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Microsoft Windows 3.0

Welcome to Microsoft ® Windows ™, the software that transforms the way you
use your personal computer. Windows’ ability to run more than one application at
a time and transfer information between applications, the superior way it uses the
full power of your computer, and its rich graphical interface provide a more
intuitive, more efficient work environment than ever before available on a PC.

This introductory section of the Windows User’s Guide tells you about the com-
puter equipment and software you need to run Windows, and what you’ll receive
when you register your copy of Windows. It also offers a preview of the Windows
graphical environment and highlights its new features and enhancements. Perhaps
most importantly, this section prepares you to make the most of the User’s Guide
by defining typographical conventions and important terminology.

If You Have a Previous Version of Windows

Updates are already available for some of the Windows applications that you ran
with previous versions of Windows. The updated versions take full advantage of
the new features and power of Windows 3.0.

If you have not received information about Windows 3.0 updates for your favorite
Windows applications, check with the manufacturers.

Until you receive an update, you can run Windows 2.x applications that you
already own by starting Windows in real mode, the operating mode used by pre-
vious versions of Windows. See Chapter 11, “Options for Starting Windows,” for
information about starting in real mode. To learn more about running applications
that were developed for previous versions of Windows, see “Older Windows
Applications” in Chapter 12.

What You Need to Run Windows

Windows 3.0 can run in three modes: real mode, standard mode, or 386 ™
enhanced mode. The mode that you use depends on the equipment you have
and the software applications you want to run in the Windows environment.

Real mode is the operating mode that provides maximum compatibility with pre-
vious versions of Windows applications (2.x versions). Real mode is also the only
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x What You Need to Run Windows

mode available for computers with less than 1 megabyte (MB) of memory (640
kilobytes (K) of conventional memory and 256K of extended memory).

Standard mode is the normal operating mode for running Windows. This mode
provides access to extended memory and also lets you switch among non-
Windows applications.

386 enhanced mode provides access to the virtual memory capabilities of the

Intel ® 80386 processor. Virtual memory capabilities let Windows applications use
more memory than is physically available. Enhanced mode also allows for multi-
tasking of non-Windows applications.

Windows 3.0 works with most personal computers on the market today. In the
Windows package, you received a Hardware Compatibility List of equipment that
passed Windows compatibility testing. Any hardware that is 100 percent com-
patible with hardware on the list should work fine with Windows. If you intend to
use equipment that is not on this list, ask the equipment manufacturer about any
special software you might need before you can use it with Windows 3.0.

The minimum software and hardware requirements your computer system needs
to run Windows successfully are:

« MS-DOS ® or PC-DOS, version 3.1 or later.

 For 386 enhanced mode, a personal computer with the Intel 80386 processor
(or higher) and 2 megabytes (MB) or more of memory (640K of conventional
memory and 1024K of extended memory).

For standard mode, a personal computer with the Intel 80286 processor (or
higher) and 1 megabyte or more of memory (640K conventional memory and
256K of extended memory).

For real mode, a personal computer with the Intel 8086 or 8088 processor (or
higher) and 640K of conventional memory.

+ A hard disk with 6 to 8 megabytes of free disk space, and at least one floppy
disk drive.

» A monitor that is supported by Windows.
+ A printer that is supported by Windows if you want to print with Windows.

» A Hayes ®-compatible modem that is supported by Windows if you want to use
Terminal, the Windows communications software.

» A mouse that is supported by Windows. Though it is not required, a mouse is
highly recommended so that you can take full advantage of Windows’ easy-to-
use graphical interface.
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Windows determines which operating mode your system uses when you start up
using the standard procedure outlined in Chapter 1, “Getting Started.” For infor-
mation about starting Windows in an alternate mode, see Chapter 11, “Options for
Starting Windows.” For information about memory, see Chapter 13, “Optimizing
Windows.”

NOTE  1f your computer has more than 640K of memory, you should configure it as
extended memory to get the best performance from Windows. Memory considerations are
discussed in Chapter 13, “Optimizing Windows.”

With less than 1MB of memory, Windows will run only in rea/mode. See Chapter 12, “More
About Applications,” for an explanation of running Windows in real mode.

Registering Windows

Please take a moment to fill out and mail the Registration Card you received with
Windows. Registering Windows entitles you to the following additional benefits:

« Microsoft’s technical support if you have any difficulty using Windows. Your
questions will be answered by dedicated support specialists experienced in
assisting Windows customers.

« Automatic notification of upgrades or revisions to Windows. By receiving
timely notices directly from Microsoft, you’ll be among the first to know about
upgrades.

» Automatic notification when new products related to Windows are released.
You’ll receive up-to-date information about exciting new Windows applica-
tions as soon as they become available. In some cases, you’ll be offered special
introductory pricing.

What Is Microsoft Windows?

Windows is a graphical environment that introduces new, more streamlined ways
for you to work with your personal computer. Windows not only gives you more
control over the way you work, it unleashes your computer so it can operate at its
full power, unhampered by previous memory restrictions.

With Windows, you’ll find it easy to start up and work with your software applica-
tions, run more than one application at a time, transfer information between them,
and organize and manage the files you create with them.
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In Windows, your computer screen is referred to as a desktop. The desktop dis-
plays all your work in rectangular areas called windows. You work with your
applications and documents in these windows.

Windows

[ File Edit View Show Alarm Options Help
i [ 1:34PM__ [#[*( Wednesday, September 27, 1989

[+

9:00 AM 206 16th St. West :
10:00 = Notepad - TODO.TXT v|a

11:00 File Edit Search Help

11:30 Lunch in Pacific Rm b THIS VEEK: &
12:00 PM oo EEK:

1:00 Presentlastmonth's|| 1. prepare charts For Thursday
2:00 results status meeting.

3:00

4:00 Review strategy 2. Schedule seminar for next
5:00 month.

6:00 Meet sales staff attl| 3 Finish weiting report by
7:00 Friday.

8.00

4. Finish going through mail
received while out of town.

5. Call Jim McHurray and set

up a meeting.

Program Manager

I. Icon I. Desktop

You arrange windows on the desktop just as you move work items around on your
actual desk. For example, to review a spreadsheet and a report from two separate
applications, you change the size of their windows so that they can fit side by side
on the desktop.
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If you want to leave an application for a while, you shrink its window to an
application icon and the application keeps running. When you shrink an applica-
tion, Windows places its application icon at the lower edge of the desktop until
you restore it to window size again.

= Notepad - TODO.TXT [« {[= Cardlile - CLIENTS.CRD v«
| Eile Edit Search Help || File Edit View Card Search
: 1| Help
| T0 DO THIS WEEK: Card View L&+ 4 Cards
1. Prepare charts for Thursday [Johnson, Paul
: status meeting. [Ford, Janice
: [Ball, Tom and Nancy
{ 2. Schedule semipar for next McHurray, Jim
month.
B . . Sales Manager
{ 3. Finish writing report by UM Fountains
j Friday. 1478 Lake Uiew Rd.
i . Mequon, Wisconsin
{ 4. Finish going through mail 127-1958

received while out of touwn.

| 5. call Jim McHurray and set
up a meeting.

- ®
[ &
Program Manager Calendar - MEETINGS.CAL Control Panel

Application Icons

With Windows, you can run several powerful applications at once and switch
quickly among them. For example, you could switch from a database application
to a spreadsheet, and then to your word processor—with a few simple moves and
without waiting while you quit one application and restart another.
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When you work with two or more applications, whether they were designed
specifically for Windows or not, you can transfer information from one to another.
You select the information you want from one application, cut or copy it to the
Clipboard, and then paste it into another application. By moving information in
this way, you can combine the work you’ve done in a number of different applica-
tions into a single, compound document.

For example, you could start by writing the text for an invitation to the company
picnic with your word processor.

[ File Edit Search Character Paragraph Document Help

Write - PICNIC.WRI v|a

|»

WHAT:

WHO:

WHEN:

WHERE:

—> Company Picnic <—

Free food and drink - sheltered picnic tables
Swimming, boating, fishing, volleyball and
baseball games

Two nusic stages

All full-time employees and their families or
one guest

August 1, 1990
11:00AM - 9:00PM

Corporate Park (See the following map.)

I

[Page1 oo
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Then you could draw a map to the picnic grounds with a graphics application.

Paintbrush - MAP.PCX [~ [+
Edit View Font Style Size Pick Options Help

T
fi]

.
=m0
3

.
5 4

abe|

Beltline Rd.

Corporate
Park

River Patkway
]

parking

Hidden River

A O[O0 [SLN- ™™
1IN

¥

Finally, you could add the map to the invitation by cutting it from the graphics
application and pasting it into the text you created with your word processor.

= Write - PICNIC.WRI via
File Edit Search Character Paragraph Decument Help

>

—> Company Picnic <—

WHAT: Free food and drink - sheltered picnic tables
Swimning, boating, fishing. volleyball and
baseball games
Two music stages

WHO: All full-tine employees and their families or
one guest
WHEN: August 1, 1990

11:00AM - 9:00PY

WHERE: Corporate Park (See the following map.)

