you to that network printer for printing. You must use Control Panel to
connect to the network printer before you c¢an print.

Manual Updating of the Network Queue Status

The network queue status is updated automatically on a periodic basis or when a
change on the network has occurred. This depends on your network software. In
some cases, you may want to update the network queue status manually.

> To update the network queue status manually:

0 Choose Update Net Queues from the View menu.
Print Manager will update the network queue information.

Automatic Updating of the Network Queue Status

When running as an icon, Print Manager does not update the status of the file in
the network print queue. If you enlarge the Print Manager icon, Print Manager
automatically updates the status of the network queue, and it continues to do so
periodically. However, if you are concerned about network traffic, or you do not
need to view the network status, you can tell Print Manager to ignore the status of
a network queue, even when you enlarge the Print Manager icon.
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> To have Print Manager ignore the status of a network queue:

1. Choose Network from the Options menu.
The Network Options dialog box appears.

Clear this check box to ignore
the status of a network queue.

Network Options
’Z‘ fors
[X] Print Net Jobs Direct

2. Clear the Update Network Display box.
3. Choose OK.

All the print jobs will now be tracked on your computer as if they were on a local
queue. You will not see the status of the network queue with this option turned off.
And the print job status will not be updated until you turn on this option again.

Bypassing Print Manager

When you want to print on a network printer, you can save time by bypassing
Print Manager. Routing the file through Print Manager adds an extra step that can
delay printing over a network. Therefore, by default, Windows prints files directly
to the network, bypassing Print Manager. However, sometimes you might prefer to
use Print Manager. This will depend on your network. Therefore, you may need to
experiment with both options to determine which is best for you. In most cases, it
is faster to bypass Print Manager and print directly to the network printer.
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[> To print directly to the network:

1. Choose Network from the Options menu.
The Network Options dialog box appears.

= Network Options

Print Net Jobs Direct

[k ] [cance |

|_ Select this box to
bypass Print Manager.

2. Select the Print Net Jobs Direct box.
3. Choose OK.

This option remains turned on until you select it again.

You can also bypass Print Manager by clearing the Use Print Manager check box
in the Printers dialog box in Control Panel. Using the Print Net Jobs Direct option
in the Network Options dialog box, however, allows you to bypass Print Manager
but still have Print Manager report on the status of the network print queue.

Printing to a File

There may be times when you want to format a spreadsheet, report, or other docu-
ment and print it to a file rather than to a printer. You might do so to accomplish
the following:

» Merging into another document

+ Printing at a later time or at a different location

 Printing several times by copying repeatedly to a printer
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> To print to a file:

1. Choose Control Panel from the Main Group window or enlarge the Control
Panel icon.

2. Choose the Printers icon.
The Printers dialog box appears.

3. Inthe Installed Printers box, select the name of the printer you eventually want
to print the file to.

4. Choose Configure.
The Configure dialog box appears.

In the Ports box, select FILE as your port.
Choose Setup and make sure your print options are set properly.

Choose OK three times to return to the Control Panel window.

Sl AR S

Return to your application and follow the instructions to finish printing your
document to a file.

While you are connected to a file, Print Manager prompts you for the filename
each time you print from an application. In addition to the filename, you may also
specify a drive and directory in which you want to store the file.

If Things Go Wrong

Occasionally you might have trouble printing with Windows. The following
sections describe how to recognize and fix the most common printing problems.

Most of the sections describe a printer problem and offer suggestions for
correcting the problem. In most cases, as you follow the steps suggested to find
and solve a problem, you should print each time you try a step. If Windows prints
correctly, then you’ve solved the problem. If not, you should go on to the next
step. You might have to do some experimenting with your printer to discover why
a document doesn’t print or why it prints incorrectly.
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If Your Printer Does Not Print at All

When a printer won’t print, the cause is often a simple mechanical problem such
as the printer being off-line, turned off, or disconnected. Use the following check-
list to see if you can find the problem:

* Do you have the correct cable for your printer and is it properly connected?

* Is the printer plugged in and turned on?

« Is the correct printer selected as the default printer? (See “Choosing the Default
Printer” in Chapter 5.)

» Are the print options settings correct? (See “Setting the Print Options” in
Chapter 5.)

* Have you chosen the correct port for the selected printer? (See “Selecting a
Printer Port” in Chapter 5.)

 If you have a serial printer, are the settings in the Ports-Settings dialog box
correct? (See “Selecting a Printer Port” in Chapter 5.)

* Do you need to change the ribbon, mount a print wheel or cartridge, or add
paper?

If you complete the checklist and still can’t print, you should quit the application
you are working with and try to print a text file from the Windows File Manager.
See Chapter 4, “File Manager,” for instructions.

If you still can’t print, you have a problem with the printer or a problem with the
cable. Try connecting the printer again. If this doesn’t help, contact your printer
manufacturer or dealer.

If the Printer Advances the Paper but Does Not Print

When your printer advances the paper but doesn’t print, you might have missed
one of the following requirements:

* Select the correct paper source when you set up print options.

* Select the correct printer name when you set up print options.

» Configure the correct printer-driver file for your printer.

See “Installing a Printer” and “Configuring a Printer” in Chapter 5 for the
appropriate procedures.
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If the Page Prints but Is Formatted Incorrectly

If the pages of a document are formatted incorrectly, the margins are incorrect, the
document contains extra lines, or the document is paginated incorrectly, use this
checklist:

Are the formats you chose in your application accurate, especially font and
point size selections?

Is the correct printer selected as the default printer? (See “Choosing the Default
Printer” in Chapter 5.)

When you installed your printer, did you select the correct printer name when
you set up printer options? (See “Choosing a Printer” in Chapter 5.)

When you set up your printer, did you select the correct paper source? (See
“Setting the Print Options” in Chapter 5.)

Does your printer have hardware switches that set page length or line length?
(Check your printer manual.)

Does your printer have a hardware switch that does an automatic linefeed at
each carriage return? (Check your printer manual.)

The switch that controls the automatic linefeed at a carriage return should be
set to do carriage returns only.

If Printer Output Is Garbled

If you can print your document, but it is garbled, unreadable, or contains extra
characters in front of the text, use this checklist:

Is the correct printer selected as the default printer? (See “Choosing the Default
Printer” in Chapter 5.)

When you installed your printer, did you select the correct printer name when
you set up printer options? (See “Choosing a Printer” in Chapter 5.)

If the wrong printer or the wrong font cartridge is selected, the printer may
insert stray characters at the beginning of lines or behave in other unpre-
dictable ways.

If you have a serial printer, are the settings correct in the Ports-Settings dialog
box? (See “Selecting a Printer Port” in Chapter 5.)

Lowering the baud rate might cause the printer to print correctly.
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Does Windows have another printer-driver file that might be compatible with
your printer? If so, try using it.

For example, if your printer is an Epson ® or IBM-compatible printer, one of
the printer-driver files for another Epson or IBM printer might work with your
printer.

Has your printer’s buffer retained garbled information? Try turning the printer
off and back on again.

Is your printer cable working properly? Verify that you have the correct cable
and that it is functioning.

As a last resort, you might try installing the Windows Generic/Text Only printer-
driver file to see how it works with your printer.

You may also want to contact your dealer or printer manufacturer to determine if
there is a problem with your printer.

If Printer Output from Two Files Gets Mixed

If the printer output from two files comes out mixed together, use this checklist:

Did you have a Windows application and a non-Windows application assigned
to the same port, switch between them, and then try to print from both of them
at the same time?

Did you have two non-Windows applications assigned to the same port, switch
between them, and then try to print from both of them at the same time?

