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LIMITED USE LICENSE AGREEMENT

You should carefully read the following terms and conditions before using the
Microsoft MS-DOS software and all other software provided with the computer (the
"Software"). This is a legal document which constitutes the agreement between you,
the end user, and Sharp Corporation for the use of the Software. Using the Software
indicates your acceptance of the terms of this Agreement, which includes the Limi ted
Use Software License and Limited Warranty.

LIMITED USE SOFTWARE LICENSE

In consideration of the license fee, which is a part of the price you paid for the
computer, Sharp Corporation, as Licensor, grants to you, the Licensee, a
non-exclusive software license to use the Software and related documentation
supplied herein. The terms of this license are as follows.

1. You may use the Software on a single computer at a single location.

2. As the Licensee, you own the magnetic or other physical media on which the
Software is recorded, but Sharp Corporation or its licensors retains title and
ownership of the Software recorded on the original disk copies and all subsequent
copies of the Software, regardless of the form or media in or on which the original
and other copies may exist. This License is not a sale of the original Software or any
copy thereof.

3. You and your employees and agents are required to protect the copyright of the
Software and license for this Software. You may NOT distribute or otherwise make
the Software or documentation available to any third party, by time-sharing or
otherwise, without the prior written consent of Sharp Corporation. You may be held
legally responsible for any copyright infringement that is caused or encouraged by
your failure to abide by the terms of this Agreement.

4. You may NOT modify or alter the Software. Any portion of the Software that is
merged into or used in conjunction with another software will continue to be the
property of Sharp Corporation or its licensors and will be subject to the terms of this
Agreement.

5. You are permitted to copy the Software for exclusive use as your working copy.
Any such copy must contain the same copyright notice and proprietary marking as
the original Software.

6. You may not transfer or assign the Software or this License to any other person
without the prior written consent of Sharp Corporation. Any authorized transferee
of the Software shall be bound by the same terms and conditions of this Agreement
and, in such case your License is automatically terminated. In no event may you
transfer, assign, rent, sell, or otherwise dispose of the Software on a temporary or
permanent basis except as expressly provided herein.

7. This License is effective until terminated. This License will terminate
automatically without notice from Sharp Corporation if you fail to comply with any
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together will all copies and modifications in any form.

8. The restrictions in this license are for the benefit of the party who holds title to any
part of the Software.

SOFTWARE LIMITED WARRANTY

Sharp Corporation and its licensors provide the Software with no warranty and
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Sharp Corporation or its licensors be liable or in any way responsible for any
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Software. However, if a modified version of the Software is released within one year

fer
from the Softwarerelease, Sharp P Corporationshall make reasonable effortto provide

you with information concerning the modified version.

YOU ACKNOWLEDGE THAT YOU HAVE READ THIS AGREEMENT AND
UNDERSTOOD IT, AND THAT BY USING THE SOFTWARE YOU AGREE TO BE
BOUND BY ITS TERMS AND CONDITIONS. YOU FURTHER AGREE THAT,
EXCEPT FOR SEPARATE WRITTEN AGREEMENTS BETWEEN SHARP
CORPORATION AND YOU, THIS AGREEMENT IS THE COMPLETE AND
EXCLUSIVE STATEMENT OF THE RIGHTS AND LIABILITIES OF THE PARTIES
CONCERNED. THIS AGREEMENT SUPERSEDES ALL PRIOR ORAL
AGREEMENTS, PROPOSALS OR UNDERSTANDINGS, AND ANY OTHER
COMMUNICATIONS BETWEEN US RELATING TO THE SUBJECT MATTER OF
THIS AGREEMENT.
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Welcome

If you are new to the family of Sharp products, welcome. To all new
owners of this computer, congratulations. You have purchased one of the
most powerful and easy-to-use personal computers available today.

Using advanced technology, we packed the power of larger PCs into this
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superlative LCD with CGA emulation and a suite of built-in applications.

There are two models of this unit, each with a different memory
configuration. Unless otherwise specified, descriptions in this manual
apply to both models. The available model varies depending on countries.

For Your Records
For safekeeping and easy reference, fill in the model and serial numbers
(from the back of the computer), as weii as any other pertinent
information in the space below.

Model number:

Serial number:

Date of purchase:

|

Place of purchase: |
|

]

|
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Opening the Box
~

When you open the packaging, you will find the following items:
* The Computer

* Three AA size batteries

* A Lithium battery

* Operation Manual (this manual)

* Aregistration card

If any of the above items are missing, contact your Sharp dealer.

=== -]
About this Manual

This manual describes the operation of your new Sharp computer. We
have designed this manual so that you can locate information quickly
and easily. Each chapter begins with a title page that gives the major
sections in the chapter.

Here is an overview of what to expect in each chapter:
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computer and explains how they work.

Chapter 2 Setting Up tells you what to do to get your computer ready for

nnorabhinn
UpCiauii.

Chapter 3 Getting Started shows how to set up the operating system and
internal disks for basic operation and how to customize the computer for
vour special needs.

Chapter 4 Introducing the Applications is a simple step-by-step
illustration of using the built-in applications and accessories.
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techniques for using the applications and accessories.

Chapter 6 The Pop Up Menu describes the menu which you use to select

applications, and the other accessories and applications displayed with it.

Chapter 7 Using MS-DOS provides an overview of the MS-DOS
operating system and commands, and details the extra utilities provided.
Chapter 8 LapLink Utility describes how to use the LapLink utility for
communications between your computer and another computer.



Chapter 9 The Address Book describes the application you can use to
manage addresses and phone numbers.

Chapter 10 The Scheduler describes the application for organizing
appointments and reminders.

Chapter 11 The Editor des cribes the application for preparing, editing

and prmtmg documents.

Chapter 12 The File Manager describes the application you can use to
help organize your files.

Chapter 13 The Worksheet describes the application for preparing
numerical analyses and forecasts.

. Appendices cover a variety of topics including maintenance and
' troubleshooting, keyboard layouts, and specifications.

/' What to Read

Before performing ny of the tasks below, we recommend that you read
the corresponding ch pter(s‘; int

& Mhirlk
W K

» Using the applications — Chapters 4 to 6, and the relevant chapter 9 to
13

; * Using MS-DOS and utilities — Chapter 7

* Using LapLink — Chapter 8

+ Using options — Chapter 14
» Troubleshooting and general care of the computer — Chapters 1 to 2
f and Appendix E to F

. Manual Conventions

Throughout both manuals, we have used a set of style conventions as

follows:
neybumd Keys When referring to keys on the keyboard, the label

appears in boldface as shown below

Press Enter to end the command.