I Beltline Rd.

River Parkway

L ]

parking

Corporate
Park
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As you work with an application, you can pause at any time to take care of other
tasks. For example, you might need to make some additions to your card files,
schedule yet another meeting on your calendar, or pull together some quick totals
with Windows’ electronic calculator.

{=" Calendar- MEETINGS.CAL [~ [~ ]}
;Eile Edit View Show Alarm || File Edit View Card Search
{ Options Help {[{ Help
| 1:45 PM_ [€]3] Thursday, Septemij|il _Card View 4 Cards
B +Hf Ball, Tom and Nancy

7:00 AM __[HcHurray, Jim

8:00 [Johnson, Paul

9:00 = v

10:00 Edit View Help

11:00

12:00 PM 0.

1:00 :

2:00 C CE Back

3:00

400 MC 7 8 9 { sqrt

5:00 "

6:00 MR 4 5 [} %

7:00 Ms) 10l 2 Il 3

M+ 0 +- + =

Program Manager

Windows comes with a collection of useful accessory programs to help you man-
age the various parts of your daily work. These accessories include a clock, an ap-
pointment calendar, a calculator, a notepad, a card file, and a macro recorder.

And to get you started working with applications, Windows includes three full-
featured applications: Write, Paintbrush ™, and Terminal. Use these applications
to prepare and edit documents, create colorful illustrations, and connect to other
computers and information services with your modem.

For those idle moments, or just to put some play in your day, Windows provides
two games: Solitaire and Reversi. You can also use the games to practice some of
the basic skills you need to operate Windows efficiently. See Chapter 2, “Basic
Skills,” to learn about operating Windows.
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New Features in Windows 3.0

If you are already familiar with earlier versions of Microsoft Windows, you’ll no-
tice right away that Windows 3.0 brings you many significant additions. The most
visible improvement is the desktop’s appearance. There you’ll find a new standard
color scheme, proportionally spaced type in the menus and dialog boxes, and a
three-dimensional look to many icons and buttons.

Three new applications—Program Manager, File Manager, and Task List— pro-
vide more powerful, more intuitive ways to start programs, manage files
and directories, and switch between running applications.

You'll also find an on-line Help system that gives you quick, easy-to-use infor-
mation about Windows’ features.

Notepad - (untitled)
Edit Search (Y

File

Keyboard

Commands
Pracedures
Using Help

About Notepad...

«]

Help menu in Notepad window

One of the most dramatic improvements is the way Windows 3.0 can use memory.
Windows looks beyond the previous limitation of 640K and addresses extended
memory, the additional memory that is available in today’s more powerful per-
sonal computers. Now you can run several applications at once and work with
much larger document files without running out of memory.

Other new features and improvements include the following:

+ A new Setup program makes it easier to install Windows and later view or
change your setup options.

« Aredesigned Control Panel lets you connect to network printers, set up addi-
tional ports, set multitasking options for 386 enhanced mode, and customize
the appearance of your desktop.
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Print Manager provides more information about files that are printing—
allowing you to view network print queues, for example.

Program Manager lets you organize your applications into distinct groups and
then start the applications and their related documents quickly and easily.

File Manager allows a full range of mouse maneuvers so you can copy and
move files and directories by dragging and dropping their icons with your
mouse.

File Manager also lets you connect to and disconnect from network servers
while using Windows.

Recorder lets you save a series of keyboard and mouse sequences and play
them back whenever you want to repeat the sequence. This procedure creates
what is known as a macro.

Paintbrush, a more powerful and sophisticated painting program, lets you
create full-color illustrations.

Terminal supports new terminal emulations, communications protocols, file-
transfer capabilities, and the assignment of multiple keystroke sequences to
single keys.

Printing support has been improved for HP ®/PCL ® and PostScript ® printers.

New commands let you rearrange the windows on the desktop, making them
easier to find and view.

A new, expanded symbol font is included.

Running Windows in 386 enhanced mode provides increased control over
non-Windows applications.

System messages now include clear explanations and recommended remedies.

A new game, Solitaire, lets you practice the basic skills you use to operate
Windows.
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About Your Windows Documentation

The Windows 3.0 documentation set consists of this User’s Guide, an on-line Help

system, and several read-me text files that are copied onto your hard disk when

you install Windows. The pages that follow outline the contents of the User’s
Guide and define terminology that is important to your understanding of Windows.

The way you like to learn and how much you already know about Windows
and about computers will determine how you use the different pieces of the

documentation.

+ The Windows User’s Guide provides a comprehensive description of Windows

and the ways you can work with it. It includes explanations and procedures for
first-time users, as well as advanced topics for those already familiar with the
Windows environment.

+ On-line Help is a new feature of Windows. It provides a quick reference for
procedures, keystroke sequences, and commands you will need when operating

Windows. You can find information in Help without leaving your computer.

» Several text files are copied onto your hard disk when you install Windows.
These .TXT files include information that was received too late to be printed in
the User’s Guide as well as information that is reserved for advanced users.
You can read (and print) the files by opening them with any text processor
(such as Notepad). These files include:

README.TXT

PRINTERS.TXT

NETWORKS.TXT

SYSINLTXT

WININLTXT

Information received after the User’s Guide was
printed.

Information about particular printers and fonts
that helps you configure them to run in the
Windows environment.

Information about operating Windows with
specific network configurations.

Procedures for modifying SYSTEM.INI settings
(for advanced users only).

Procedures for modifying WIN.INI settings
(for advanced users only).
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What's Included in Your Windows User’s Guide?

You’ll probably find yourself using some Windows features, such as the new Pro-
gram Manager, more often than others, such as PIF Editor. The User’s Guide

is organized with this in mind. Those features you are likely to use most often are
described in the early chapters; those you’ll use less frequently appear later.

The User’s Guide is divided into the following parts:

Part 1, Windows Fundamentals. Chapters in this part explain the basic structure
of Windows and the skills you need to work with Windows. They also show you
how to use the important system-management applications you received with
Windows. These applications are:

» Task List, which lets you quickly switch applications on your desktop anytime.

+ Clipboard, which lets you move and copy information from one window to
another across applications.

« Program Manager, which helps you organize your applications for easy access.

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

» Control Panel, which lets you change colors and fonts, set up printers and mod-
ems, or change the appearance of your desktop without leaving Windows.

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

Part 2, Windows Accessories. Chapters in this part describe the accessory
applications that are included with the Windows package. You received three
full-featured applications:

»  Windows Write, an executive word processor

» Paintbrush, a color painting program

+ Terminal, a communications program

You also received several programs that add convenient capabilities to your

Windows desktop, including Calculator, Calendar, Cardfile, Clock, Notepad,
Recorder, and PIF Editor.

Part 3, Advanced Topics. This part contains four chapters of information for
advanced users. It explains how to set options for running certain applications
and how to modify Windows to run most efficiently with your computer and the
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applications you want to use. And it offers instructions for using Windows on a
network.

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

» How to reconfigure your Windows environment using Setup

» How to enter special characters, such as special symbols or letters used in
languages other than American English

+ How to change the specifications for terminal emulations

« How to enter specialized CONFIG.SYS command lines

This User’s Guide also includes a glossary and a comprehensive index.

For your convenience, each chapter in the User’s Guide bégins with a table of
contents listing the topics you’ll find in that chapter.

Assumptions

The User’s Guide assumes the following:

o  Windows refers to Microsoft Windows version 3.0 or later.
o  MS-DOS refers to versions 3.1 or later of MS-DOS or PC-DOS.

« You are using a mouse with Windows. However, you’ll also find the equivalent
keyboard techniques with each description, in the step by-step procedures, and
in on-line Help.

Conventions

To help you locate and interpret information easily, the User’ s Guide employs
consistent visual cues, a few standard text formats, and some special terminology.
These conventions are explained as follows.
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Visual Cues

You will find the following typographic conventions throughout the User’s Guide.

Type style

italic

bold

ALL CAPITALS
SMALL CAPITALS

Initial Capitals

Symbol

>

O

Mouse
Keyboard
386 |

Used for

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

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

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

Directory names, filenames, and acronyms.

The names of keys on your keyboard. For example, CTRL,
ESC, or HOME.

Menu items, command names, and dialog-box names and
options. For example, File menu, Save command, or Line
Wrap option.

Used For

Signals the beginning of a procedure.
Signals a procedure that has only one step.
Instructions for mouse users.

Instructions for keyboard users.

Signals a section that is specific to operating Windows in
386 enhanced mode.

NOTE Windows starts in one of three operating modes depending on your hardware
configuration. For a definition of the various modes, see the “Terminology” section that
follows and Chapter 1, “Getting Started.” For information about starting Windows in a
different mode, see Chapter 11, “Options for Starting Windows.”
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Keyboard Formats

Key combinations and key sequences appear in the following format:

Format Meaning

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

KEY1, KEY2 A comma (,) between key names means to press and re-
lease the keys one after the other. For example, press ALT,
F means to press and release the ALT key. Then press and
release the F key.