Print Manager cannot help you in either of these two cases. When running
Windows in real or standard mode, there is no way for the system to warn you
about device-contention problems. When running Windows in 386 enhanced
mode, you would see a message advising you to resolve this device-contention
situation before the printer would print.

If Your Laser Printer Does Not Print Your Cartridge or Soft Fonts

If you install a font cartridge or soft fonts for your laser printer, but the printer
doesn’t use the fonts, use this checklist:

Are the print options settings for your printer correct? (See “Setting the Print
Options” in Chapter 5.)
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If you are using a font cartridge, is it all the way in the slot? (Turn off the
printer before checking this.)

You may need to press firmly on the cartridge until it pops into the slot.

If you are using any soft fonts, are they properly installed? (Refer to the
installation kit provided with your soft fonts.)

If your soft fonts are installed as permanent, perhaps the printer was turned off
or reset. Try downloading the soft fonts to the printer again.

If you are using too many soft fonts, your printer might have run out of
memory. Try installing fewer fonts or installing them as temporary fonts, if
appropriate.

If the Printer Loses Text

If you have a serial printer and it prints the document but loses blocks of text, you
might have a handshake or flow control problem with your communications port.

To check for a handshake or flow control problem, use this checklist:

Are the settings in the Ports-Settings dialog box correct? (See “Selecting a
Printer Port” in Chapter 5.)

Lowering the baud rate might cause the printer to print correctly.

If you are still losing text, can you change to a lower baud rate than the one you
are using now?

If you have a parallel interface, is the cable faulty? Try using a new cable of the
same type.

To check for other problems, use this checklist:

Are all the manual switches on your printer set as described in the printer’s
documentation?

Are you using the correct printer-driver file?
Try printing with the Generic/Text Only printer driver.
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If Only Part of a Page Prints

If your printer prints only part of your document, use the following checklist:

» Does the paper size you chose when setting up the printer match the paper
loaded in the printer?

* Are you printing with a PCL/HP LaserJet ® printer? If so, your printer might
not be able to print every available graphics resolution as a full page. There
might be too much information on a page for your printer’s memory to handle.

When this happens, you might get a message on your printer indicating the
problem. Try printing at a lower graphics resolution. (For more information,
see “Setting the Print Options” in Chapter 5. Also see your printer manual for
more information on printing graphics with a PCL printer.)

If Lines Are Missing from a Paintbrush Drawing

If lines seem to be missing from the printed copy of a Paintbrush drawing, you
have probably set a width and/or height in Paintbrush’s Page Setup dialog box that
is too small for the width and/or height setting in the Image Attributes dialog box.
When this happens, line information for the drawing can be lost when Paintbrush
shrinks the picture for printing.

You can usually solve this problem by proportionally increasing the dimensions of
the printed drawing in the Page Setup dialog box. The best way to avoid the prob-
lem is to print using the standard margin settings in the Page Setup dialog box or
use the Shrink + Grow command on Paintbrush’s Pick menu to shrink the

drawing to a smaller size before printing.
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Creating a Document

Microsoft Windows Write is a word processing application that you can use to
create and print documents for day-to-day business and personal use. To create
Write documents, you need to know how to type, edit, and format text in the Write
window; save the text to a file; and print your documents on your printer. The
following sections explain each of these tasks.

> To start Write:

1. Open the Accessories window.
2. Double-click the Write icon.

Or select Write and choose Open from the File menu.
The following blank, untitled, Write window appears.

Insertion point
End mark

I Write - (Untitled)
File | Edit Search Character Paragraph Document Help

\\ Iﬁ)

[Paget _  camg

l L Mouse pointer
Page status area




224 Editing a Document

In the Write window, you see the following items:

» The insertion point indicates where text appears when you start typing. When
you start Write or open an existing document, the insertion point appears in the
upper-left corner of the Write window.

o The end mark indicates the end of a document. When there is no text in a Write
window, the end mark is directly to the right of the insertion point.

» The page status area indicates which page of your text is currently on the
screen. Until you break a document into pages, you will see only “Page 1” in
the page status area.

o The mouse pointer appears only if you have a mouse connected to your com-
puter. It indicates where the mouse is pointing inside the window and where the
insertion point will move to if you click the mouse button.

Typing Text

When you are ready, just start typing. The text that you type starts filling the Write
window at the insertion point. When you reach the end of the line, Write auto-
matically wraps your text to the beginning of the next line. To start a new para-
graph, press ENTER. If you want to leave a blank line between paragraphs, press
ENTER twice.

If you make a mistake while typing, press BACKSPACE to back up the insertion
point and erase the mistake. Chapter 2, “Basic Skills,” explains other basic editing
techniques, and the following section explains editing techniques specific to Write.

Editing a Document

Editing is much the same in Write as in any other Windows application (see Chap-
ter 2, “Basic Skills,” for more information). However, in addition to providing the
same editing features used throughout Windows, Write offers various special
editing techniques. The following sections explain each of these techniques.

Moving Around in a Document

You can use the scroll bars, as explained in Chapter 2, “Basic Skills,” to move
around in your Write document. To move the insertion point, point to a location in
the document and click the mouse button.
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Since a word processing application relies heavily on using the keyboard, Write
includes a number of special keys for moving quickly around a Write document.
These are in addition to the DIRECTION keys, the SPACEBAR, and ENTER, which are
described in Chapter 2. The GOTO key referred to in the following list is 5 on the
numeric keypad.

Press this To move to the
CTRL + RIGHT Next word

CTRL + LEFT Previous word
GOTO + RIGHT Next sentence
GOTO + LEFT Previous sentence
HOME Beginning of a line
END End of a line

GOTO + DOWN Next paragraph
GOTO + UP Previous paragraph

CTRL + PAGEDOWN  Bottom of the window
CTRL + PAGE UP Top of the window
GOTO + PAGE DOWN  Next page

GOTO + PAGE UP Previous page
CTRL + HOME Beginning of the document
CTRL + END End of the document

NOTE You can move the insertion point continuously by holding down any of these key
combinations.

You can use GOTO + PAGE DOWN and GOTO + PAGE UP to move to the next or
previous page only after you either print your document or use the Repaginate
command to divide your document into pages. Write stores page breaks with a
document and remembers them each time you use the document. See “Breaking
a Document into Pages” later in this chapter for more information.

If you have divided a document into pages, you can move to a specific page by
choosing the Go To Page command from the Search menu.
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> To move to a specific page:

1. Choose Go To Page from the Search menu.
Or use the shortcut key, F4.
The Go To dialog box appears.

Page Number: IE

2. Type the number of the page you want to move to in the Page Number box.

3. Choose OK.

The dialog box disappears, and the insertion point moves to the beginning of
the selected page.

Selecting Text

In Write, many of the editing commands require that you first select the text you
want to edit. The easiest way to select text is to press the mouse button and drag
the mouse pointer. See Chapter 2, “Basic Skills,” for the general selecting tech-
niques used throughout Windows.

In addition to these general techniques, Write also features a technique for
selecting with the selection area and a mouse. The selection area is at the far left
edge of the Write window, as shown in the following illustration:

The mouse pointer in the selection area

l[= : Write - (Untitled) v |a
File Edit Search Character Paragraph Document Help

PREPARING A HOME FOR SALE

| You can understand that showing a home to its best advantage makes the
\ﬂbuyer want to purchase quickly and at a better price. Here are sone
tested tips to set the stage for a profitable and early sale.

Fix up inside. Badly faded walls or worn woodwork reduce appeal.
Selective painting will help you add a fresh look. Clean windows and
unnarred walls will create a bright, cheery appearance.