When referring to a combination of keys that are pressed simultaneously,
the key labels are separated by hyphens as shown below.

Presg Ctrl-C to interrupt exec
MS-DOS batch file.
This means to hold down the Ctrl key and press C simultaneously.
Sampie Promptis/Screens This manuai contains sampie prompts and
screens that appear during operation of your computer, including entries
that you type on the keyboard. These are printed in a typeface much like

the one you will see on the screen. Screens of several lines may be
enclosed in a frame, as shown below.

bytes total disk space
bytes avallable on disk

bytes in each allocation unit
allocation units available on disk

Volume serial Number is

Format another (Y/N)?

Notes and Cautions Icons and italic text are used for notes and cautions,
to make important information stand out.

Note: Notes provide lielpful liiits or suggestions on ways of performing
certain operations.

Caution: Cautions warn you when you might damage equipment or lose
information if you do not follow a procedure very carefully.

b
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The Hardware

The illustration below shows you what the standard computer looks like gﬁ

To open it, press the catch on the front of the computer and tilt the screen
back. Here’s how it looks when set up and ready to operate:

i~ S

The Hardware 1-1 |
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Let's take a closer look at each part of the computer.

Microprocessor

The microprocessor is the ‘brain’ of the computer. It processes data--or
information-—at speeds so fast, its performance is measured in miilionths
of a second. The processor handles information in binary code, using the
digit 0 or 1. Any piece of information (e.g., a number or character) is
represented by a string of zeros and ones. For example, the number 23 in
binary is 10111. A 0 or 1 in the binary system is referred to as a bit, the
smallest piece of the information handled by the processor. A byteis a
group of 8 bits, and represents a single character or number, such as "H"

"t Tl
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running at a clock speed of up to 10 MHz.

LCD Screen

The screen acts as a window where the computer sends information for
you to view. Information typed at the keyboard, read from an IC memory
card or a diskette, for example, is displayed on the screen. This computer
displays text and graphics on a film supertwist LCD, giving true
black-on-white contrast. It can emulate the IBM monochrome display
adaptor (MDA) and color graphics adaptor (CGA), displaying colors as

four shades of gray.

Resolution The screen displays a maximum resolution of 640 dots
horizontally by 200 vertically, although the actual display resolution
depends on the display mode selected using the SETUP command (see
Chapter 7) and the modes used by your applications.

Screen Angle The screen is on a friction hinge, so you can adjust the
position for any viewing angle from 0 (closed) to 180 degrees. Suitable
angles are between 90 and 180 degrees to the horizontal.

Contrast Control You can also adjust the screen contrast to improve
visibility under difficult lighting conditions. To increase the contrast,

hold down the Fn key and press F3 (ContrastT) until the optimum setting
is reached. To decrease the contrast hold down the Fn key and press F4
(Contrastl).

Indicators
There are five indicators on the right of the LCD screen which show the
ghata of tha Arives and kavhaard
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Card 1 Lights when IC memory card drive 1 (normally A:) is accessed.



Card 2 Lights when IC memory card drive 2 (normaily B:) is accessed. e
Caps Lock Lights when in Caps Lock mode, -
Num Lock Lights when in Num Lock mode.
Scrl Lock Lights when in Scroll Lock mode.

Kevboard

£l
i

You communicate with the computer by typing at the keyboard. Many of
the keys work just like those on a regular typewriter. However, as you
will see, some of the keys have special functions not available on a
typewriter. This keyboard is based on the IBM 101 /102-key enhanced

keyboard layout.
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U.K. English Keyboard Layout
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Additional key functions

Fn The Fn key is used to access numbers, characters or functions printed
in blue on the front of the keys.

Off The Off (Fn-Esc) key turns off your computer. To turn on again,
press any key and you will return to exactly what you were doing when
you turned off.

Contrast Control The @t and (@ 4 keys are used to control the contrast of
the LCD screen. @ % (Fn-F3) lightens the screen and @ #(Fn-F4) darkens

the screen.

Key click Pressing the ) (Fn-F5) key toggles the key click sound on and
off

(83 8N

Set Up Pressing the Set Up (Fn-F9) key displays the Set Up Menu in the
Pop Up Menu directly at any time, even if you are in a third party
application program. To exit the Set Up Menu, press Esc.

Pop Up Pressing the Pop Up (Fn-F10) key displays the Pop Up Menu at
any time, even if you are in a third party application program. To exit the
Pop Up Menu, press Esc.

I _—_  — ————— — e ]
Connectors and Compartments

On the computer, there are four connectors which connect to various

tormal davicae and &+ artm
t devices and two compartments for batteries.

Adaptor Jack On the rear panel, is the AC adaptor jack. The optional
adaptor CE-301V plugs into this jack to supply external power to the
puter. See Chapter 14 for details of this option.

Expansion BUS Connector The expansion BUS connector is on the rear
panel of the computer. Options such as the CE-301F 3 1/2" FDD unit can
be connected to this. See Chapter 14 for details of this option.

The Main Battery Compartment Has a cover secured by a screw on the
rear panel. [t contains the main batteries which normaily power the
computer. For information on changing the batteries, see Chapter 2.

The Parallel (Printer) Port Is located behind a hinged cover on the right
side panel. You can use this port to connect any device which uses a
standard Centronics parallel interface, via the optional parallel
conversion cable CE-301CB. For details of this option, see Chapter 14.

The Sarial (RE.212C) Part Ig lacated b hal—unr] a hlngnr'l cover on the left
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side panel. You can use this port to connect any 1/O devices suchas a



a the optional serial
Is of this option, see Chapter 14.

Formal o
le, or external nn
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conversion cable CE-302CB. For detai

mouse, LapLink

The Backup Battery Compartment Has a cover on the bottom panel
which is secured by a screw and contains the Lithium battery which
provides backup power while changing the main batteries or if they fail.
For information on changing this battery, see Chapter 2.

Reset Switch Is a small switch on the bottom panel which you can use ¢
reset the computer and repeat the installation process. To press it, use
pointed object like a ballpoint pen.

N Caution: Pressing the reset switch will erase all information from drive E!
et

e two IC memory card drives, one on each side of the computer.
The one on the left side panel is drive 2 and the other one on the right
side panel is drive 1. You can use these drives to store your own data on
a RAM card, or run application programs supplied on an IC memory

card. For instructions on using IC memory cards, see Chapter 14.