Terminology

The following terms take on special meanings in the context of Windows. Your fa-
miliarity with them will make the concepts and procedures presented in this guide
and in on-line Help easier to understand.

Term Meaning
386 enhanced A special operating mode that provides access to the
mode virtual memory capabilities of the Intel 80386 processor.

Virtual memory capabilities let Windows applications use
more memory than is physically available. Enhanced
mode also allows for the multitasking of non-Windows
applications. To run Windows in 386 enhanced mode, you
must be using a personal computer that has the Intel
80386 processor or higher and at least 2MB of memory.

Application A computer program used for a particular kind of work,
such as word processing. (See also Windows applications
and non-Windows applications.)

Application icon A graphical representation of a running application that
has been minimized. Application icons appear on the desk-
top.

Choose To use a mouse or key combination to pick an item that

begins an action in Windows. (Contrast with select).

Click To quickly press and release the mouse button.
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Term Meaning

Desktop The screen background for Windows. The Windows desk-
top is similar to the surface of the desk you use at work or
at home. You can perform the same kinds of tasks elec-
tronically on the Windows desktop that you would do
manually on your work desk.

DIRECTION keys The four arrow keys on your computer keyboard. Each
arrow key is named for the direction the key points:
UP ARROW, DOWN ARROW, RIGHT ARROW, and LEFT
ARROW.

Directory A collection of computer files (programs and data) that
are stored at the same location on a disk. The name of the
directory identifies its location.

Document icon A graphical representation for a document window that is
minimized. Document icons appear only in applications
that allow two or more documents to be opened in the
application workspace at one time. Program Manager and
File Manager are examples of such applications.

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

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

Group A collection of applications in the Program Manager
window.

Icon A graphic representation for various elements in

Windows. Icons are used to represent running applica-
tions, groups, and program items in Program Manager.
For example, a graphic of a clock represents the Clock

application.
Menu A list of items. Most menu items are Windows
commands.
Non-Windows Computer programs that were not designed to run within
applications the Windows environment. Non-Windows applications do

not necessarily conform to Windows user interface
standards.
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Term

Pathname

Point

Program item
icon

Real mode

Select

Standard mode

Window

Windows
applications

Meaning

A designation for the location of files or directories on
your disk. For example, c:\windows\user1 is the
pathname to the \USER1 subdirectory of the \WINDOWS
directory on drive C.

To slide the mouse until the tip of the pointer rests on the
item of choice.

A graphical representation for program items you can use
to start up applications. Program item icons appear in
group windows in Program Manager.

The operating mode that provides maximum compati-
bility with previous versions of Windows applications.
Real mode is also the only mode available for computers
with less than 1MB of extended memory. When operating
in real mode, Windows uses only the standard 640K of
memory and does not directly access extended memory.

To mark an item by highlighting it with key combinations
or by clicking it with a mouse. Selecting does not initiate
an action. After selecting an item you choose the action
you want to affect the item. For example, you might
select a filename and then choose the Delete command to
remove the file from a directory. (Contrast with choose.)

The normal operating mode for running Windows.
Standard mode provides access to extended memory and
also lets you switch among non-Windows applications. To
run Windows in standard mode, you must be using a per-
sonal computer that has the Intel 80286 processor or
higher and at least IMB of memory.

A rectangular area that contains a software application, or
a document file. Windows can be opened and closed, re-
sized and moved. You can open several of them on the
desktop at the same time and you can shrink windows to
icons or enlarge them to fill the entire desktop.

Applications that were designed for the Windows environ-
ment and that will not run without Windows. Windows
applications conform to the same conventions for the
arrangement and style of menus, the style of dialog boxes,
the use of the keyboard and mouse, and so on.
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Installing Windows with Setup

The Setup program on Disk 1 of the Microsoft Windows disk set makes installing
the software easy and straightforward. After you type setup at the DOS prompt,
Setup guides you through the installation. First it evaluates your computer system
to determine what kind of equipment you have. Then it copies essential Windows
files onto your hard disk, asking you to verify critical information and make
changes if necessary.

After this preliminary installation, Setup continues by starting Windows for you,
installing the remaining files, and offering you some options—such as choosing
and configuring a printer, installing software programs (called applications in this
User’s Guide), and viewing on-line documents.

After installation, Setup works just like the other Windows applications. You

can run it again anytime to review or change some of the options you originally
installed and to add a new piece of equipment or a new application to your system.
See Appendix A, “Using Setup to Maintain Windows,” for information about
making additions or changes.

Running Setup

During the Setup procedure, you’ll be asked to verify and provide information
about the following:

+ The directory where you want to store Windows

+ The type of computer you are using

+ Your monitor

« Your mouse, if any

» Your keyboard and keyboard layout

» Yourlanguage

« The kind of network you are on, if any

» The printer and printer port you use, if any

« Applications on your hard disk that you want to run with Windows
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[> To install Windows:

1. Put the Windows Disk 1 in the drive you want to use for the installation and
close the drive door.

Windows Setup lets you use any active disk drive.

2. To make the installation drive active, type the drive letter followed by a colon
(3), and press ENTER.

3. Type setup and press ENTER.
4. Follow the instructions on the screen.
The Setup program’s instructions should be self-explanatory. But, if you do have

questions about any of the procedures or options, you can request on-line Help by
pressing the F1 key.

NOTE Do not try to install Windows by copying files directly from the Setup disks. The
files are converted into usable files during the Setup process. If you do want to transfer a file
directly from a particular Setup disk onto your hard disk, see Chapter 14, “Networks and
Windows,” for information about the proper procedure.

Starting Windows

[> To start Windows:

o At the DOS prompt, type win and press ENTER.

The very first time you start Windows, the Program Manager window is open with
the Main Group window open inside it and the other Windows groups represented

as group icons at the lower edge of the Program Manager window as shown in the

following illustration.



Chapter 1 Getting Started 9

= : Program Manager v~
File Options Window Help

@ v|a

[AERAEEGERE]  Control Panel  Print Manager Clipboard DOS Prompt
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Windows Setup
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H Accessories Games Windows Applications ~ Non-Windows Applications

Depending on which applications you installed to run with Windows when
you used Setup, the Windows Applications group icon or the Non-Windows
Applications group icon might not be shown on your screen.

Windows Operating Modes

When you type win, Windows automatically starts in one of three operating
modes. The type of computer system you are using and how much memory it has
determines which mode Windows uses. See “What You Need to Run Windows”
in the introduction of this User’s Guide for the system requirements for each
mode.

NOTE To discover which mode Windows is using, open the Help menu from the Program
Manager menu bar and select About Program Manager. See Chapter 2, “Basic Skills,” to
learn about opening menus and selecting items.

You can type an alternate start-up command at the DOS prompt if you want to
start Windows in a different mode. For example, if you want to use Windows
applications that have not been updated to run with Windows 3.0, you must start
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Windows in real mode. See Chapter 11, “Options for Starting Windows,” for
instructions. The three modes are defined as follows.

o Real mode is the operating mode that provides maximum compatibility with
previous versions of Windows applications (2.x versions). If you want to run
applications from earlier versions of Windows, unless they are upgraded ver-
sions that run with Windows 3.0, you should start Windows in real mode. Real
mode is also the only mode available for computers with less than 1 megabyte
of memory (640K conventional, 256K extended).

o+ Standard mode is the normal operating mode for running Windows. This mode
provides access to extended memory and also lets you switch among non-
Windows applications. With access to extended memory, more Windows appli-
cations can run at the same time. In addition, applications run faster on systems
that have more memory.

» 386 enhanced mode provides access to the virtual memory capabilities of the
Intel 80386 processor. Virtual memory capabilities let Windows applications
use more memory than is physically available. 386 enhanced mode also allows
for the multitasking of non-Windows applications.

Enhanced mode also gives you greater control over non-Windows applica-
tions. For example, instead of running non-Windows applications full-screen,
you can run most of them in windows, taking full advantage of the graphical
environment.

See Chapter 13, “Optimizing Windows,” for details about memory configurations
and Windows operating modes.

Quitting Windows

You always quit Windows from Program Manager after first quitting the applica-
tions you are running.

You can quit Windows from the File menu or from the Control menu. No matter
which method you use, Program Manager always asks you to confirm your request
to quit and gives you the opportunity to save the current layout of the Program
Manager window. If you save the current layout, the next time you start Windows,
the same group windows will be open in Program Manager and all group win-
dows, group icons, and program item icons will be in the same positions as they
were the last time you used Windows.
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> To quit Windows from Program Manager’s File menu:

Mouse

Keyboard

1. Quit any applications that are currently running.

2. Click Program Manager’s File menu to open it.

| Filc

New...