Make minor repairs. Dripping faucets call attention to faulty plumbing.
You should make sure all plumbing is in good working order. If you can
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In the selection area, the mouse pointer changes to an arrow that slants to the right.
The following list shows how you can use the selection area to select text:

To select Do this

By the line Move to the selection area and point next to a line.
Click the mouse button once to select the line. To
select more than one line, press the mouse button and
drag the pointer.

By the paragraph Move to the selection area and point next to any line in
the paragraph. Double-click to select the paragraph. To
extend the selection one paragraph at a time, hold the
mouse button down after the second click and drag the
pointer.

Between points Move to the selection area and select a line or para-
graph. Move along the selection area to another line or
paragraph, hold down SHIFT, and click the mouse
button. Write selects all lines or paragraphs between
the two points.

The entire document Move to the selection area, hold down CTRL, and click
the mouse button.

[> To cancel a selection:

o Move the mouse pointer back inside the document and click the mouse button.

Finding and Changing Text

You can easily search for and edit text in your Write documents by using the Find
and Change commands on the Search menu. These commands allow you to:

» Search for text up to 255 characters in length.
« Change all occurrences of the text in the document.

« Change only certain occurrences of text.

The following sections explain how to use the Find and Change commands.
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Finding Text

Using the Find command on the Search menu, you can look for a character, word,
or group of characters or words in a Write document.

When you choose the Find command, Write starts a search at the insertion point
or at the end of any text that is currently selected. When it reaches the end of the
document, Write automatically continues searching from the beginning of the
document to its original starting point.

[> To find text:

1. Position the insertion point where you want to start your search.

2. Choose Find from the Search menu.

The Find dialog box appears.

Find What: || |
[ whole wWord [] Match UpperlLowercase

3. Inthe Find What box, type the text you want to find.

4, Select the Whole Word check box if you want to find only separate
occurrences of the search text.

Otherwise Write finds, for example, main in remainder.

5. Select the Match Upper/Lowercase check box if you want to match
capitalization exactly.

Otherwise Write finds, for example, both Main and main.

6. Choose Find Next (or press ENTER) to start the search.

Write searches for the text and selects the first occurrence. If you want to edit
the text, point to it and click the mouse button to switch from the dialog box to
the document. (If you are using the keyboard, press ALT + Fé6 to switch from the
dialog box to the document and back again.)

If there are no occurrences of the text in the document, Write displays a mes-
sage telling you that it could not find the search text.

7. Choose Find Next (or press ENTER) again to find the next occurrence of the
search text.



Chapter7 Write 229

When Write finds the last occurrence of the search text, it displays a dialog
box telling you that the search is complete.

8. Choose Close from the Control menu (or press ESC) to close the Find dialog
box.

To search for text that includes wildcard characters, spaces, tabs, paragraph marks,
and page breaks, type the following characters (where A means the caret symbol)
in the Find What box:

Type To represent

? Any character in a file (called a wildcard character). For example, if
the search text is hea?, Write finds every word with hea, such as
headstrong, figurehead, heal, heap, or heat.

w A space anywhere in your document—between words, between
paragraphs, and so on.

M A tab character.

p A paragraph mark.

A A manual page break. For more information, see “Breaking Pages

Manually” later in this chapter.

Changing Text

The Change command on the Search menu allows you to find text and replace it
with new text. You can find and change all occurrences of the search text auto-
matically, or you can decide whether to change each occurrence as Write finds it.

When you choose the Change command, Write searches forward from the
insertion point. When it reaches the end of the document, Write automatically con-
tinues searching from the beginning of the document to the insertion point. If you
select a section of your document before choosing Change, however, the com-
mand searches only within that selection.

[> To find and change text:

1. Position the insertion point where you want to start your search.

If you want to make changes to only part of your document, select that part.
2. Choose Change from the Search menu.

The Change dialog box appears.
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Find What: | |
Change To: | |
[ Whole Word [] Match UpperlLowercase

| Find Hext I | fhenge, then Find I |Eiba§n§e | | {hange &l

3. Inthe Find What box, type the text you want to find, and in the Change To
box, type the text you want to replace it with.

For information on how to search for text that includes wildcard characters,
spaces, tabs, paragraph marks, and page breaks, see the previous section,
“Finding Text.”

4. Select the Whole Word check box if you want to find only separate occur-
rences of the search text.

5. Select the Match Upper/Lowercase check box if you want to match capital-
ization exactly.

6. Choose one of the following options to start the search: Find Next; Change,
then Find; or Change All. If you selected a section of your document to make
changes in, choose Change Selection. For an explanation of these options, see
the list that follows.

Write displays a dialog box telling you when a search is complete. If there are
no occurrences of the text in the document, Write displays a message telling
you that it could not find the search text.

7. Choose Close from the Control menu (or press ESC) to close the Change dialog
box.

The following list describes the options available when you choose the Change

command:

Use this option To do this

Find Next Find the next occurrence of the search text. If you want
to manually edit the text, click the text (or press
ALT + F6) to switch to the document.

Change, then Find Change the currently selected search text and then find

the next occurrence. If no text is selected, choosing this
option finds the first occurrence of the search text.
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Use this option To do this

Change Change the currently selected search text. Write then
waits for instructions.

Change All Automatically change all occurrences of the search text
in the document.

Change Selection Automatically change all occurrences of the search text
in the selected section of the document. The Change All
button changes to Change Selection when you select a
section of text in your document.

Using the Repeat Last Find Command

You do not have to keep the Find or Change dialog box on the screen throughout
the entire search. You can use the Repeat Last Find command on the Search menu
to continue a search after finding the first occurrence of search text. You cannot,
however, make automatic changes to text if you use Repeat Last Find to find text.

> To repeat the last find:

1. Use Find or Change to find the first occurrence of the search text.
2. Close the Find or Change dialog box.

3. Change the search text, if necessary.
4

. Choose Repeat Last Find from the Search menu to find the next occurrence of
the search text.

Or press F3 to quickly choose Repeat Last Find.

Inserting Optional Hyphens

As you look over the text in your document, you may occasionally see a large gap
at the end of a line where a long word has been wrapped to the beginning of the
next line. You can eliminate such gaps at the end of a line by inserting optional
hyphens in long words to specify correct hyphenation points. Write then uses one
of these hyphenation points to break these words at the end of a line. Optional
hyphens are invisible unless they appear at the end of a line.



232 Editing a Document

> To insert optional hyphens in a word:

O Press CTRL + SHIFT + HYPHEN (-) at each desired hyphenation point.

If you type a normal hyphen at the end of a line of text, Write will always break
the line at that hyphen.

Editing Pictures in Write

You can cut and copy text and graphics from other Windows applications and
paste them into your Write documents using the Clipboard. See Chapter 2, “Basic
Skills,” for more information about transferring information between Windows
applications using the Clipboard.

When you paste a picture or graph into Write, it always appears at the left margin.
If you paste a picture that was created using colors, the colors are converted to
black and white. You can select the picture and move it horizontally or change its
size. You can also select the picture and cut, copy, or paste it just as you would the
text in the document.

Write displays pictures in a screen resolution that is appropriate for the printer you
have selected. Because of differences in screen and printer resolutions, pictures
may seem slightly distorted on the screen. However, when you print a picture in a
Write document, the resolution will be correct.

Moving a Picture

You can move a picture horizontally in a document by using the Move Picture
command on the Edit menu.

> To move a picture:

1. Click the picture to select it.
Or use UP ARROW and DOWN ARROW to move the insertion point to the picture.
2. Choose Move Picture from the Edit menu.

A square cursor appears in the center of the picture and a dotted frame sur-
rounds the picture.

3. Without pressing the mouse button, move the cursor right or left to move the
dotted frame.

Or press RIGHT ARROW or LEFT ARROW to move the dotted frame.
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You can press ESC if you want to cancel the move.