RAM RAM (Random Access Memory) stores data and application

to or read from RAM freely. RAM size is
described by the amount of information (bytes) it can store. Symbols
often used for this are "K" and "M". One K byte (1 KB) represents 1024
bytes and one M byte (1 MB) represents 1024 K bytes. There are two
models of this computer, one with 1 MB standard memory, and one with
2 MB standard memory.

wdels varies depending on tie country.

ROM ROM (Read Only Memory) contains factory-programmed
information, which remains stored even with the power off. You can
never change the contents of ROM. ROM in this computer contains the
operating system, utilities, and application programs.

IC Memory Card Drives 1-5 |
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run programs from or save data to.

Drive C Is a ROM drive which contains the operating system, utilities,
and application programs. You cannot write to or change this drive in
any way.

Drive D Is a small RAM drive which is normaily powered by the main
batteries, but if those fail it can also be powered by the built-in Lithium
battery. This drive is used by the built-in applications for their
configuration data, the system diary, to do list file, undelete and
clipboard buffers (all stored in D:\SYSTEM). There is some spare disk

space which you can use like a conventional disk.

Drive E Is also a RAM drive, powered by the main batteries. When you
change these batteries, the Lithium battery will also supply power to
drive E, but only for about 3 minutes. You can use this drive for storing
programs and data. Its size depends on how you chose to arrange the
RAM during installation (this allows you to split the total RAM between
main (program) RAM, drive E and Expanded (EMS) memory).

m Note: The contents of these RAM drives is preserved wien you turn off or

reboot, unlike & conventional MS-DOS RAM drive produced using the

RAMDRIVE.SYS device driver.

Using the Internal Drives

You can save your data to drive D and drive E freely. Drive D is quite
small but well protected from power loss, so you should use it for your
most important data. Drive E is not quite so robust, but may be much

larger, so you will typically use it as your main working disk.

N Caution: If you are storing important data on either RAM drive (but
=S especially drive E), you should copy it to IC memory cards, a desktop

computer, or floppy disks (using the optional floppy disk drive unit) at
regular intervals to provide backup copies in case anything happens to it.

Formatting

i-6 Starfing with the B

Drive C does not need formatting since it is a ROM drive.

Drive D is formatted automatically during the initial install process. You
can also format it by using the FORMAT command (see Chapter 7).

2 . i



Drive E is formatied during the initial install process, with the
dictated by the memory arrangement you choose and how much
memory is installed. For example, with 1 MB instailed a typical
configuration is 640 KB main DOS memory and 368 KB drive E, with no
EMS.

Since the internal drives do not have any moving parts, they are
mechanically very robust. To preserve the contents of the drive E, always
: tha & afhk i
L

replace the main batteries promptly at the first sign of battery
preserve the contents of drive D, replace the Lithium battery at the
recommended intervais. (See Chapter 2 for information on changing
batteries.)

The Software

A computer system needs software before it can carry out any useful
task. Without software, your computer is just a collection of electrical

components. In order to use computer hardware for tasks like writing
1

e o o 5 H 1
memos or balancing a checking account, software is necessary.

Software is a series of instructions that directs the computer to perform
specific tasks. Generally, these instructions are loaded into main memory
where they remain until the application program is exited or the system
is rebooted.

In order to understand how software functions on the computer, think of
three levels.

The Software 1-7 |
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programs (BIOS calls).

The operating system is a software program that manages the computer’s
resources, such as disk drives and printers. By performing these general
routines, the operating system forms the base on which programming
languages like appllcahonq programs can run. The operating system for

this computer is MS-DOS, version 3.3 which is stored in ROM.

Application Programs

An application program helps you perform business and personal tasks
such as word processing, spreadsheet analysis, and graphics

presentations.
This computer contains the following eight useful application programs

* Address Book
* Calculator

* Desk Clock

* Scheduler
4_0 Ch~rtima~ it Hha DAcime
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« Worksheet

These applications are all accessed and controlled from slmple on-screen
menus. Even if you have never used a computer before, you should find

them easy to use and useful right away.

In addition, many of the application programs written to run with
MS-DOS on IBM and compatible personal computers can be used with

vOLIT COMD
your comp uter.

The Software 1-9\
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Guidelines & Precautions

¢ When using your computer always try to ensure that the temperature

and humidity fall within the following ranges:

Temperature

Operating: 10°C to 35°C (50°F to 95°F)

Storage: —20°C to 60°C (—4°F to 140°F)

Relative Humidity (Nencondensing)

Operating;: 20% to 80%

Storage: 10% to 90%

e LUge a standard AC outlet when operating the computer with the

optional AC adaptor. Make sure the outlet supplies the correct voltage

« For information on how to install hardware options, see Chapter 14.

Installing the Main Batteries

If you are setting up for the first time, you must start settmg up by
installing the supplied batteries. if you are changing the batteries, you
will need three AA-size alkaline manganese batteries.

To install the batteries:

« Use a coin or screwdriver to release the cover marked "Battery"” from

the back of the rnmputg[_
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* If you are changing the batteries, puii the
old batteries.

Guidelines & Precautions 2-1 ‘
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* Insert the new batteries carefully, observing the correct polarity (as

shown on the label inside the compartment). Make sure that the tape is

positioned behind the batteries so you can use it later to remove them.
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* Replace the cover and tighten it using a coin or screwdriver.

Installing the Backup Battery

If you have just purchased the computer, you should continue by

installine the sunnlied Lithium backun batterv. If vou are renlacine the
nstailing e supplied Lithium DacxKup batiery. i you are replading ine

battery, obtain a suitable replacement battery from your Sharp dealer.

* Turn the computer over and undo the screw from the circular backup

= If you are changing the battery, tilt the computer to tip out the old
battery.

* Install the new battery carefully, observing the correct polarity.
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* Replace the cover and screw it tight.

£

Cautions when Changing Batteries

When the message "Main batteries low" or "Replace Lithium battery"
appears on the screen, the main batteries have become too low to operate
the computer or to backup the contents of the memory, so you need to

| change to new batteries.

ﬂ

Follow these ouidelines to chanee t

S0 puilas Chalipe e g 2als ol

contents of memory:
J  Before changing the batteries, turn off your computer.

« Do not remove both the main batteries and the Lithium battery at the
same time, or you will lose all the data stored in the memory.

* The Lithium battery backs up the contents of drive E for only 3
minutes while the main batteries are not installed, so you must
/ complete changing the main batteries within these 3 minutes.