Open Enter
Mave...

Copya.

Delete Del
Properties...

Run...

Exit Windows...

3. Click Exit Windows.
The Exit Windows confirmation dialog box appears.

I T —

4. If the Save Changes box is empty, click it to enter an X and save the layout of

Program Manager as it currently appears. If you do not want to save the cur-
rent appearance of Program Manager, click the box to clear the X.

5. Click OK to exit Windows.

p—

Quit any applications that are currently running.
Press ALT, F to open Program Manager’s File menu.

2. Press X (the underlined letter in Exit).

Or press DOWN ARROW to move the highlight to Exit Windows and then press

ENTER.

3. The Exit Windows confirmation dialog box appears.

If the Save Changes box is empty, press TAB to move the selection cursor (a
dotted rectangle) to it. Press the SPACEBAR to place an X in the box and save
the current layout of Program Manager and its group windows.
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Press the SPACEBAR again if you want to clear the X and exit Windows
without saving the current layout of Program Manager.

4. Press ENTER to choose OK and exit Windows.
You can also exit Windows from Program Manager’s Control menu by opening

the Control-menu box and selecting Close. The Control-menu box is a small box
in the upper-left corner of the Program Manager window.

Control-menu box

|_ D -

File Options Window Help

[> To quit Windows from Program Manager’s Control menu:

Mouse 1. Quit any applications that are currently running.

2. Click the Control-menu box to open the Control menu.

fiestore

Move |

Size I

Minimize

Maximize |
I
|

Switch To... Ctrl+Esc |

3. Click Close.

4. The Exit Windows dialog box appears. Continue as described in the previous
procedure.

HINT  Double-click the Control-menu box to bypass selecting Close. The Exit Windows
dialog box appears immediately.
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Keyboard 1. Quit any applications that are currently running.
2. Press ALT, SPACEBAR to open the Control menu. (Pressing ALT closes it again.)

3. Press the letter C to select Close.
Or press DOWN ARROW to move the highlight to Close and press ENTER.

4. The Exit Windows dialog box appears. Continue as described in the previous
procedure.

HINT  Press ALT + F4 to bypass opening the Control menu and selecting Close. The Exit
Windows dialog box opens immediately.

NOTE As you run Windows, some applications may create temporary files. These
filenames generally begin with a tilde character (~) and end with the .TMP extension. Do not
delete these files while Windows is running because an application may be using them. If
you quit Windows as described in the preceding procedure, any temporary files are auto-
matically deleted. But if you quit Windows in some other way (for example, by turning off
your computer while Windows is running), some temporary files may remain. You can
safely delete these files as soon as you restart your computer.

Working with System Messages

Windows displays a message box if it cannot complete a command or if you
should know about the possible consequences of a choice you made. As a new
feature of Windows 3.0, the message box contains an explanation of what went
wrong and, where appropriate, tells you what you can do to fix the problem.

@ MAYSALESREPORT.TXT is not a valid filename;
check to ensure the filename has no more

than 8 characters followed by a period and
a 3-letter extension.

Whenever you are asked to make a choice before you can proceed, the message
box contains an OK button and a Cancel button. You can choose OK by pressing
ENTER or choose Cancel by pressing ESC.
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Some message dialog boxes also include a Retry button. If you use a mouse, click
Retry to try the command again. If you use a keyboard, press ALT + R or press TAB
to select the Retry command button and then press ENTER.
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The Basic Elements of Windows

If you are new to Microsoft Windows, this chapter is probably the most important
one in the User’s Guide since it explains the basic concepts and skills you need to
work with Windows successfully. You can use this chapter initially to learn how
to operate within the Windows environment, and you can return to it later as a
reference.

Windows includes all the programs you need to manage your software applica-
tions and files easily and efficiently. The following illustration shows the basic
structure of Windows’ rich graphical environment.

= -
= 0Qra anag V|~

I File Options Window Help

E & & E

FEYENEREE  Control Panel  Print Manager Cliphoard Dos Prompt  Windows Setup

[] Windows Applications ~ Accessories Non-Windows Applications Games
=] Accessories [~]~ =| Games [v[«
) = A
Vg = g
Wiite Paintbrush Terminal Motepad Soltate  Reversi
‘T i
& [
Recorder Cardfile Calendar Calculator
Clock PIF Editor

NOTE The appearance and contents of the Windows Applications and Non-Windows
Applications groups depend on your choices during Setup.

All Windows operations take place within the framework of the desktop, the
screen space Windows occupies. You can think of this area as you would the sur-
face of an actual desk. You can move work items around on the desk, bring new
ones onto it, and remove items you won’t need for a while.
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The Program Manager application is open on your desktop the first time you start
up Windows. Program Manager is central to the operation of Windows. You can
organize your applications into groups and start them by using Program Manager.

After you start up an application, it runs in an application window on the desktop.
If you are running several applications at a time, you can shrink as many applica-
tion windows as you’d like to application icons. By shrinking these windows to
icons, you can clear some space on your desktop without exiting the running
applications.

The following illustration shows applications that are running in windows and
applications that are running as icons on the desktop. A complete discussion of
starting, running, and exiting applications follows later in this chapter.

I_ Desktop Applications running in windows
= | Notepad - TODO.TXT [} = o -]~
i File Edit Search Help 3 Settings
{ T0 DO THIS WEEK: M.

{ 1. Prepare charts for Thursday

status meeting. = =
i 2. Schedule seminar for next .
g month. L u
H 3. Finish writing report by :
§ Friday. . n
H 5. Finish going through mail .
§ received while out of town. .. .- u
H{«

£a
Program Manager Calendar - MEETINGS.CAL Paintbrush - (Untitled)

Applications running as icons
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Two Kinds of Windows

As you work with applications, two different kinds of windows appear on your
desktop: application windows and document windows.

* Application windows contain running applications. The name of the applica-
tion, the associated document, and the application’s menu bar appear at the top

of the application window. Application windows can be positioned anywhere
within the desktop borders.

In 386 enhanced mode, most non-Windows applications can run in application
windows, while others require the entire screen. In standard mode and in real
mode, all non-Windows applications occupy the entire desktop instead of run-
ning inside application windows.

The following is an example of an application window.

| File Edit Search Help
I +

Notepad - [untitled) - -

* Document windows appear only with applications that can open two or more
documents at a time inside the same workspace. For example, with Windows
File Manager you can open a number of directories at the same time. Each

directory appears in a separate document window (called a directory window)
in the File Manager workspace.

Being able to open more than one document at a time inside an application’s
workspace makes working with a number of documents easy.
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Document windows share the application window’s menu bar. Commands that
affect the application affect the document as well.

Document windows have their own title bars unless they are maximized. When
maximized, they fill the application workspace and share the application win-
dow’s title bar. The document name follows the name of the application on a

shared title bar.

Program Manager is another example of an application that lets you open
several document windows (called group windows) in its application

workspace.

Document windows do

not have menu bars.
Program Manager
Options Window | Help
.......... - T 1 !
TR | [ |-
B Zile B8 F
_ 2 S| e B
File Manager  Control Panel  Print Manager | PIF Editor Clipboard
72
Dos Prompt WindowsSetupi Clock
Calendar Cardfile
........................................................... . &0
Games Windows Applications Non‘Windows Applications

If you are working with a mouse, there is no difference in the procedures you use
to manipulate application and document windows. If you prefer to use the key-
board, however, the keystrokes required to use the Control menu and to switch
between document windows are different for each type of window.

The instructions in this guide note procedural differences where they exist. In addi-
tion, on-line Help provides summaries of the appropriate keystrokes whenever you
see the Keyboard category on a Help menu.



Chapter 2 Basic Skills 21

Parts of a Window

Each application and some documents you choose to work with open as separate
windows. Every window has some common elements; however, not all windows
use all the elements.

Control-menu box Window border
Selection cursor - Title bar Minimize button
|_ [ Menu bar [ r Window title |_ Workspace [ |_ Maximize button

= Notepad - (untitled) v|a
File| Edit Search Help

| |
I

Window corner l. Mouse pointer I_ Horizontal scroll bar l. Vertical scroll bar

The elements in the preceding illustration are your tools for working with the win-
dow and the application or document within the window. You’ll learn more about
how to use the elements throughout this chapter.

* The Control-menu box is located in the upper-left corner of each window. The
Control menu (also called the System menu) is most useful if you prefer to use
your keyboard when you work with Windows. With Control-menu commands,
you can resize, move, maximize, minimize, and close windows, and switch to
Task List. (If you use a mouse, you can move, resize, minimize, maximize, and
close windows simply by clicking and dragging.)
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» The title bar shows the name of the application or document. If more than one
window is open, the title bar for the active window (the one in which you are
working) is a different color or intensity than other title bars.

» The window title, depending on the type of window it appears in, can be the
name of an application and the name of a document, or the name of a group, a
directory, or other data file. For documents, until the document is saved, a
placeholder such as (untitled) usually appears.