4. When the frame is where you want it, click the mouse button.
Or press ENTER.

If you are not satisfied with the position of your picture after clicking the mouse

button or pressing ENTER, you can choose Undo from the Edit menu to return the
picture to its original position.

HINT  You can also use the formatting commands (Left, Centered, Right) from the
Paragraph menu to move a picture.

Changing the Size of a Picture

You can enlarge or reduce a picture in Write with the Size Picture command on
the Edit menu.

To change the size of a picture:

1. Click the picture to select it.
Or use UP ARROW and DOWN ARROW to move the insertion point to the picture.

2. Choose Size Picture from the Edit menu.

A square cursor appears in the center of the picture and a dotted frame sur-
rounds the picture.

3. Without pressing the mouse button, move the cursor until it rests halfway
across the left side, right side, or bottom of the frame.

Or press LEFT ARROW, RIGHT ARROW, or DOWN ARROW to move the cursor.

To change the length and width of the picture at the same time, move the cur-
sor halfway across a lower corner of the dotted frame.

4. Move the cursor in the direction you want to enlarge or reduce the picture.
Press a DIRECTION key to move the cursor using the keyboard.
If you are not satisfied with the size of your picture, press ESC to return the
picture to its original size.

5. When the frame is the size you want, click the mouse button.
Or press ENTER.

If you are not satisfied with the size of your picture after clicking the mouse button
or pressing ENTER, you can choose Undo from the Edit menu to return the picture
to its original size.
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HINT  The lower-left corner of the Write window displays sizing information in the form of
xand ylocation values. [t is best to keep the xand y values the same and to position the
frame at whole rather than fractional numbers (for example, 5 rather than 5.5). This will pre-
vent distortion of the picture.

Breaking a Document into Pages

When you finish editing your document, you might want to see where Write pro-
poses to break the document into pages for printing. You can have Write break a
document into pages at any time.

Breaking Pages Automatically

When Write automatically breaks your document into pages, it prevents a single
line in a paragraph from being printed by itself at the top or bottom of a page. By
breaking a document into pages before printing, you can see where automatic page
breaks will occur and decide where you might want to put manual page breaks,
which tell Write to start a new page at a place that you designate.

By breaking a document into pages before printing, you can also make sure that
manual page breaks are still in the right place after you edit a document. You can
choose to confirm or change each page break as Write creates it.

[> To break a document into pages automatically:

1. Choose Repaginate from the File menu.
The Repaginate Document dialog box appears.

...........................................................

Cancel

2. If you want to approve each page break as Write creates it, select the Confirm
Page Breaks box. See “Confirming Page Breaks” later in this chapter for more
information.

3. Choose OK.

As Write breaks the document into pages, the page numbers appear in the page
status area at the lower-left corner of the window.
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The page breaks that Write automatically assigns to the document look like the
arrows in the following illustration:

Write - (Untitled) : v|a
File Edit Search Character Paragraph Document Help

Bathrooms that sparkle can be a real plus. You should check and double-

check them.

» Bedrooms are important focal points. You will find it worth the effort

to keep them neatly arranged.

These arrows indicate the first new line of each page.

Breaking Pages Manually

If you know you want a page to end or begin at a certain place, you can insert a
manual page break at any time.

[> To insert a manual page break:

1. Position the insertion point where you want the page break to occur.
2. Press CTRL + ENTER.
A dotted line appears in the document to show where you inserted the page

break.
Manual page break
= ; ed v|a
File Edit Search Character Paragraph Document Help
critical prospect can concentrate on major considerations. Loose door il
N knobs and sticking drawers or doors can distract the buyer as vell.

First impressions are important. You should keep the lawn trimmed and
edged, cultivate flower beds, and remove all refuse or clutter from the
yvard. sidewalk. and porches.

You should pay special attention to the kitchen when preparing the home
for sale. Shining ovens, ranges, and appliances will catch the buyer's
eye and make a good impression. Keeping the counters and sink cleared
and neat makes the kitchen look spacious. Colorful curtains in harmony
with the counter tops and floors add appeal as well.
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Manual page breaks can be selected, deleted, or copied just like any other
character in a document.

Confirming Page Breaks

If you select the Confirm Page Breaks box in the Repaginate Document dialog
box, Write stops at each page break that it proposes to insert and any page breaks
that you inserted manually. The following dialog box appears every time Write
stops at a page break that it proposes to insert:

~ Write proposes to break the page here.

=] Write - (Untitled) [~]]
{ File Edit Search Character Paragraph Document Help :

with the counter tops and floors add appeal as well.

Bathroons that sparkle can be a real plus. You should check and double-

check them.

M Bedroons are important focal points. ¥ou will find it worth the effort

to keep them neaf= Repaginating Document

Use up and down butt - -

to move page break Iﬂm_l
if necessary,
Closets look lar then confirm. . hats. and

other articles af - - a

L You can confirm the page
break or move it.

You can move an automatic page break up from where Write proposes to put it,
but you cannot move it down. The Down button in the dialog box allows you to
move the page break down only if you previously moved it up.

Each time Write stops at a manual page break, it displays a dialog box so that you
can confirm or remove the manual break.
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Formatting Your Document

When you format your Write document, you determine how you want the docu-
ment to look. You can determine the appearance of characters throughout the
document, the spacing and alignment of lines in each paragraph, and the page
layout for the entire document. Most of the formats you choose look the same on
your screen as in the printed document.

Formatting Characters

The commands on the Character menu control how you format the characters in
your document. You can format characters by:

+ Using different character styles, such as bold, italic, and underline.

» Creating superscripts and subscripts.

+ Using different fonts and font sizes.

Choosing one of the Character-menu commands affects text that is currently

selected or text that you are about to type. A new paragraph will have the same
character formatting as the previous paragraph.

Write usually displays the same character formats that you will see when you print
your document. If your printer cannot print a certain font, point size, or character
style, Write attempts to match the selected character format as closely as possible.

Write saves character formats when you save your document. Write also transfers
character formats when you move or copy formatted text to other parts of the same
document or to another Write document.

Applying Character Styles

Character styles add emphasis to text by making it bold, italic, or underlined. You
can apply more than one style to the same characters. For example, you can bold,
italicize, and underline the same text.

P> To format existing text in bold, italic, or underline:

1. Select the text you want to format.

2. Choose the style you want to use from the Character menu.
The selected text changes to the format that you chose.
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L

D> To format text that you are about to type in bold, italic, or underline:

1. Choose the style you want to use from the Character menu.

2. Type your text.
The text appears in the format that you chose.

> To cancel a character style:

1. Select the text for which you want to cancel the character style.

2. Choose the style from the Character menu again.
The checkmark next to the style on the menu disappears.

If you want to cancel all styles used in a selected portion of text, choose Normal
from the Character menu.

Creating Superscripts and Subscripts

Superscript and subscript characters appear slightly above or below other text.
They are also scaled to a smaller size.

[=] Write - [Untitled) v[a
File Edit Search Character Paragraph Document Help

+

Amino acids contain the amino group NHp.
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L Subscript
L Superscript

> To format text as superscript or subscript:

1. Select the text you want to format as superscript or subscript.

2. Choose Superscript or Subscript from the Character menu.
Write repositions the text you selected.
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Using Fonts

A font is a graphic design applied to all text, numerals, and other characters. If
possible, Write displays the same fonts and sizes that you will see when you print
your document. If Write cannot exactly match the selected font on the screen, it
substitutes a font that resembles the selected font as closely as possible. Whenever
Write uses a substitute font in your document, it still uses the correct line and page
breaks.