* When replacing the Lithium battery, make sure that the main batteries
[ are not depleted. If the main batteries are depleted, replace them
i before replacing the Lithium battery.
|

» Before removing the batteries for replacement, backup the important
J data stored in the computer i.e. copy it to an IC memory card.

} » Always replace all three main batteries at the same time. Do not use
old batteries and new ones together.

*» Use only the specified Lithium batteries (CR2016).
‘ 'I‘ Caution: There isa possr‘bh’ danger of explosion if the batteries are

incorrectly replaced. Replace enly with the same or equivalent fype,

recommended by the equipment manufacturer. Discard used batteries
according to the manufacturer’s insiructions.
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* For best results, use Duracell AA (MN1500) batteries for the main
batteries.

« Turn the computer the right way up and open it by pressing the catch.
Tilt the screen to a comfortable angle.

* Press any key to turn the computer on. If you are installing the
batteries for the first time, carry on setting up the computer as
described in Chapter 3. If you have a]ready set up your computer, it

should show the same display as when you turned off and you can

carry on with your work.

If a password is installed, the computer will display a window for you to
enter the n:\ccwnrd when you turn on.

If the screen does not display anything, check that you have inserted the
batteries correctly. Try another set of fresh batteries. If this does not help,
contact your Sharp dealer.

e ———————————

Turning Off

There are three ways to turn off the computer:

* Press Fn-Esc.

* Press Esc at the Pop Up Menu and select Switch off.

* Type OFF and press Enter at the M5-DOS prompt.

This computer is designed with a resume function, which returns you to

exactly the same state as when you turned off, when you turn on again.

e ter me

Turning off does not lose anything from the computer memory.

g
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e —————————
System Start-up

If you have not already done so, install the Lithium and main batteries, as
described in Chapter 2. Turn on the computer (press any key) and it will
perform its initial self-test, displaying a series of messages like this:

DIP 88C88A-BIOS Version x.xxx

Copuright (c) DIP Research and Sharp Corp. 1991
All rights reserved

xxxxK PSRAM Test OK

xxxxK SRAM Test OK

| Press any key and the initial installation process will begin so you can set
up your computer to suit the way you want to work.

If you see any of these messages, turn off the computer and contact your
Sharp dealer:

PSRAM Test Failure >0 xxxx
SRAM Test Failure >0 xxxx
POST Failure — »xxxx

The first screen asks you to select your language:

;l T4
English Uelcome?
FranSais Bienvenue!
Deutsch Wil lkommen?
italianc Banvanuia?
Neder lands Ve lkom?
Espafiol iBienvenido?
Svenska V& 1kommen ¢
Press {—! to contimnue ...

Press the Up or Down Arrow key until your language is selected, then
press Enter. The next screen asks you to select the keyboard type:

Keyboard Selection
Thers are tus pessible kayhoards. Choose the

[ s ars tuc po hnose

! picture showing the shape of the Enter key:

—
-
| I

European usa
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Check which Key resembies your KEYDDEI]'G and press the R ghi Arrow or
Left Arrow key to select the right one, then press Enter.

The next screen asks you to select the correct keyboard layout by

R e e a ligt.
seieCiing your County 1Toin a 1ist

Kegboard
English (UK)
American ws)
German (GR)
French (FR)
Italian T
Spanish (SP)
Portugusss [§:213]
Suedish su)
Finnish (sV)
Danish (DK)
Noruwegian (NO)
Suiss (French) (SF)
Suiss (German) (86)

The top line of your keyboard should look like this:

ﬁmﬂﬂﬁﬂml—lﬂﬂﬂﬂl—

1 il | il | Bl

The countries are listed in alphabetical order. Select your country from
the list by pressing Down Arrow until it is highlighted and then press
Enter. If your country is not displayed, keep pressing Down Arrow to see
the rest of the list. You can also select vour country by typing the first
letter of its name. If there are several items with the same initial, typing

the ﬁrst }etter \_An"l move the cursor to ﬂ'u:l next item,

Vi anOVe UC CUIsSOD 0

Now, choose your country code and select the date and time format to
use:

Country Code. ..
fustralia (861)
Belgiun (A3Z)
Canada (English) (ae1)
Canada (French) (882)
Denmark (845)
Finland 358)
France (833)
Germany (849)
I'&-I. !!E,’
Lntln America (a83)
Netherlands (@31
Norway |47)
Partugal (351)
Spain (a34)
Sueden (846)
Switzerland {(French? |41}
3
Country defaults if you select this code!

Date format DD-HH-YYYY
Time format HH:HM (12 hour)
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Again, select your country from the list e.g. by pressing Down Arrow

until it is highlighted. Check that the top row of keys on your keyboard
Lac tlhn memanc digemlavad thao aence Eatas

matcnes the ones QiSpiayea, ui€it press oiuEr.

The next screen invites you to type ownership details, which will be
displayed if you use the password facility:

Ounership Details

Please enter your name and other (!etalls
They can be modif ied iater. Press < to move
to the next line.

Name
Address

Tel.

Type a message on the first line, such as "This machine belongs to" or "If
found, contact the following person for a REWARD", then type vour
name, address and telephone number on the subsequent lines. Press

ulﬁan o hava finichod oach lino

"
I yvaiciil yuUu idvc anisneq eacn ane.

Frta
LIlve

If you make a typing error, press Backspace to delete back to it and
retype. If you see an error on another line, use the Arrow keys to move to

When you press Enter on the telephone number line, you are asked for
the time and date, to set the computer clock and calendar:

————— Date and Time
Please enter the current date and time below,
using the formats (DD-HM-YY¥) and (HH:MM)

Date 5-84-1991

Time iZ:89p

Type the date in the format shown and press Enter, then type the time,
using the 24-hour clock. For pxamn[p if it is ten rhn-rv in the morning,

type 1 0:30. If it is ten past six in the evening, type il 8 10. If you make a

uuslakc, l.au:aa Ba\nu?aue to dc!ch: thetextand tr )-” agam. When the time

and date are correct, press Enter.
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The following message is displayed:

Initial Installation Complete
If you wish to make further changes, select
the option CONTINUE WITH INSTALLATION.

Otherwise, select INSTALL NOW.
Install nou

Continue with installation

Select an option with the Up or Down Arrow key and press Enter:
= If you're in a hurry, or not sure what you want, seiect Install now.

* If you want to set up your system now, with the maximum

of help, select Continue with installation.

The Install Now Option

The Install now option performs the rest of the setup for you. After a
few seconds the computer will reboot and then display the ‘Pop Up
Menu'. For details of the Pop Up Menu and the facilities at your disposal,
see Chapters 4 to 6.