* The menu bar lists the available menus. Most applications have a File menu, an
Edit menu, and a Help menu as well as menus unique to the application.

* Scroll bars let you move parts of a document into view when the entire docu-
ment won’t fit in the window. They also let you view unseen portions of lists
and other information that is too long to fit in the allotted space.

* The Maximize and Minimize buttons (chosen with the mouse) enlarge the active
application window to fill the entire desktop or shrink the window to an icon.
Document windows enlarge to fill the application workspace only, not the
entire desktop. After you enlarge a window, the Maximize button changes to a
Restore button. You can use the Restore button to return the window to its
previous size.

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

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

* The workspace is where you do most of your work with an application. For
example, if you start a word processor, the contents of your document appear in
the workspace. Some applications allow you to open more than one document
window within this workspace.

« The selection cursor shows where you are in an individual document. It marks
the place text or graphics appears when you begin typing or drawing.

* The arrow-shaped mouse pointer appears if you have a mouse installed. You
use it to indicate items you want to select or choose with the mouse.

NOTE Some applications might use different types of cursors and pointers than the ones
shown in the previous illustration.
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Three Kinds of Icons

Icons are used in the Windows graphical environment to represent applications
that are running minimized, document windows that are minimized, and applica-
tions you can start.

* Application icons appear only after you start up an application and choose the
Minimize command for that application. The application shrinks from window
size to an application icon and continues to run minimized at the bottom edge

of your desktop. Application icons are the only icons that appear on the desktop
outside the window borders.

You can move application icons anywhere on the desktop, but not into an open
window. Even though Windows will let you physically place an application
icon in an open window, the icon is actually still occupying space on the
desktop. If you move the window, the application icon does not move with it,
and if you close the window, the application icon remains on the desktop.

Notepad - TODO.TXT v |
File Edit Search Help

TO DO THIS WEEK:

1. Prepare charts for Thursday
status meeting.

2. Schedule seminar for next
month.

3. Finish writing report by
Friday.

4. Finish going through mail
received while out of town.

EB

Program Manager Calendar - MEETINGS.CAL Paintbrush - (Untitled)

Application icons

Most application icons resemble the program item icons that start their
applications.
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Document icons represent document windows that are minimized. Document
icons appear at the bottom of the application window and can be moved any-
where within the application’s workspace, but not outside its borders.

Notice in the following illustration that the document icons for Program
Manager groups look the same. Only the labels that identify them are different.

I Eile Options Window Help

DOO] DO )
Accessories Windows Applications Non‘Windows Applications Main

Document icons

When you choose a document icon, it opens into a document window. For
Program Manager, it contains program item icons. For File Manager, docu-
ment windows contain directories. The contents of a document window depend

on its application.

Program item icons are exclusive to the Program Manager application. They
represent the applications and their associated documents you can start up from
Program Manger. They are contained in document windows called group win-
dows. These icons can be moved between group windows and from group win-
dows to group icons, but not out of the Program Manager window.
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= Program Manager v |-
File Options Window Help ’
A 7=l
2
Wiite Paintbrush Teminal Notepad|
! =
= & [
Recorder Cardfile Calendar Calculator
=
Clock PIF Editor
Main Games Windows Applications Non-Windows Applications 4
g
Program Manager Calendar - MEETINGS.CAL Paintbrush - (Untitled)
|
I. Program item icons are I.App/ication L Document
contained in group windows. icon icon

Most program item icons are easy to distinguish from one another at a glance
since most of them are unique graphics. However, icons for many non-
Windows applications are identical. Also, when you include a document to
start with an application, the new program item icon you create is identical to
the existing program item icon for the application. So, a group window could
contain several identical program item icons distinguished only by their labels.

NOTE Individual applications, such as File Manager and Control Panel, also use a variety
of icons that are related to their unique activities. Each icon is described in the appropriate
chapters.

Working with Menus

Windows commands are listed on menus. Each application has its own menus,
with a Control menu common to all applications. The Control menu, also called
the System menu, opens from the small box in the upper-left corner of each win-
dow. Other menus are represented by names in the menu bar at the top of each
application window.
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In Windows, you select a menu, and then choose a command from that menu.
Choosing the command carries out the action.

Selecting and Canceling Menus

> To select a menu:

Mouse n

Keyboard

1.

Point to the name of the menu on the menu bar and click the name to open the
menu. (You can drag the selection cursor down the menu if you want to move
to a menu item immediately.)

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

Press LEFT ARROW or RIGHT ARROW to select the menu you want. (Using the
DIRECTION keys also selects the Control-menu box for the application and the
active document window.)

Press ENTER to open the selected menu.

HINT  If the menu names have underlined letters, you can move to the menu bar, select a
menu, and open it with one step. Press ALT, and then press the underlined letter. For
example, to open Program Manager’s File Menu, press ALT, F.

If more than one menu name has the same underlined letter, Windows selects the first name
listed. Press ALT, then the letter again to select the next menu.

> To cancel a menu:

O Click the menu name or anywhere outside the menu.

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

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

Choosing Menu Commands

Let’s take a look at some typical Windows menus:

‘Ctrl+Z

{inda- AHEKSp

Open Enter Cut ShitteDel Z.nom _(?_ut Ctrl+0
Move... Capy Culrlns View Picture Ctrl+C
Copy... Paste Shiftting v Tools and Linesize
Delete Del Delete Del v Palette
Properties...

Select All Mouse Position
Bun... Time/Date F5
Exit Windows... Word Wrap

The items listed on menus are most often commands that represent actions you can
tell the application to carry out. But they can also be characteristics you assign to
graphics or text (such as bold or centered), a list of open windows or files, or the
names of cascading menus, which are menus that list more commands. No matter
which items you want to choose, you use the same procedure.

> To choose an item from a selected menu:

O Click the item name.

Or type the underlined letter in the item name. You can also use the UP and
DOWN ARROW keys to select the item you want; then press ENTER.

If you look again at the menus in the preceding illustration, you’ll notice that
some items appear dimmed, two have checkmarks next to them, several have
ellipses (...) after their names, and others have key combinations listed across
from them.

Windows applications all follow certain conventions when listing items on a
menu. These conventions signal that extra information about the menu commands
follows.
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Menu convention What it means

Dimmed command name The command is not available at this time.
You might have to select something before
you can use the command, or it might be
that the command cannot be used with your
application.

An ellipsis (...) after the name A dialog box will appear when the com-
mand is chosen, asking for information the
application needs to carry out the command.

A checkmark ( v ) next to the The command is active. This convention is

name used for commands that foggle between one
state and another.

A key combination after the The key combination shown is a shortcut

name for this command. Use this key combina-

tion to choose the menu command without
first opening the menu.

A triangle ( » ) at the right side The command leads to a cascading menu,
of a menu command which lists additional commands that are
available.

Using the Gontrol Menus

Application windows, application icons, document windows, group icons, and
some dialog boxes have Control menus (also called System menus).

You open the Control menu for application windows, document windows, and
dialog boxes by choosing the Control-menu box from the upper-left corner of the
window or dialog box. Control menus for icons open directly above the selected
icon.

The Control menus for application windows, document windows, and dialog
boxes are somewhat different, as are the Control menus for non-Windows applica-
tions. The following section describes how you work with Control menus in all
these environments.

Opening the Control Menu

The procedure you use to open the Control menu depends on whether you are
working in an application window, a document window, a dialog box, or with an
icon.
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[> To open the Control menu for an application or an application icon:

Mouse o Click the Control-menu box in the upper-left comer of the window or click the
icon.

Be careful not to double-click, or you will close the window or restore the icon
to a window.

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

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

Move |

Size

Minimize I

Maximize |
|
I

Close Alt+F4
Switch To... Ctrl+Esc

> To open the Control menu for a document window or document icon:

Mouse o Click the Control-menu box in the document window or click the document
icon.

[teyboard 1. Press CTRL + F6 (or CTRL + TAB) repeatedly to cycle through the open docu-
ment windows and document icons until you reach the one you want.

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

Move |

Size |

Minimize

Maximize |
|
|

Close Ctrl+F4
Next Ctrl+F6
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[> To open the Control menu for a dialog box:

o Click the Control-menu box in the dialog box.

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

New Program Object

Move

Close Alt+F4

@ Program [tem

Non-Windows applications running in standard mode or in real mode do not run in
application windows, but occupy the entire screen. You can open their Control
menus only by switching back to Windows, thereby shrinking the non-Windows
application to an icon. The Control menu is available from the application icon.

HINT To find out which mode Windows is running in, open Program Manager and choose
the About Program Manager command from the Help menu.

[> To open Control menus for standard or real mode, non-Windows applications:

1. Press ALT + ESC to switch from the running application back to Windows. The
non-Windows application appears as an application icon at the lower edge of
the Windows desktop.