The Character menu contains the names of up to three fonts as well as commands
to reduce or enlarge fonts. If more than three fonts are available for use, you can
see the additional font names by choosing the Fonts command to display the Fonts
dialog box. If you use the fonts in the Fonts dialog box more than those on the
Character menu, the font names on the Character menu automatically change to
the font names you use most often.

The currently selected printer determines the fonts that are available. If you plan to
print the document on a printer other than the currently selected printer, you must
set up the other printer using either Control Panel or Write’s Printer Setup com-
mand. Then you can use its fonts for text in your document. For more information
about fonts and the default printer, see Chapter 5, “Control Panel.”

Changing Fonts and Font Sizes

When you start typing text in a new document, Write uses the standard font for the
default printer. If you want to use a different font, you can choose one of the font
names displayed on the Character menu or in the Fonts dialog box.

> To change to a font displayed on the Character menu:

o Choose the font name from the Character menu.

[> To change the font size by using the Character menu:

O Choose the Reduce Font command or the Enlarge Font command from the
Character menu.

When you choose Reduce Font or Enlarge Font, Write changes the font size to the
next smaller or larger size. The sizes are determined by Write, independent of the

default printer. If you choose Reduce Font or Enlarge Font and the default printer

does not support the next smaller or larger size, the text you type does not change

size on the screen.
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If you want to change the font or font size for text that is already typed, you must
select the text before you choose the new font or size. The Character menu dis-
plays a checkmark, the font size, and the font name if the entire selected region
contains only one font and font size. Items that differ in the selected region are not
displayed.

[> To change a font or font size with the Fonts command:

1. Choose the Fonts command from the Character menu.
The Fonts dialog box appears.

Font Name:
[Helv]

Fonts: 3
Courier -

[ 8 [¢]
Tms Rmn

2. In the Fonts box, select the name of the font you want to use.

Or type the name of the font in the Font Name box.

3. In the Sizes box, select a size for the font.
Or type the new size in the Point Size box.

4. Choose OK.

If you enter a font size that cannot be printed on the default printer, Write does
not change the size of text on the screen.

Formatting Paragraphs

The format of a paragraph includes the alignment, spacing, and indentation of the
lines in the paragraph. A new paragraph starts out with the same format as the pre-
vious paragraph. For example, if you are typing a paragraph that is double-spaced
and press ENTER to start a new paragraph, the text you type in the new paragraph
will also be double-spaced.

You can use either the Ruler or the commands on the Paragraph menu to change
the format in each paragraph of a document. Before choosing a command from the
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Paragraph menu, position the insertion point inside the paragraph you want to for-
mat. If you want to format more than one paragraph at the same time, select all the
paragraphs you want to format.

Displaying the Ruler
If you have a mouse, you can change paragraph formats using the Ruler.

> To display the Ruler:

o Choose Ruler On from the Document menu.
The Ruler appears at the top of the Write window.

Left indent marker (with first-
line indent marker on top)

- e ed v|a
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Line spacing Alignment Right indent
icons icons marker

Tab icons

(for setting tab stops

in your documents)

> To hide the Ruler:

o Choose Ruler Off from the Document menu.

The following sections explain the different ways in which you can format your
paragraphs. They also explain how to use the Ruler to create each format.

Adding and Removing Paragraph Marks

A paragraph mark is not a visible character in a document, but it invisibly marks
the end of a paragraph or a blank line.
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[> Toadda paragraph mark:

. Press ENTER after typing the last character in a paragraph.
2. If you want a blank line between paragraphs, press ENTER again.

Although there is no visible character for the paragraph mark, you can select,
delete, copy, and move a paragraph mark just as you do other characters.

You can select individual paragraph marks, as shown in the following illustration.

Paragraph marks selected

= Write - (Untitled) - [a
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correct small items. a critjcal prospect can concentrate on major
considerations. Loose doorlknobs and sticking drawers or doors can
N ﬁistract the buyer as well

First impressions are important. You should keep the lawn trimmed and
edged, cultivate flower beds, and remove all refuse or clutter from the
yard, sidewalk, and porches.

You should pay special attention to the kitchen when preparing the home
for sale. Shining ovens, ranges. and appliances will catch the buyer's
eye and make a good impression. Keeping the counters and sink cleared
and neat makes the kitchen look spacious. Colorful curtains in harmony
with the counter tops and floors add appeal as well.

Or you can make a selection that includes both text and paragraph marks.

Paragraph marks included in selection
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correct small items, a critical prospect can concentrate on major
considerations. Loose door knobs and sticking dravers or doors can
\\ distract the buyer as well.

First impressions are important.
edge cultivate flower be
yard, sidewalk, and porches.

You should keep the lawn trimmed and
and remnove all refuse or clutter from the

N

TYou should pay special attention to the kitchen when preparing the hone
for sale. Shining ovens, ranges, and appliances will catch the buyer's
eye and make a good impression. Keeping the counters and sink cleared
and neat makes the kitchen look spacious. Colorful curtains in harmony
with the counter tops and floors add appeal as well.

When you copy or move a paragraph, include the paragraph mark in the selection
to keep the paragraph formats with the paragraph.
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> To remove a paragraph mark:

1. Place the insertion point at the beginning of the paragraph following the mark
you want to remove.

2. Press BACKSPACE.
If your paragraphs have a blank line between them, press BACKSPACE twice.

Changing Paragraph Alignment
You can align a paragraph in any of the following ways:

* At the left margin
* At the right margin
* Justified between both margins

* Centered between both margins

> To change the alignment of a paragraph:

1. Place the insertion point inside the paragraph you want to change.

2. Choose the alignment command you want to use from the Paragraph menu.
Write realigns the paragraph according to the command you chose.

> To change paragraph alignment by using the Ruler:

1. Place the insertion point inside the paragraph you want to change.

2. Click the appropriate paragraph-alignment icon above the Ruler.

Changing Paragraph Line Spacing

You can change the line spacing in a paragraph to single-spacing, one and one-half
line spacing, or double-spacing.

> To change line spacing:

1. Place the insertion point inside the paragraph you want to change.

2. Choose a line spacing command from the Paragraph menu.
The line spacing in the selected paragraph changes to reflect your menu choice.
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> To change line spacing with the Ruler:

1. Place the insertion point inside the paragraph you want to change.

2. Click the appropriate linespacing icon above the Ruler.

Changing the Indentation of a Paragraph

When you first type a paragraph into Write, the text fills the area between the left
and right margins. You can indent an entire paragraph from the left or right mar-
gin, or you can indent just the first line of a paragraph from the left margin.

Indenting the lines of a paragraph differs from changing the left or right margins
for a paragraph. Write indents paragraph lines from the current margin setting.
You should set the margins that you want to use for your paper size first (or use
the standard settings provided by Write) and then indent the paragraphs of your
document. For more information about margins, see “Changing the Page Layout”
later in this chapter.

> To change the indentation of a paragraph:

1. Place the insertion point inside the paragraph you want to change.

2. Choose the Indents command from the Paragraph menu.
The Indents dialog box appears.

Left Indent: ‘__I

First Line:

iight Indent:

3. Type a measurement for any indentation you want to change.

The measurement can be in inches or centimeters, depending on the Measure-
ments setting in the Page Layout dialog box. See “Changing the Page Layout”
later in this chapter for more information.

4. Choose OK.

> To change the indentation of a paragraph by using the Ruler:

1. Place the insertion point inside the paragraph you want to change.
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2. Drag the appropriate indent marker to a new position on the Ruler.

_ Left indent marker
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The indents you create with the Ruler are reflected in the Indents dialog box.

Creating a Hanging Indent

You can also use the Indents command to create a hanging indent. In a paragraph
with a hanging indent, the first line extends farther to the left than the rest of the
paragraph as would happen in a numbered or bulleted list.