If this is the first time you’ve been through the instali process, you'li have
the default configuration: CGA screen mode, 640KB program (main)
memory, RAM drive E using all the remaining memory (e.g. 368KB with
1 MB model), and no EMS memory.

I g oy & o Yo |

Loniinue Upuon

The Continue with installation option allows you to examine,
read about, or change any of the setup options, so you can select the exact
PRUY & SRR PRpU | A L ey TE crmee anlant I wres 31l can tlan

kUllllsl.U LIULL LIldal SUILS yuu 1 yuu STICLL 1L, yULI. ¥Vill OSCT uiIc
Configurable Options screen:

Gelting Started



Change language. ..
Ounership details. ..

Country code.

Momhoacod
Heyboard. .

Files

Buffers

Startup after reboot
DOS command prompt
Path

lmtall ANS1.SYS7

C}aracur .set
Hemory conf iguration

Physical I'.ayhonrd type

Conf igurable Options

European
United Kingdom
English

3z

az

in... Pop Up

Spog
CINUTILS:C:\DOS
No

Mo

Default
[Program=648KB Ramd isk=368KB EMS-BKB] =1008KB

The top area (or window) provides a menu of the options which you can
change, with the current setting for each one.

The bottom area (or window) provides an explanation of the currently
selected option, including illustrations of the effects of any changes you

might make.

To select an option you're interested in, simply use the Up or Down
Arrow keys, then read the explanation in the help window. You can also
select an option by typing its first letter. If there are several options with
the same first letter, this will move the cursor to the next one.

To change the option, press Enter and reply to the prompts, pressing
Enter to select. The foliowing additionai notes may aiso heip you make

your decisions:

| peyielg Bumen |

®* Change language, Ownership details, Physical keyboard
type, Country code and Keyboard aliow you to change the
selections you made during the initial install process.

» Leave Files and Buffers set to their defaults until you encounter
problems using a third party application.

¢ Startupafter reboot in offers
you this menu:

If you mainly intend to use the built-in applications, Pop Up is
probabiy best. If you want to use the built-in applications, third party
applications and DOS commands, Fi le manager is probably best. If
you are an experienced user, you'll probably prefer DOS prompt.

Initial Installation 3-5 |
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Select DOS command prompt if you want to change the information
displayed at the DOS prompt and edit the prompt as described in the
help window.

Select Path to edit the DOS search path, for example, to add a
directory which contains a third party application.

Install ANSI.SYS? - leave this set to No uniess you are using a
third application which you know requires it, as it consumes extra

‘memory and is not needed by most applications.

Password - select this option to define an access password to help
prevent anyone else from using your computer. It will prompt you for
the password, which may be up to 8 characters. When you press Enter
it will ask you to type it again, for confirmation.

(If this option is set to Yes, select it again to turn off the password. To
change the password, select it twice and then choose the Change
password option. You need to know the old password to change it.)

Character set - leave this set to Default unless you want to
display the Scandinavian symbols.

Memory configuration - select this

" S
option to change how thesystem  Fpgqran™ ™" “eaoma ]
RAM is split, between program RAM, Rand isk 2ge¥E
RAM disk (drive E) and EMS. This Ens o KB

will display this menu:

To change a setting, move to it by using Up or Down Arrow, then
press + to increase it by 16 KB, or - to decrease it by 16 KB. Press Esc
when you are finished. Note that any memory which is not used for
programs or the RAM disk is converted to EMS memory:

« If you are mainly using the built-in applications and only have 1 MB
of memory fitted, you can reduce Program (e.g. to 256 KB) and
increase the Ramdi sk, to store more files.

+ If you are going to use third party applications, you will probably
want to leave Program set to the maximum (640 KB), as many third
party applications require a lot of memory.

* Only set up EMS (Lotus Intel Microsoft Expanded Memory
Specifications) if you are using a third party application which
needs it.

Caution: If you change the Memory Configurat ion setting, all the
contents of drive E is lost!
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Once you have finished, press Esc and
select the Install now option. If you [ Jadiny THaed =y

have made any changes, you will be I Mo I

promnted with:
prompted with:
To accept the changes, select Yes (e.g. press Y). To cancel them, select No.

If you have made major changes, the
computer must reboot to use them, so the Reboot? -I

Yes

following will be displayed: Mo

To reboot, seiect Yes (e.g. press Y). To prevent the reboot, seiect No (some
changes will not take effect until you reboot, e.g. press Ctrl-Alt-Del).

The computer will run the ‘shell’ which you selected. For information on
Pop Up (the Pop Up Menuj) see Chapter 6. For information on File

Manager see Chapter 12. For information on DOS, see Chapter 7.

- - — _____ ____ ‘= ]
Customizing Your System

You can customize your computer any time after completing the initial
installation process, as follows:

To change your configuration options:

* Type INSTALL and press Enter, at the DOS prompt or using the File
Manager Exec option. This will display the Configurable options
screen, with your current settings. Make any changes and then exit as
before.

| pelieyg Bumen |

* OR, to configure low power mode, sounds, screen inverse, processor
speed, character set, or the serial port, press the Set Up (Fn-F9) key, or
use the Pop Up Menu Setup the machine option, in the Options
menu (see Chapter 6) or the SETUP command, at the DOS prompt (see
Chapter 7). The SETUP command also allows you to select other
screen modes, such as 40 column.

* OR, to configure the language and sorting order, reserve memory for
applications, or use passwords, use the Pop Up Menu Programs
options option, in the Options menu (see Chapter 6).

To repeat the entire installation process:

* Type REBOOT /F and press Enter, at the DOS prompt or using the File
Manager Exec option.

Customizing Your System  3-7 |



A Caution: This will delete all information from drive E.
| A |

If you are an experienced user:

* To change the country code, files, buffers or device drivers, edit the
D:\CONFIG.SYS file, e.g. using the Editor (see Chapter 11).

..... T~

* To change the prompt, path or sheii, edit the D:\AUTOEXEC.BAT file,
using the Editor.

Note that you cannot alter aspects such as memory conﬁgurahon by
.

Euluﬂ. '[[u‘—'bt' [lll‘.'b ou must repeat lllt il.l I.dll.dl. On process 1o du I.hxa
P
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Introduction

This chapter introduces several of the applications by showing how you
could use them to help set up and prepare for a meeting. To get the most
from it, work through each step on your computer: it should only take
about 30 minutes.