2. Click the icon with the mouse to open the Control menu.

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

Move
Minimize
Maximize

Pasie

Clase AlsF4

... CtritEsc
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386| Control menus for non-Windows applications that are running in 386 enhanced
‘ *mode are available from application windows (for applications that can run in
Windows) and from application icons (for applications that must run full-screen).

[> To open the Control menu for a 386 enhanced mode non-Windows application:

mouse o Click the Control-menu box in the upper-left corner of the window or click the
icon.

Be careful not to double-click, or you will close the window or restore the icon
to a window.

—

Keyboard Press ALT + ESC repeatedly to cycle through the open application windows and

icons until you reach the one you want.

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

NOTE The Control menu for a non-Windows application that you are running in 386 en-
hanced mode includes a cascading menu for the Edit command. With the mouse, you open
the cascading menu by clicking Edit. With a keyboard, you open the cascading menu by
pressing RIGHT ARROW (Or ENTER).

Restore
Move
Minimize
Maximize

Glose

Switch To... Ctrl+Esc

Settings...

COMMAND

Paste
Seroll
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Control-Menu Commands

The following table defines the Control-menu commands. Not all applications use
all of these commands.

Command

Action

Restore

Move

Size

Minimize

Maximize
Close

Switch To...

Next

Paste

Restores the window to its former size after it has been
enlarged (by using the Maximize command) or shrunk to
an icon (by using the Minimize command).

Allows you to use the keyboard to move the window to
another position on the desktop.

Allows you to use the keyboard to change the size of the
window.

Shrinks the window to an icon.
Enlarges the window to its maximum size.
Closes the window.

Starts Task List, which lets you switch among running applica-
tions and rearrange their windows and icons on your desktop.

Switches among open document windows and icons.
(Available for document windows only.)

Copies text from the Clipboard to the active document win-
dow, inserting the text at the Windows cursor position,
(Available in real and standard modes only.)

Displays a cascading menu with four additional commands.
(Available for non-Windows applications running in 386
enhanced mode only.)

Command Action

Mark Allows you to use a keyboard to select text to
move onto the Clipboard, a temporary storage
location in memory.

Copy Copies the selected text onto the Clipboard.

Paste Copies text from the Clipboard to the active
window, inserting it at the Windows cursor.

Scroll Allows you to view information not currently
visible in the window.
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Command Action

© Settings Displays a dialog box that requests information about multi-

‘ tasking options such as foreground or background operation,
or about allocation of system resources when running the ap-
plication. See Chapter 12, “More About Applications,” for
information about these options. (Available for non-Windows
applications running in 386 enhanced mode only.)

Working with Dialog Boxes

Windows uses dialog boxes to request information from you and provide infor-
mation to you. For example, when Windows needs additional information to carry
out a command you have chosen, a dialog box requests that information. You
complete the dialog by providing the missing information.

Whenever you see an ellipsis (...) after a menu command, a dialog box follows.
For example, when you choose Open... from the Notepad File menu, Notepad dis-
plays the File Open dialog box asking for the filename of the file you want to open.

= File Open I
Filename: | I 0K I
Directory: c:iwindows [Wl
Fites: Di (
leter2. txt {..]
letter. txt [devtools]
letter3.txt {graphics]

[system]
[-a-]
I-e-]
[-+]
[-u]

Windows also uses dialog boxes to display additional information and warnings,
or to explain why a requested task could not be accomplished.

Most dialog boxes contain options, each one asking for a different kind of infor-
mation. After you supply all the requested information, you choose a command
button to carry out the command.
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Moving Dialog Boxes

Dialog boxes that have title bars can be moved around on your desktop like win-
dows. See “Working with a Window” later in this chapter to learn how to move a
dialog box.

Moving Within Dialog Boxes

Often you need to move around within a dialog box to make several selections.

The current option is marked by a highlight or dotted rectangle (or both) around
the name of the option or button.

> To move within a dialog box:

Mouse o Click the option or group you want to move to.

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

Or, while you hold down ALT, you can type the underlined letter in the option
name or group name.

2. Within a group of options, use the DIRECTION keys to move from one option to
another.

Choosing Options

The next few sections describe each kind of dialog box option and how to move to
and select options.

Command Buttons

Command buttons initiate an immediate action. One command button in each
dialog box carries out the command you choose, using the information supplied in
the dialog box. Other command buttons let you cancel the command or choose
from additional options.
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>

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

This button carries out the
command you choose.

PostScript Printer on None

Printer: [Apple Laserwiiter Plus B [ Tox |

Paper Source: |Upper Tray I!l Cancel

Paper Size:  [Lelter 8% x 11 in [2] Options...

Orientation™ | Scaling—
@i | pelcenl
O Land
andscape Copios: E

L

L This kind of button presents
additional options.

Command buttons marked with an ellipsis (...) open another dialog box so you can
provide more information. Command buttons marked with a pair of greater-than
symbols (>>) expand the current dialog box. For example, the Color dialog box in
Control Panel has a button labeled Color Palette>> that expands the Color dialog
box to show you new options for changing the colors of many of the

elements on your desktop.

Buttons that are unavailable are dimmed. The currently selected, or default, button
has a darker border than the other buttons. You can choose the selected button by
pressing ENTER.

You can close the dialog box without completing a command by choosing Cancel.

To choose a command button:

Mouse

Keyboard

o Click the command button.

1. Press TAB to move to the command button you want.
A dotted rectangle around the button text marks the selected button.

2. Press the SPACEBAR (or ENTER) to choose the button and complete the
command.

HINT If the button has an underlined letter in its name, you can choose the command
button in one step. Hold down ALT and press the underlined letter.
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Text Boxes

A text box is a rectangle into which you type information.

= Remove

Remove Appointments:
Jo: | | Cancel

You type information
into text boxes.

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

If the box already contains text when you move to it, all the text in the box is auto-
matically selected and any text you type replaces it. Or, you can erase the existing
text by pressing DELETE or BACKSPACE. See “Working with Text” later in this
chapter for text editing procedures.

[> To select text in a text box:

Mouse n Drag the pointer across the text you want to select. Or you can double-click to
select one word at a time.

p—

Ieyboard 1. Use the DIRECTION keys to move to the first character you want to select in the

box.

2. Hold down SHIFT and press a DIRECTION key to extend the selection. (Press
SHIFT + HOME to extend the selection to the first character in the box. Press
SHIFT + END to extend the selection to the last character in the box.)

See “Selecting Text” in “Working with Documents” later in this chapter for
other keyboard selection options and the editing options available for selected
text.

List Boxes

A list box shows a column of available choices. If there are more choices than can
fit in the list box, scroll bars are provided so that you can use your mouse to move
up and down quickly through the list. See “Using Scroll Bars” later in this chapter
if you need detailed instructions about scrolling.
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Installed Printers:

Status

O Inactive

= . R |

Default Printer
No Default Printer l

B Use Print Manager

List of Printess:

Agfa 9000 Series PS [PostScript Printer]
Agfa Compugraphic 400PS [PostScript Printer]
Agfa Compugraphic Genics [PCL / HP LaserJet]
Apple LaserWriter [PostScript Printer]

Apple LaserwWriter [| NT/NTX [PostScript Printer

Toncric 7 Toat Only

{;ontigaue...

Add Printer >

List boxes present available choices.

Usually, you can select only one item from the list, but some list boxes (such as
the box that lists applications you can install with Windows Setup) let you select

multiple items if appropriate.

To select a single item from a list box:

Mouse

Keyboard

1. Click the scroll arrows until your choice appears in the list box.

2. Click the item you want to select and then choose the command button you
want. Or double-click the item to choose it and complete the command.

—

Use the DIRECTION keys to scroll to the item you want.

Or type the first letter of the item you want. Windows moves the highlight to
the first item that starts with that letter.

2. Press ENTER to choose the item and complete the selected command.

NOTE To change your selection, simply select a different item before choosing the

command button.

If an application lets you select more than one item in a list box, the selection
process works like a toggle switch, turning the selection on or off. You can select
as many items as you want and also cancel any selections.
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[> To select more than one item in a list box:

Mouse

Keyboard

o Click each item you want to select.

To cancel a selection, click the item again.

1. Use the DIRECTION keys to move the highlight to the first item you want.

2. Press the SPACEBAR to select the item. To cancel the selection, press the
SPACEBAR again.

Repeat steps 1 and 2 until all the items you want are selected.

NOTE With some applications you can use other key combinations to extend a selection
to items that follow sequentially in a list box. See the application’s reference manual for

instructions.

Drop-Down List Boxes

A drop-down list box appears initially as a rectangular box with the current choice
(default) highlighted in the box. The arrow in a square box at the right opens into a
list of available choices when you select it. If there are more choices than can fit in
the drop-down list box, scroll bars are provided.

Drop-down list boxes are typically used in dialog boxes that are too small or too

crowded to contain open list boxes.

_ Drop-down list boxes open
fo show available choices.