=] Write - TESTWRLWRI
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P> To create a hanging indent:

1.

Place the insertion point inside the paragraph in which you want to create the
hanging indent.

Choose the Indents command from the Paragraph menu.

3. Enter a positive number in the Left Indent box to set the indentation for the

entire paragraph.
Enter a negative number in the First Line box to set the indentation for the first
line.

Both measurements can be in inches or centimeters, depending on the Measure-
ments setting in the Page Layout dialog box. See “Changing the Page Layout”
later in this chapter for more information on these settings.

Choose OK.

The selected paragraph is reformatted according to the measurements you
entered.

Formatting a Whole Document

The commands on the Document menu affect the document as a whole. When you
start a new document, it is automatically formatted to look like the document in
the following illustration:

Header

[

1

Text

Margins

Footer
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Commands on the Document menu affect the following parts of a document:
* A header is text that appears at the top of every page. The standard position of
the header is .75 inch from the top of the page at the left margin.

* A footer is text that appears at the bottom of every page. The standard position
of the footer is .75 inch from the bottom of the page at the left margin.

+ Text s single-spaced and aligned at the left margin without any indentations.

* The standard margins allow 1 inch of space at the top and bottom of the docu-
ment and 1.25 inches at the left and right edges.

Using Headers and Footers

You can have one header and one footer in each Write document. Using the

Header or Footer commands, you can:

 Enter the text you want to use as a header or footer.

* Include page numbers in the printed document.

+ Start the header or footer on the first or second page of the document.

* Change the distance between the header or footer and the top or bottom of the
page.

> To add a header or footer:

1. Choose Header or Footer from the Document menu.

A blank Header or Footer document window and the Page Header or Page
Footer dialog box appear.
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~ The Header _ The Page Header
document window dialog box
=] ADER v|a
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Type the text for the header or footer in the blank document window.

You can format the text as you would any other text. For example, if you want
to center the text, choose Centered from the Paragraph menu before or after
you type the text.

If you make a mistake, you can use BACKSPACE to correct the last few char-
acters typed, or you can choose the Clear button in the Page Header or Page
Footer dialog box to erase all the text in the document window and start over.

Click the Page Header or Page Footer dialog box.
Or press ALT + F6 to select the dialog box.

Type a measurement in the Distance from Top or Distance from Bottom box if
you want to change the distance between the header or footer and the edge of
the page.

The measurement can be in inches or centimeters, depending on the Measure-
ments setting in the Page Layout dialog box. See “Changing the Page Layout”
later in this chapter for more information on these settings.

Select the Print on First Page check box if you want the header or footer to
appear on the first page of the printed document.

Otherwise, the header or footer starts on the second page.

Choose the Insert Page # button to print page numbers in the document. See
the following section for more information about using page numbers.
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7. When you finish setting up your header or footer, choose Return to Document.
Or press ESC to return to your document.

When you print your document, you will see the headers and footers. They do not
appear on the screen.

To use page numbers in headers or footers:

1. Depending on where you want your page numbers to appear, choose Header or
Footer from the Document menu.

2. Type any text that you want included with the page number in the Header or
Footer window.

3. Move the insertion point to where you want the page number to appear on the
line. (Choose Centered or Right from the Paragraph menu to quickly center or
right justify the header or footer.)

4. Click the Page Header or Page Footer dialog box.
Or press ALT + Fé6 to select the dialog box.

5. Choose Insert Page #.
Choosing this button inserts (page) in the document window at the location of
the insertion point.

6. Select the Print on First Page check box if you want a page number to appear
on the first page of the printed document.
If you want your first page to be a cover page without a number, do not select
the Print on First Page check box.

7. Choose Return to Document.

When you print your document, consecutive page numbers appear on the printed
pages.

Setting Tabs

Write has tabs preset at every half inch. You can use these preset tabs to create a
column of items aligned to the left. Preset tabs do not appear in the Tabs dialog
box or on the Ruler.

You can easily set your own tabs for lists or tables by using the Tabs command on
the Document menu or by using the Ruler. Tabs that you set override the preset
tabs. You can set up to 12 tabs—either left-aligned tabs or decimal tabs. Decimal
tabs let you create a column of numbers that line up on their decimal points.
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[> To set tabs:

1. Choose Tabs from the Document menu.
The Tabs dialog box appears.

Type a measurement for a tab you want to set.
Select this box to create a decimal tab.

Positions: r I l | I ' J
Decimal: . O. O. 0. a. O.
Positions: [ j l L l L J
Decimal: a. 0. . . . O.

[ ok ] | Cancel | Clear ’5'4,

2. Select a position box.
Press TAB to move to a position box using the keyboard.

3. Type a measurement.

This will be the location of the tab stop from the left margin. The number can
be in inches or centimeters, depending on the Measurements setting in the
Page Layout dialog box. See “Changing the Page Layout” later in this chapter
for more information on these settings.

4. If you want a decimal tab, select the Decimal box below the measurement you
type.
5. Choose OK.

The tabs you set in the Tabs dialog box also appear on the Ruler.

HINT When you type text at a decimal tab stop, the characters you type are inserted to
the left of the tab stop until you type a decimal point. The decimal point is inserted at the tab
stop, and any additional characters you type are inserted to the right of the decimal point.
You can use a decimal tab to line up text to the right, as long as you don’t use more than
one period in the text.
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> To delete a tab:

1. Choose Tabs from the Document menu.
The Tabs dialog box appears.

2. Select the position box for the tab you want to delete and remove the measure-
ment there.

To delete all tabs at once, choose the Clear All button.

> To set tabs with the Ruler:

1. Click the appropriate tab icon above the Ruler.

Left-aligned tab icon
[ Decimal tab icon
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2. Click the Ruler where you want to set the tab.
You can also drag an existing tab marker to a new position.

The tabs you set with the Ruler appear in the Tabs dialog box.

> To delete a tab using the Ruler:

O Drag the tab marker you want to remove down and off the Ruler.
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Changing the Page Layout

When printing a document, Write automatically:
« Uses inches in measurements.

» Uses 1-inch top and bottom margins.

¢ Uses 1.25-inch side margins.

* Numbers the first page as page 1.

You can use the Page Layout command on the Document menu to change these
settings.

> To change the page layout settings for a document:

1. Choose Page Layout from the Document menu.
The Page Layout dialog box appears.

Start Page Numbers At: E
Margins:
Top: ] Botom [1© ]
Measurements:

@ inch Ocm

2. If you want to start numbering your document with a number other than page
1, type the number with which you want to start in the Start Page Numbers At
box. This number appears on the first page of your document if you have a
page number in your header or footer. See “Using Headers and Footers” earlier
in this chapter.

3. In the Margins boxes, type the margins you want to use.

4. Select the cm option if you want to use metric measurements.

5. Choose OK.

If you enter a starting page number, Write adjusts the page numbers displayed in

the lower-left corner of the window. Write also uses the adjusted page numbers for
the Go to Page command on the Search menu.
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Managing Write Files

Working with Write files is much the same as working with any other Windows
file. If you have not already done so, read Chapter 2, “Basic Skills,” for infor-
mation about opening and saving Windows files, and Chapter 4, “File Manager,”
for information about managing Windows files.

The maximum size of a Write file is limited only by the amount of memory in
your computer. Windows automatically assigns the extension .WRI to a document
you create using Write and saves the document as a Write file. If you prefer, you
can choose to save your document in one of several other formats. You can also
open and work with files that were not created using Write. The following sections
discuss these topics.

Opening a Microsoft Word Document

If you want to use Write to work with a Microsoft Word document, you must first
convert the Word document to the Write format.

When you start to open the Word document file from Write, the Write dialog box

appears asking whether or not you want to convert the text to the Microsoft Write
format.