While this chapter introduces many different aspects of using the
apphcatlons don’t bother to tryt o0 learn about these now. Simply use this
opportumty to get the flavor of using your computer. (The next chapter

summarizes these principles for you.)

If you are working through this example, don’t feel you have to perform

~hk o b
each step in turn without stoppmg You can stop when it suits you, even

turn off, and then carry on again when convenient!

Setting the Scene

You've been asked to set up a meeting tomorrow between yourself, John
Smith (in the Marketing Department) and Anne Harvey (in the Planning
Department), to discuss sales targets for the next year.

You need to:

o
- 3

* Draft some proposals

* Write an agenda

* And remember to go to the meeting!

Armed with your new computer you begin...

Updating your Address Book

Let’s start by adding John and Anne’s details to your address book.

Introduction 4-1




If you have just finished installing your [, Choose Activity —p
computer, the Pop Up Menu should be rees book
displayed, like this:

Address book
Schedu ler
Editor
Worksheet
Calculator
Desk clock
Ta da list I

I Options.

(If the DOS prompt is displayed instead (e.g. C: \>), type POPUP and
press Enter to display the Pop Up Menu. If the File Manager is displayed,
press Esc and then Y to exit to DOS, then type POPUP Enter.)

* Select Address book from the Pop Up Menu by pressing A, or by
using Up or Down Arrow to move the cursor to it and pressing Enter.
This will display your address book, like this:

r UNNAMED .ADR ne Card Details

2004 10 oc {
- flom 81 Jul 1991 12:85 i

1:Help 2:Search 3:Add 4:Undo S5:Mark 6:Cut 7:Copy B:Paste 9:Cards 18:Menu

As you can seg, it's empty! {If you've selected the wrong application,
press Esc to return to the Pop Up Menu and try again.) f

* Type the name, John Smith. Correct any errors by using Backspace.

* To add a phone number, type it after the name on the same line after a

space. John's telephone number is 123456, so type 123456 and press
i J i st Gl i | o
Enter.

* Now type the address, pressing Enter at the end of each line.

* When you've finished, the entry should look like this:

Infroducing the Applications



r UNNAMED .ADR L3 Card Details —— =
John Smith 123456 John Smith 123456
Marketing Department
ARA Inc

345 Uest St

Baltimore

INS
Dial Numbers

123456

Hon 81 Jul 1991 12:86
1:Help 2:Search 3:Add 4:Undo S:Mark 6:Cut 7:Copy B:Paste 9:Cards 18:Menu

You've finished this first entry, so press F3 (Add) to add this and input
another one. This will add john Smith to the list on the left, and
display another blank entry on the right.

Type the second name, Anne Harvey, followed by her phone number.

You've got two phone numbers for Anne: 666222 (her own office) and
444333 (hcad Ul‘flLCJ’ l_yy:: l-lHC f'u:n. as UUU'LdL LJ.UL.d..L J ﬂllu lllt
second as 444333 [main], then press Enter. Remember to type these
all on the same line as her name. (The line scroils sideways as you type

because it’s too long to display in its entirety.)
Type Anne’s address, pressing Enter at the end of each line.

You've finished the second entry, so press Esc to return to the list

wrirv A A anmd kb that Hhao/va thase
Wiuuw aiila Lgn ¢ i

[¢]

UNNAMED . ADR uz Card Details —— =
fAinme Harvey 666222 [locall 444333 [+ fAnne Harvey 66622Z [locall 444333 [»
John Smith 123456 Planning Department

AAA Inc

ZZZZ Frospeci Fiace

Baltimore

INS

Dial Numbers
666222 [locall
444333 imaini

Mon B1 Jul 1991 12:88
1:Help 2:Search 3:Add 4:Undo S5:Mark 6:Cut  7:Copy B8:Paste 9:Cards 1B:Henu
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Notice that Anne’s name is listed before John’s, because the list is sorted
into alphabetica] order automatically.

Agreeing on a Time

To arrange a convenient time for the meeting, let’s phone John and Anne.
Your computer can help here by displaying the numbers for you:

* Press Down Arrow to pick out John's
entry with the highlight and his phone | 123156
numbers will be displayed in the Dial
Numbers window:

* Similarly, to contact Anne, press Up
Arrow to select her entry and the Dial [ 66222 t10cal1
Numbers window will list her .
telephone numbers:

Saving your Address Book
To store your address book, you can use the File Save command:

= Press

* You want to create a file, so press F to
select the Files menu:

Herge. ..
Load backup
Urite selected. ..

= Press S to select the Save command
. Save
and you will be offered the current | Fite: umanED.ADR |
name:

* To give it a better name, simply type the name and press Enter. For
example, type OFF ICE and press Enter. This will store the address
book under this new name.




L — __————————————————— = =i
Updating your Schedule

Atfter talking with John and Anne you’ve decided to hold the meeting at
half past ten tomorrow morning. Let’s add it to your diary:

 Since you want to use another application, press Esc to return to the
Pop Up Menu. (Depending which window you are in you may need to
press this two or three times).

* Once the Pop Up Menu is displayed, select the Scheduler option:
either type its first letter S, or move the highlight to it using Up or
Down Arrow and press Enter.

* This displays a calendar, with today’s date flashing, and a diary which
is open to today’s page, like this:

D:N\SYSTEMND IARY .DRY a
Hon Tue Wed Thu Fri Sat Sun Wk
June 1991 Monday 1 July 1991 12:11p
i 2 ZZ |7 b Bba
3 4 5 6 7 8 9 23 7:88a
18 11 12 13 14 15 16 24 8:88a
17 18 19 28 21 22 23 25 9:88a
24 25 26 27 28 29 38 26 18:88a
11:88a
July 1991 12:88p
i Z 3 4 5 B 7 Z7 i:68p
8 9 18 11 12 13 14 28 2:88p
15 16 17 18 19 28 21 29 3:88p
22 23 24 25 26 27 28 38 4:88p
29 38 31 5:88p
6:88p
August 1991 7:88p
i 2 3 4 3i :oap
5 6 7 8 9 18 11 3z
12 13 14 15 16 17 18 33
19 28 21 22 23 24 25 34
26 27 28 29 38 31
Hon 81 Jul 1991 12:11 INS

:Copy ©:Paste F:Aaiarm 1B:fenu

-~

i:Help Z:Search 3:Zoom 4:Undo 5:fark 6:Cut

& Ta cala~t LL mavt Ao oo £ TOMm 3 - Al Y OTess Dinlt
# 10 se1eCt mie Nexy ucly 5 page 1ol yuux uicuy, Dunl,u_y Press nigirit

Arrow once and then press Enter. This will take you to the diary.