[ Pattern
Name:|(None) 0K
g | Lo |
Boxes |
[ Wallpal Critters |
File: |Diamonds
@ Center
QO Tile
[ Cursor Blink Rate Sizing Grid

G

Border Width:

i
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> To open a drop-down list box and select an item:

Mouse

Keyboard

Click the arrow at the right of the box to open the drop-down list box.

Click the Up or Down scroll arrow or drag the scroll box to move to the item

Press ALT + DOWN ARROW to open the drop-down list box.
Use the UP or DOWN ARROW key to reach the item you want, and press

ALT + UP ARROW or ALT + DOWN ARROW to select the item.

l.
2.
you want.
3. Click the item.
1.
2.
Option Buttons

Option buttons appear in dialog boxes as a list of mutually exclusive items. You
can select only one option from the list at a time. You can change a selection by
selecting a different button.

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

_ Options buttons present

mutually exclusive options.

[ Pattern

Name: [T NN+ |
Edit Pattermn...

B o

Cancel

'Wallpaper

/ @ Center

0

N\ O Tile

" Cursor Blink Rate
Slow Fast

Sizing Grid
Granularity:
Border Width:

oS
EC]

This option is selected.
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[> To select an option button:

Mouse o Click the option button,

lteyboard 1. Press TAB to move into the option group you want.
2. Use the DIRECTION keys to select the option button you want.

HINT If the option name contains an underlined letter, you can hold down ALT and press
the underlined letter from anywhere in the dialog box to select an option button.

Check Boxes

Check boxes offer a list of options you can switch on and off. You can select as
many or as few check box options as are appropriate. When an option in a check
box is selected, it contains an X. Otherwise, the box is empty. Names of options
that are temporarily unavailable are dimmed.

Check boxes present nonexclusive options.

L

[ Last Modification Time
[ File Attributes

/ X set System Detault

( I 0K | ' Cancel |
This option is selected.

[> To select or clear check box options:

Mouse o Click each empty check box you want to select.
Click a selected box again to clear the selection.

Keyboard 1. Press TAB to move to the empty check box you want to select.

2. Press the SPACEBAR to enter an X. Press the SPACEBAR again if you want to
clear the selection.

HINT  If the check-box name has an underlined letter, hold down ALT and press the
underlined letter for each check box you want to select or clear.
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1

L

Canceling Dialog Boxes

When you choose a command button, the dialog box closes and the command
takes effect.

> To close a dialog box without completing the command:

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

For dialog boxes that do not have Cancel buttons, choose the Close command
(press ALT + F4) from the Control menu. For dialog boxes that do not have
Cancel buttons or Control menus, choose the appropriate button.

Working with a Window

Whenever you work with applications and documents, you’ll probably have a num-
ber of different windows open on your desktop. This section explains how to move
windows, dialog boxes, and icons; how to resize windows; how to scroll through
their contents; and how to arrange them on the desktop.

Moving Windows, Icons, and Dialog Boxes

You can move application windows, document windows, and icons to different
places on your desktop. You can also move any dialog box that has a title bar.

[> To move a window, icon, or dialog box:

Mouse 1. Drag the window’s title bar, the icon, or the dialog box title bar to the new
location.

As you move the mouse pointer, an outline of the window or dialog box moves
with it. For an icon, the mouse pointer changes to a black and white outline of
the icon that moves as you slide the mouse.
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lteyboard 1.

When the window, icon, or dialog box is positioned where you want it, release
the mouse button.

You can press ESC anytime before you release the mouse button to cancel the
move.

Select the window, icon, or dialog box you want to move.

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

Press CTRL + F6 (or CTRL + TAB) to cycle through document windows and
icons.

Open the Control menu.

Press ALT, SPACEBAR for an application window, icon, or dialog box.
Press ALT, HYPHEN (-) for a document window or icon.

Choose the Move command.

The pointer changes to a four-headed arrow.

Press the DIRECTION keys to move the window, icon, or dialog box.

An outline of the window or dialog box moves as you press the DIRECTION
keys.

When the window, icon, or dialog box is where you want it, press ENTER.
You can press ESC anytime before you press ENTER to cancel the move.

Changing the Size of a Window

Sometimes you might want to change the size and shape of the windows open on
your desktop. For example, to compare the contents of two documents, you could
reduce the size of each window so that they fit side by side.

You can change the size and shape of most windows on your desktop. If you are
using a mouse, you can drag each side of the window border or its corners to
adjust its size. If you are using the keyboard, the commands on the Control menu
let you modify the window’s size and shape.

NOTE The minimum size for all windows is about 2 inches by 1 inch. In addition, some
application windows are limited in the ways their size can be changed. For example, Control
Panel has a fixed size.
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—

[> To change the size of a window:

Mouse

Keyboard

1.
2.

—

6.

Select the window you want to resize.

Point to a border or corner that you want to move.

The pointer changes to a two-headed arrow.

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

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

An outline shows the size and shape you selected.

Release the mouse button.

Select the window you want to resize.

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

Press CTRL + F6 (or CTRL + TAB) to cycle through document windows and
icons.

Open the Control menu.

For an application window, press ALT, SPACEBAR.
For a document window, press ALT, HYPHEN (-).
Choose the Size command.

The pointer changes to a four-headed arrow.

Press one of the DIRECTION keys to move the pointer to the border you want to
move.

Press a DIRECTION key to move the border.
An outline shows the size and shape as you change it.

Press ENTER when the window is the size you want.

If you want to change the size both horizontally and vertically, after choosing the
Size command, press two DIRECTION keys simultaneously to select a corner of the
window. (UP ARROW + RIGHT ARROW, for example, selects the top-right corner of
the window. Then press RIGHT ARROW to stretch the window to the right and

UP ARROW to stretch the window toward the top of the desktop until the window
is the size you want. Press ENTER to complete the resizing. ) :

HINT  You can cancel the resizing. With a mouse, press ESC before you release the mouse
button. With the keyboard, press ESC before you press ENTER.
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—

Shrinking a Window to an Icon

You can shrink a window to an icon when you finish working with an application
or document window, but want it available for later use. When you shrink an appli-
cation window to an icon, the application is still running in memory, but its
window is not taking up space on your desktop.

You can select and move icons on your desktop in the same way you select and
move windows. When you want to work with your application or document in a
window again, you can double-click the icon to restore the window (or use the
Maximize or Restore command on the Control menu).

To shrink a window to an icon:

Mouse

Keyhoard

1. Select the window you want to shrink.

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

Click the Minimize button to shrink
[ the active window to an icon.

[=] Notepad - (untitled) -
Eile Edit Search Help

—

Select the window you want to shrink.

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

Press CTRL + F6 (or CTRL + TAB) to cycle through document windows and
icons.

2. Open the Control menu.
For an application window, press ALT, SPACEBAR.
For a document window, press ALT, HYPHEN (-).

3. Choose Minimize.

NOTE Before you use the Minimize button to shrink a document window that is enlarged,
you must restore it to its previous size. When you enlarge a document window it fills the
application window, covering other document windows and icons. The document’s name
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appears after the application’s name on the title bar. The Maximize and Minimize buttons
affect the application window and all its contents. Only the Restore button affects the
document window alone. You can, however, shrink an enlarged document window to an
icon by choosing Minimize from the document’s Control menu.

Enlarging a Window

You can enlarge the windows of most applications to fill a larger portion of the
desktop or even the entire desktop.

A document window can be enlarged to fill all of an application window except
the menu bar space. You cannot enlarge a document window beyond the bound-
aries of its application window.

> To enlarge a window to its maximum size:

Mouse

Keyboard

1. Select the window you want to enlarge.

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

Click the Maximize button to
enlarge the active window.

l. Select the window you want to enlarge.

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

Press CTRL + F6 (or CTRL + TAB) to cycle through document windows and
icons.

2. Open the Control menu.
For an application window, press ALT, SPACEBAR.
For a document window, press ALT, HYPHEN (-).

3. Choose Maximize.
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>

The window enlarges to its maximum size and the Maximize button is replaced by
the Restore button. The title bar of a maximized document window is incorporated
into its application’s title bar.The Minimize and Maximize buttons belong to the
application. Only the Restore button affects the document window alone.

HINT When you have two or more document windows open in an application window and
you enlarge one of the document windows, all the others are covered up by the enlarged win-
dow. To uncover them, choose the Restore button to return the enlarged window to its pre-
vious size or choose Minimize from the document’s Control menu to shrink it to an icon.

Restoring an Icon or a Window to Its Previous Size
You can restore an icon or a window. The Restore command returns a window or

an icon to the size and position it occupied before you enlarged it or shrank it to an
icon.

To restore an icon to a window:

Mouse

Keyboard

>

O Double-click the icon.

1. Press ALT + ESC as needed to select the application icon. For a document, press
CTRL + F6 (or CTRL + TAB) to select the icon.