[> To convert a Word document to the Write format:

o Choose the Convert option in the Write dialog box.

Opening a Windows Text File

Most text files created with Windows applications are in ANSI format, which

is the same format used for Write document files. When you start to open a
Windows text file from Write, the Write dialog box appears, but you do not need
to convert Windows text files.

> To avoid converting a Windows text file:

o Choose the No Conversion option in the Write dialog box.

HINT 1 you make a mistake in selecting Convert or No Conversion, simply quit Write
without saving the file. Your file will be restored to its original status.



254 Managing Write Files

Opening a Non-Windows Text File

Most text files created outside Windows are not in ANSI format. You must con-
vert these files to the Write format.

When you start to open a non-Windows text file from Write, the Write dialog box
appears.

[> To convert a non-Windows text file to the Write format:

o Choose the Convert option in the Write dialog box.

CAUTION  Be sure you back up a file before you convert it to the Write format. Also, do
not convert any files that are not purely text files. In binary files, ASCII characters above 127
might be related to the program that created the file and, therefore, cannot be converted.
Other files may contain control characters that should not be converted.

Saving a Document

When you are working with a Write document—especially a large document—
you should save your document often. Doing so helps Write perform faster and
minimizes lost work if there is a power failure.

You have four formatting choices when you save a Write document:

Use this format To save your document as

The standard proposed A Write-formatted document. When you first save

by Write (.WRI) the file, Write adds the extension .WRI to the
filename.

Text Only A Windows ANSI text file. You might want to use

this option if your document is a program or will be
telecommunicated. See Chapter 9, “Terminal,” for
more information.

Microsoft Word Format A Microsoft Word document. Do not use this
format if you have any pictures in your document
because they will disappear.

Text Only and An unformatted Microsoft Word text file.
Microsoft Word Format
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Making a Backup Gopy

You can automatically make a backup copy of a Write file when you save the file.

[> To make a backup copy:

o Select the Make Backup check box in the File Save As dialog box.

Thereafter, Write makes a backup copy each time you save an edited document.

If you save your document as a Write file, Write assigns the backup copy the
extension .BKP. If you save your document as a Microsoft Word file, Write
assigns the backup copy the extension .BAK.

If, before making a backup, you delete the extension from the filename of a Write
document and save it in Microsoft Word format, the document and its backup are
given the extensions .DOC for the document now in Word format and .WRI for
the backup copy. This is the original version of the document in Write format.

Similarly, if you delete the extension of the filename from an existing Word docu-
ment and save it in Write format, the document and its backup are given the exten-
sions .WRI for the document now in Write format and .DOC for the backup copy.

This is the original version of the document in Word format.

Printing a Document

If you have connected and installed a printer, you can print your Write documents.
Chapter 5, “Control Panel,” describes how to install a printer.

[> To print a document:

1. Make sure the document is displayed in the Write window.

2. Choose Print from the File menu.
The Print dialog box appears.
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3. Select the options you want to use. (See the following list for more information
about these options.)

4. Choose OK.
A dialog box appears telling you that Write is printing your document.

The following list describes how to use the options in the Print dialog box:

Use this option To do this

Copies Tell Write the number of copies you want to print. The
standard setting is 1.

All Pages Print all the pages in your document. This is the standard
setting.

From/To Pages Print a range of pages. After you select this option, type
page numbers in the From and To boxes.

Draft Quality Quickly print an unformatted copy of the text in your docu-
ment. Pictures print as empty boxes when you select Draft
Quality.

When printing, Write uses the margin settings in the Page Layout dialog box. If
you want to position your document differently on the page, you can use the Page
Layout command on the Document menu to change these settings. See “Changing
the Page Layout” earlier in this chapter for more information.
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Changing Printers and Print Option Settings

Write prints your documents on the default printer. If you have other printers
installed and assigned as active printers, you can make any of these active printers
the default printer using the Printer Setup command on the File menu. If you want
to print to an installed inactive printer, you must use Control Panel to make the
printer active. For more information, see Chapter 5, “Control Panel.”

P> To change printers:

1. Choose Printer Setup from the File menu.
The Printer Setup dialog box appears with a list of all the active printers.

2. Select from the Printer box the name of the printer to which you want to
change.

If you want to change the print options for the selected printer, choose Setup.
See Chapter 5, “Control Panel,” for information on print options.

3. Choose OK.

Write now automatically prints to the newly selected printer.

When you change printers, the appearance of your document may change on the
screen. This is because Write applies the fonts and character formats available
with the default printer. These changes may affect the line breaks and page breaks
in the document. Use the Repaginate command to see the new page breaks. See
“Breaking a Document into Pages” earlier in this chapter for more information.
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Drawing with a Mouse or the Keyboard

With Microsoft Windows Paintbrush™, you can create simple or elaborate color
drawings. Unlike the other Windows accessories, Paintbrush makes use of both
mouse buttons. When you need to use the right mouse button, the instructions in
this chapter specify that button. If no button is specified, you should use the left
mouse button—the one most commonly used. If you used Control Panel to reverse
your mouse buttons, you should use the left mouse button when the instructions
specify the right.

In Paintbrush, you will probably find that it is much easier to create your drawings
using a mouse. For this reason, the instructions in this chapter are directed toward

mouse users. If you do not have a mouse or prefer using the keyboard, use the fol-
lowing keys when the instructions tell you to click, double-click, or press a mouse

button:

Press this key or
For this mouse action key combination
Click or press the left mouse button INSERT
Click or press the right mouse button DELETE
Double-click the left mouse button F9 + INSERT
Double-click the right mouse button F9 + DELETE

See “Moving Around in a Large Drawing” later in this chapter for more infor-
mation about using the keyboard.

The Paintbrush Window

> To start Paintbrush:

1. Choose the Accessories Group from the Program Manager window.
2. Double-click the Paintbrush icon.
Or select the Paintbrush icon and choose Open from the File menu.
The following Paintbrush window appears.
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In the Paintbrush window, you see the following items:

The drawing area is where you create your Paintbrush drawings. The size

of the drawing area varies, depending on your video display. If you do not
have enough memory available to create a drawing equal to the size of your
drawing area, you will see a small drawing area in the upper-left corner of the
Paintbrush window. You need to free some of your computer’s memory before
Paintbrush can create the larger drawing area.

You can also override the default size by using the Image Attributes command
from the Options menu. See the following topic, “Determining the Size of
Your Drawing Area,” for more information.

The cursor indicates where a line or other object appears when you start
drawing in the drawing area, or what you are pointing to outside the drawing
area. The cursor moves as you move your mouse (or press TAB or a DIRECTION
key). Inside the drawing area, the cursor’s shape changes, depending on which
tool you are using. Outside the drawing area, the cursor always appears as an
arrow.

The Toolbox contains the tools that you use to create your drawing. The tools
allow you to draw, fill, airbrush, erase, enter text, and rearrange the items in the
drawing area.
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 The Palette contains the colors and patterns available for use in the background
of the drawing area and with the drawing tools.

» The Linesize box contains the available drawing widths.

HINT If you are using the keyboard, use TAB and SHIFT+TAB to move between the different
areas of the Paintbrush window.

Determining the Size of Your Drawing Area

The first time you start Paintbrush, it establishes a standard size for a drawing area
based on your type of video display and the amount of memory available. If you
want to create a drawing that is larger or smaller than the standard size established
by Paintbrush, you can change the standard drawing size.

> To change the standard drawing size:

1. Choose Image Attributes from the Options menu.
The Image Attributes dialog box appears.

= ~ Image Attributes I
Units
@ in
Ocm
Q pels

Width: [EEE

Height:

Colors
@® Black and White
O Colors

Cancel

f

Default

2. Enter the new width and height measurements you want to use for your
drawing.

If necessary, make changes to the other options in the dialog box. See the list
that follows for an explanation of each of the options.