* The appointment is at half past ten, so type 10:30a, a space, and a

el C. e DM Ao 3 e
ut."JLlli,l‘llUll, I.lll::]l }Jlt.'.‘_!D Llll.l':l ror EA(IIIII_'IL lyIJt. J. d s Jdudiieer i1ny

with AH and JS and press Enter.
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+ This will add the appointment to the diary, like this:

D:\SYSTEM\DIARY . DRY 1=
Hon Tue Wed Thu Fri Sat Sun Wk
June i99i Tussday 2 July 1991 18:30a
i 2 22 6:88a
3 4 5 6 7 B8 9 23 7:88a
18 11 12 13 14 15 16 24 8:88a
17 18 19 28 21 22 23 25 9:88a
24 25 26 27 28 29 38 26 18:88a
b 18:38a Meeting with AH and JS
July 1991 ii:88a
1 2 3 4 8§ 6 7 27 12:88p
8 9 18 11 12 13 14 28 1:88p
15 46 17 1R 19 28 21 29 2:88p
22 23 24 25 26 27 28 38 3:88p
29 38 31 4:88p
5:88p
August 1991 b 88p
1 2 3 4 31 7:88p
s & 7 8 9 18 11 32 8:88p
12 13 14 15 16 17 18 3
19 28 21 22 23 24 25 34
26 27 28 29 38 31
L Mon B1 Jul 1991 1Z:11 INS

1:Help 2Z:Search 3:Zoom 4:Undo 5:Mark 6:Cut 7:Copy B:Paste 9:Alarm 18:Henu

* To make sure you're ready f
which will warn you in goo

» Type 10:00a Get ready for meeting! and press Enter to add the

time to your diary, then press F$ {Alarmj. This will display a musica

note symbol next to the appointment, to show thatan alarm is set.

—
Storing the Diary

To store your diary, you can use the File Save command, exactly as
described for the Address Book:

* Press F10 to display the Main menu:

* You want to create a file, so press F to
select the Files menu:

— Files —=

Retrieve. ..
Save as...
Merge. ..
Load backup
= DPress Stoselect Save as and you _—
will be offered the current name: [ Fite: pinsystempiany.oay |
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* Accept the current name, by pressing Enter.

; [ 3 MWW elealbhant)
eparing a rorecasi (vworKsneel)
As a basis for discussion, you'd like a projection for sales per region,
based on sales for previous years. While you could use the built-in
mmlasalabme Llata mmel Al e il eee b el B 2 e ot L ¥ Fgecemeetey AL
Laltulaiur, LS SUIL Ul ITPCLIUVE CadllUlda LUUIL IS €adIier wilil d bpreaubneet

* When the Pop Up Menu is displayed, select Worksheet (e.g. press W

and you will see:

piees

3 [ OO S WN e
REE

Mo
1:He

This is a blank spreadsheet. It consists of a grid of rectangular cells.
The columns are called A, B, C, etc. The rows arecalled 1, 2, 3, etc. A
cell is named after its row and column so that the top left cell is A1, the
next one to the right is B1, while the next one down is A2, etc.

* Copy the following information into the spreadsheet:

North
South
East
West

n 81
1p

S

a | B |

Jul 1991 9:

Sales 89

2000

CAVAVEY)

1400
1700
1600

u 1 I
2:Edit 3:Zoom 4:Undo S:Mark 6:Cut 7:Copy B:Paste 9:Recalc 18:Menu

Sales 90 Growth Est 91
29210

P4 uy,

1450
2600
1800

* To type the first line, press Right Arrow once to move the cursor to
the second cell across, Bl, and type Sales 89. Then press Right
Arrow again to move to C1 and type Sales 90, and so on.
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* To type the second line, move to A2 (press Left Arrow four times
and Down Arrow once), then type North, Right Arrow, 2000
Right Arrow, 2210.

* Type the remaining lines in a similar manner.

» Use Backspace to correct any errors while typing a cell. If you notice
the error later, use the arrow keys to move to the cell and press
Enter or F2. This will display its contents on the top line; use Left or
Right Arrow to move through the line, and type the corrections or
use Backspace or Del to delete. Press Enter to store the changes.

* Now you are ready to calculate the growth rate, which is:

sales for 1990 - sales for 1989
ealae far 1989

odLTOo LVL

Or, using cell names, the growth rate for the North is:

:

j=3
=

n

* In a spreadsheet you use / for division, so to display the growth rate,
move to cell D2, type (C2-B2) /B2 and press Enter.

* This displays a growth rate of 0. 105. While this is correct, it would be
easier to interpret if displayed as a percentage. To do this, change the
cell’s format:

* With the cursor in D2, press F10 and type RF to select the Range
Format command.

* Press P to select Percent and press Enter to accept 2 decimal
places.

other reglons, in D3, D4 and 5, bu

D2 instead:
+ With the cursor in D2, press F10 and type RC to select the Range
Copy command and a box will be displayed around D2:

UNNAMED . WKS
Inz (PZJ (CZ-BZ)/BZ

Il ISal BSiSal. . ”l - IE t ;1 | ¥ o
es es s
2 MNorth 28688 2218-

4 East 1788 2608
S West 1688 18088
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* Press Enter to copy D2.

* Press Down Arrow and a box will appear around D3. Press .
(period) and then press Down Arrow twice more to stretch it to D5:

D5: (P2}
A | B | ¢© | b | E |
1 Sales 89 Sales 98 Growth Est 91
HNorth 2888 2218
3 South 1488 1458
4 East 1788 2688
Vest 1688 18688

* Press Enter to copy the formula to these cells:

i UNNAMED . WKS
nnz: (PZ) (C2-B2Z)/BZ
A

0l e 1. |L.® 1 ¥ |
Sales B89 Sales 98 Growth Est 91
HNorth 2808 2218 18 58

South 1488 1458 3.57«
East 1788 2688 52.94x
Vest 1688 1888 12.58x

ﬁ\h-

iis
Note that the correct entries in the table are used, even when you
move a formula.

Now, to estimate the sales per region for 1991, by assuming the same
growth rates, you can use:

sales for 1990 x (1 + growth rate)

Or, in the format that a spreadsheet understands, the estimate for the
Northern region is:

(C2* (1+D2))
Note that you must start the formula with a bracket to show that

’

2wy B rend

youre lyyu"'ts a fululula, not ext.

yed as 2442.05. This

i
this inc isplaye
is not the ideal format for an esthate o let's hide the decimal places:

-
-
-1:

(5]

L

= oy

i

-~

2

3

D

5

!'E.