2. Open the Control menu.
For an application icon, press ALT, SPACEBAR.
For a document icon, press ALT, HYPHEN (-).

3. Choose Restore.

To restore an enlarged window to its previous size:

Mouse

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

= Program Manager - [Accessories] - .
= File Options Window Help s Click the Restore button
: ; to return the window to
its previous size.

PIF Editor Clipboard Clock Calculator



Chapter 2 Basic Skills 47

Keyboard 1. Open the Control menu.
For an application window, press ALT, SPACEBAR.
For a document window, press ALT, HYPHEN (-).

S

Choose Restore.

Using Scroll Bars

Some windows and dialog boxes have scroll bars you can use to view text that
requires more than the available space.

I= A Notepad - [untitled) =
File Edit Search Help
| Scroll box
|l Scroll bar
| Scroll arrow

> To seroll information displayed in a window or dialog box:

Mouse O Drag the scroll box to a position in the scroll bar corresponding to the general
location where you want to work (beginning, middle, or end of the file or list).
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All the scrolling options are listed in the following table.

To scroll Do this
One line Click one of the scroll arrows.
One window Click the scroll bar above or below the scroll box on ver-

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

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

To any position Drag the scroll box up or down the scroll bar to the posi-
tion of choice. The section of the document or list that
moves into view depends on the placement of the scroll
box. For example, if you position the scroll box halfway
down the scroll bar, the text halfway through the docu-
ment or list appears.

Keyhoard O Press the DIRECTION key that points in the direction you want to scroll. Other
scrolling options are listed in the following table.

To scroll Press these keys

One window up or down PAGE UP or PAGE DOWN

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

To the end of a line END

To the beginning of the CTRL + HOME

document

To the end of the document CTRL + END

Closing a Window

When you are working with an application window, one way to exit from the appli-
cation is to close the window. Similarly, when you are working with a document
window, you can exit from that document by closing the window. If you made
changes to your document since last saving it, you are asked if you want to save
the document before closing the window.
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> To close a window:

O Choose Exit from the File menu.
Or choose Close from the Control menu.
As a shortcut, you can double-click the Control-menu box.

Working with Applications

One of the major advantages of Windows is its ability to run two or more applica-
tions at the same time. This means that while a spreadsheet is calculating complex
year-end formulas, you can be working on the text for the annual report in your
word processor, and your computer can be receiving the latest information about
industry sales trends for you to use in the introduction.

Windows not only gives you the power to work with more than one application
at a time, you can also move important information between running applications
like your spreadsheet, terminal, and word processor. This feature can mean
tremendous gains in productivity and a virtual end to duplicated efforts.

Many types of applications take full advantage of the graphical interface and other
powerful features in Windows 3.0. They use drop-down menus and dialog boxes,
provide certain standard menu items, follow the same keyboard and mouse conven-
tions as those used by Windows, and so on. These applications, as well as all of

the applications you received with your Windows package, are called Windows
applications.

NOTE |f you also own a previous version of Windows, some of the applications you ran
with that version might not yet be updated to run with version 3.0. An application that has
not been updated displays a message telling you to start Windows in real mode. See Chapter
11, “Options for Starting Windows,” for information about starting Windows in real mode.

Other applications, many of them written before Windows was available, were
developed to run under MS-DOS. These applications, called non-Windows
applications, were not designed to take advantage of Windows graphical interface.
They do not necessarily use drop-down menus or dialog boxes or make use of the
mouse. They may work differently in other ways as well; however, most non-
Windows applications can operate within the Windows graphical environment.

In standard mode or real mode, all non-Windows applications run full-screen.
This means that the application takes over the entire desktop and looks exactly
as it looks when running under MS-DOS without Windows.
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In 386 enhanced mode, you can multitask several non-Windows applications and
most can run in a window.

This section explains the basics about running Windows and non-Windows appli-
cations. If you want to learn more about the various ways applications can run
with Windows, see Chapter 12, “More About Applications.”

Running Two or More Applications

One of Windows’ most powerful features is its ability to run two or more applica-
tions at the same time. For example, your communications program can accept
information sent over a modem while you continue to work with your word pro-
cessing application.

When applications run together, they share your computer’s resources. The way
they share the resources depends on the type of computer you have, the type and
amount of memory that is available, whether they are Windows or non-Windows
applications, and which Windows mode you are running. Chapters 12 and 13 in
Part 3, “Advanced Topics,” discuss more fully the various ways you can run appli-
cations with Windows.

NOTE Because of the advanced way 386 enhanced mode can use memory, it can run
more Windows applications at the same time than standard mode or real mode, given the
same amount of physical memory.

To find out which mode Windows is running in, open the Program Manager window and
choose About Program Manager from the Help menu.

Starting Applications

To make starting applications easy, Windows offers three methods:

* Choose a program item from a group window in Program Manager.

* Choose a program file (or a PIF) from the appropriate directory window in File
Manager. (Starting applications with PIFs is discussed in Chapter 12, “More
About Applications.”)

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

NOTE  Some applications, called memory-resident or “pop-up” programs (Such as
Borland ® SideKick ®), ordinarily suspend the application you are using while you work with
them, and then, when you are finished, return you to the suspended application. You can
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use memory-resident programs with Windows just like you would any other applications.
Make sure you start Windows before you start the pop-up program. See Chapter 12, “More
About Applications,” for additional discussion.

Starting Applications from Program Manager

As long as an application belongs to a group, the easiest way to start it is to choose
it from the group window. If a document is included with the application, it will be
loaded into the application workspace. See Chapter 3, “Program Manger,” to learn
about organizing applications in groups and how to include a document so that it
starts up with an application.

To start an application from a group:

Mouse

Keyboard

1. Open the Program Manager window, if not already open, and open the group
window that contains the application you want to start.

2. Double-click the icon for the application.

—_

Open the Program Manager window, if not already open, and open the group
window that contains the application you want to start.

2. Use the DIRECTION keys to move the highlight to the icon for the application.
3. Choose Open from the File menu or press ENTER.

HINT You can choose the Minimize on Use command from the Options menu if you want
to shrink Program Manager to an icon whenever you start an application.

Starting Applications from File Manager

You can start an application from File Manager by opening the program file from
a directory window. Program files have .COM, .EXE, .PIF, or .BAT filename ex-
tensions. 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 applica-
tion, the application screen will replace the File Manager window.

NOTE If you plan to use an application frequently, you might find it more convenient to
add it to a group in Program Manager rather than to start it from File Manager. To learn how
to add an application to a group, see Ghapter 3, “Program Manager.”
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> To start an application from File Manager:

Mouse 1. Start File Manager and open the directory window that contains the program
file.

2. Double-click the filename.

Keyboard 1. Start File Manager and open the directory window that contains the program
file.

2. Press the DIRECTION keys to select the filename.
3. Choose Open from the File menu or press ENTER.
You can use the Minimize on Use command on the Options menu to automatically

shrink File Manager to an icon whenever you start an application. See Chapter 4,
“File Manager,” for procedures on using File Manager commands.

Starting Applications with the Run Command

The Run command is a handy way to start applications that you want to run only
occasionally or have not yet added to a group. You can open a document at the
same time you start the application. Unless the program file is in your current path,
you need to know the exact directory location and name of the program file (and
document) before you can start the application.

> To start an application with the Run command:

1. Choose Run from the File menu in Program Manager or File Manager.
The Run dialog box appears.

Command Line: || |
[ Run Minimized
[ox ] [ cance |

2. Type the pathname and the exact name of the program file, including the exten-
sion if there is one.

For example, if Aldus PageMaker ® is stored in the directory C\PAGEMKR,
you would type c:\pagemkr\pm.exe in the text box.
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You can open a document at the same time you start most applications by
typing a space and the document filename (including the pathname) after the
program name.

For example, to open a document called NEWSLTR in the AUGUST
subdirectory of CAPAGEMKR, you would type the following in the text box:

c:\pagemkr\pm.exe august\newltr.pm3

3. If you want the application to shrink to an icon as soon as it starts, make sure
the Run Minimized check box contains an X.

4. Choose OK or press ENTER.

Using the DOS Command Prompt

You might occasionally want to run a non-Windows application, such as an
MS-DOS utility program, from Windows. You can run it in the same way you run
Windows applications by using Program Manager or File Manager. You can also
run it by starting a copy of the MS-DOS command interpreter. That way, you can
type in MS-DOS commands just as you would if you were not running Windows.

The DOS prompt appears as a program item in the Program Manager Main Group,
so you can get to MS-DOS without leaving Windows.

To start the DOS Prompt:

1. Open the Main Group window in Program Manager.

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

When the DOS prompt appears, you can type the MS-DOS commands and start
any non-Windows applications.

To exit the DOS Prompt:

O Type exit and press ENTER.

You can also leave MS-DOS running and switch back to Windows to work
with Windows applications. See the next section of this chapter for information
about switching among applications.
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CAUTION CHKDSK /F and other MS-DOS commands that might modify file allocation
tables do not run properly from inside Windows. (CHKDSK without the /F switch runs fine.)
Oth