3. Choose OK.

4. Choose New from the File menu to open a new drawing using the new
standard size.
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Paintbrush now uses the new settings in the Image Attributes dialog box each time
you start Paintbrush.

HINT To start a new Paintbrush drawing quickly, double-click the Eraser tool in the
Toolbox. (If you are using the keyboard, move the cursor to the Eraser tool; then press

F9 + INSERT.) For more information about using the Eraser tool, see “The Eraser” later in this
chapter.

The following list explains how to use the settings in the Image Attributes dialog
box:

Use this option To do this

Width Change the width of the drawing you want to create.
Height Change the height of the drawing you want to create.
Units Select the unit of measurement you want to use when you

enter the width and height of your drawing. The standard
setting is inches (in). You can also choose to work with
centimeters (cm) or picture elements (pels, also known as
pixels)—the smallest unit on the screen.

Colors Choose whether you want to work in black and white or
color.

Default Return the size of the drawing area to the original size
established by Paintbrush to accommodate your video
display.

NOTE You should keep in mind that the larger the drawing and the more colors you use,
the more memory required. If you plan to print your drawing at printer resolution, be sure
that you enter the correct dimensions (in pixels) for the printed drawing in the Image
Attributes dialog box. Also, be sure that the dimensions you specify are in proportion to the
current screen dimensions of the drawing. Because printing at printer resolution requires
more memory, you cannot print as large a drawing as you can at screen resolution.

Enlarging the Drawing Area

You can remove the Toolbox, Linesize box, and Palette from the Paintbrush win-
dow to increase the size of the drawing area. You can still use the selected tool,
drawing width, and color as well as the menu commands when the Toolbox,
Linesize box, and Palette are not visible on the screen.
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> To remove the Toolbox and Linesize box from the drawing area:

o Choose Tools and Linesize from the View menu.

The Toolbox and Linesize box disappear from the Paintbrush window, and the
checkmarks next to Tools and Linesize on the View menu also disappear. To
return the Toolbox and Linesize box to the window, choose Tools and Linesize

again,

> To remove the Palette from the drawing area:

o Choose Palette from the View menu.

The Palette disappears from the Paintbrush window, and the checkmark next to
Palette on the View menu also disappears. To return the Palette to the window,
choose Palette from the View menu again.

Moving Around in a Large Drawing

If you create a drawing that is larger than the size of the drawing area, you can use
the scroll bars to move around in the drawing using a mouse. If you are using the
keyboard, the following table shows the keys you can use to move around in the

drawing:

Use this key or key combination

To move

HOME

END

PAGE UP

PAGE DOWN

SHIFT + UP ARROW
SHIFT + DOWN ARROW
SHIFT + HOME

SHIFT + END

SHIFT + PAGE UP
SHIFT + PAGE DOWN
SHIFT + LEFT ARROW
SHIFT + RIGHT ARROW

To the top of the drawing area

To the bottom of the drawing area
Up one screen at a time

Down one screen at a time

Up one line at a time

Down one line at a time

To the left edge of the drawing area
To the right edge of the drawing area
Left one screen

Right one screen

To the left one space

To the right one space
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Viewing Your Drawing

To see more of your drawing, you can remove everything from the screen except
your drawing. You can also compact your drawing so that all of it fits inside the
current drawing area.

Showing the Entire Screen

The View Picture command on the View menu displays as much of your drawing
as fits on the entire screen by removing everything but your drawing from the
screen. Because the menus, Toolbox, Palette, Linesize box, and even the cursor
disappear when you choose View Picture, you cannot edit your drawing in any
way.

> To use the entire screen to display your drawing:

o Choose View Picture from the View menu.

HINT To clear the entire screen quickly of everything except your drawing, double-click
the Pick cutout tool in the Toolbox. (To choose the Pick cutout tool using the keyboard,
move the cursor to the Pick cutout tool; then press F9 + INSERT.)

> To cancel the View Picture command:

o Click the mouse button.
Or press ESC.

The screen returns to its normal state.

Zooming Out

If you create a drawing that is larger than the drawing area and the entire screen, it
is still possible to see all of the drawing on the screen at one time.

> To display an entire drawing that is larger than the drawing area:

o Choose Zoom Out from the View menu.
Zoom Out shrinks the entire drawing to fit into the drawing area.

While using Zoom Out, you can cut, copy, and paste parts of your drawing called
cutouts. You create a cutout using either the Pick or Scissors cutout tool (see



Chapter 8 Paintbrush 269

“Editing Your Drawing” later in this chapter for more information). You cannot,
however, add anything new to a drawing in Zoom Out by using the drawing tools.

> To cancel the Zoom Out command:

0 Choose Zoom In from the View menu.
Or press ESC.
The drawing returns to normal resolution size.

When you use Zoom Out to view a drawing, you might lose some of the line detail
in the drawing. Generally, the larger the size of your original, the greater the
amount of line detail that you lose when Paintbrush shrinks the drawing. You see
this loss of detail only in the compacted version of the drawing. It does not affect
your full-size drawing.

Creating a Simple Drawing

To create a simple drawing:

Select a background color.
Select a foreground color.
Select a drawing width.
Select a drawing tool.

Draw your picture.

A O o

Edit your picture.

The following topics describe each of these steps.

Selecting Background and Foreground Colors

One of the first things to decide when you create a drawing is what color you want
to use for the background and what color you want to start drawing with (the fore-
ground color). You select your background and foreground colors from the Palette.

You can change the foreground color at any time while creating a drawing. You
can also change the background color at any time and, by doing so, create special
effects with tools and commands that use the background color to draw. For
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example, you can create shadows around different pieces of text in a drawing
using various colors.

You can change the background color used throughout an entire drawing only by

choosing the color and then choosing New to start a new drawing.

The Selected Colors box shows the

| colors that are currently selected.

The selected foreground color
The selected background color

When you start Paintbrush, the selected background color is white and the selected
foreground color is black.

> To select a different background color or pattern:

o Point to the color or pattern in the Palette and click the right mouse button.

Or press TAB to reach the Palette and then use the DIRECTION keys to move the
cursor to the color and press DELETE.

The Selected Colors box shows the color you selected.

If you now choose New from the File menu, Paintbrush opens a new document
with the newly selected background color or pattern in the drawing area.

> To select a different foreground color or pattern:

o Point to the color or pattern in the Palette and click the left mouse button.

Or press TAB to reach the Palette and then use the DIRECTION keys to move the
cursor to the color and press INSERT.

The Selected Colors box shows the color you selected.

Selecting a Drawing Width

The Linesize box in the lower-left corner of the Paintbrush window displays the
available drawing widths. The top line represents a one-pixel width.
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An arrow marks
|' the selected width.

| —
»—

The drawing width determines the width of an object you draw or the thickness of
the border around the object. For example, if you are drawing a line, the drawing
width determines the width of the line. If you are drawing a filled box, the drawing
width determines the thickness of the border around the box. You might want to
experiment with how different drawing widths work with different tools so that
you can use them most effectively.

P> To change the width of the drawing line:

O Point to the width you want in the Linesize box and click the mouse button.

Or press TAB to reach the Palette and then use the DIRECTION keys to move the
cursor to the drawing width you want to select and press INSERT.

An arrow appears next to the drawing width you selected.

Selecting and Using a Drawing Tool

Before you begin working in the drawing area, you need to select the tool you
want to work with from the Toolbox at the left of the Paintbrush window.

—— The Brush tool is always selected
when you start Paintbrush.
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