Ty

N

N

5

o™

=
§
>

m

e

l.ﬂ

i:T

» With the cursor in E2, press F10 and type RF to select the Range

Format command.

* Press F to select Fixed, then type 0 and press Enter to specify 0
decimal places.

* Now press Enter and the estimate will be displayed as 2442.

Now, copy cell E2 to cells E3 through ES5, just like you did for cell D2,
and you should see:
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i UNNAMED . WKS

EZ: (FB) {(CZ={i+D23)
a | 8B | ¢ | o | E | F |

1 Sales B9 Sales 98 Growth Est 91

North 2888 2218 18.58% 2442

South 1488 1458 3.57« 1582

East 1788 2688 52.94% 3976

West 1668 1888 12 .58 2825
e

The sales projection is complete, so let’s store it:

* Press F10 and type FS to select the -
Files Save command and you will be [ Fite: ummanen s |
offered the current name:

+ To help you remember what this spreadsheet is for, let’s give it a more
helpful name. Type PROJECT and press Enter to store the spreadsheet
under this new name

Finally, let’s print three copies of the spreadsheet, for your meeting:

* Press F10 and then P to display the o
Print menu: Range AL..ES

Copies 1
Line spacing Single
Hargins...

Headers. .. On
Footers... On
Usz printer... Defanlt
Settings...

Got

* Press C to select the Copies option, type 3 and press Enter.
* If you don’t want to print, press Esc to cancel the operation.

» If you've got a printer connected and want to print, press G to select
Go! and printing should begin.

If temhiam e A nng mabk canma bn wrark v ™

priiing Qoes fiGt seeii 0 WOIK, you may nee I L8 P €
settmgs Press Esc to cancel pnntmg and skip this step for now. (For
information on printer settings, see Using Printing in Chapter 5.)

e ————

Producing the Agenda (Editor)
Now, let’s prepare an Agenda for the meeting, using the Editor:

¢ Press Esc to display the Pop Up Menu.

* Select Editor (press E or move the cursor to Editor and press Enter)
and you will see a screen like this:

‘ 4-10 Infroducing the Applications



UNNAMED . TXT L:1 C:1 M:64 P:1

Hon 81 Jul 1991 12:15 I

4L_E. DOl DI Ailod.  CaiMook £ rold Do DiD__4_ OV I_4 a@s
iiHeip 2:Search 3:doom 4iUnac S:iflark 6:Cut 7:lopy  S:Pasis TiList 19!

i

The Editor is a full-screen text editor, so you can use the cursor keys to
move around the text, insert, move and delete text qulckly and easily.

INaak 1at?a
rirst, 1et’s ty
AGENDA fo

At: Brook St Office
Date: July 2nd
Time: 10:30 to 11:30

Press Enter at the end of each line, or twice to get a blank line. Correct

any hmn-\o- orrors i'“r nclno Rackenace. Neoext tvne the ]u:l- nF I-nn-nc o
anly typing €ireis SiNE SAaCTRSPace. (NOXL, YYPe i st Opic

cover. For example.

Review marketing analysis per product, select product
for special promotion and identify major competitors.

Discuss projections based on previous years.
Discuss market trends to put projections into context.
Assign actions arising.

Any other business.

Close
Only press Enter when you come to the end ofa paragraph, as the Editor
handles the formatting for you. The screen should look like this

Producing the Agenda (Editor) 4-11 |



w UNNAMED . TXT L:1B C:6 H:bd P:1 =
DA for sales meeting4
4
t: Brook St Off iced
Date: Juiy Znd<
Time: 18:38 to 11:384

il
Review marketing analusis per product, select product for
Itpﬂchl promotion and identify major competitors.<

<4
D_lacuss projections based on previous years .

A

-
tlacun market trends to put projections into context.<4
issign actions arising.4

ny other business.4

TETE

IU losed

I' Mon 81 Jul 1991 12:17 INS
1:Help 2:Search 3:Zoom 4:Undo S:Mark 6:Cut 7:Copy B:Paste 9:List 18:Menu

Now let’s lry to 1mprove the layout. First, let’s indent the heading and
v o ]-pn thoco un corr octlv ig to use |_’!"IP Tab keV

ICLiiy =

* Toindent the heading, move the cursor to the start of the heading and
press Tab twice.

» Toindent the venue, move to the space after each colon, press Del to
delete the space and press Tab once. Do the same for the other lines.

¢ Press Ctrl-A to move to the start of the file and the first few lines
should look like this:

UNNAMED . TXT
ﬂ AGENDA for sales meeting4
S

L:1 C:1 M:64 P:1 = ]

at: Brook St Off iced

Date July Znd4

Time 16:38 to 11:384

[ "

enda should come later. Let’s move it to

» Move the cursor to anywhere on the first line of the first item (Review

marketinganalysis...).

* Press Ctrl-L to delete the line. Then press it twice more, to delete the
whole paragraph. (It hasn't really gone, because the Editor stores
deleted text l'pmpnrartlv in the undelete buffer.)

e Move the cursor to the start of the line Assign actions arising.

¢ Press F4 (Undo) to restore the previous deletion to the current
position. Press it twice more to restore the rest of the paragraph:



A
h

SARED . THT

al
=
1"
(3]
™
X
]
™
0

AGENDA for sales meeting<d

—

: Brook St Off iced
te: July Znd4
me: 18:38 to 11:384

£x) §

iscuss PNMIIO'I‘IS based on FI'BUIWS years. +

AT

iscuss market trends to put projections into context.<

A

pecial promotion and identify major competitors.<

|ﬂauisu marketing analysis per product, select product for
s
4

s ign actions .l‘l'lllg “

other business.4

e Move the cursor to the start of the first item, type 1 and press Tab,

then type 2 and press Tab at the start of the second and so on.

* Notice how each paragraph indents. This is called auto-indent.

Finally, let’s add names and addresses to the memo. While you could
type them, after looking them up in the address book, it’s easier to
transfer the information from the address book, by using the clipboard:

» Save the agenda as described previously for the other applications,
giving it the name AGENDA.

* Press Esc to return to the Pop Up Menu and select Address book.
* With the cursor on Anne Harvey’s entry, press F5 (Mark) to mark it.

* Press Down Arrow to move to John's entry and press F7 (Copy) to

copy the two entries to the clipboard.

* Press Esc to return to the Pop Up Menu and select Editor again. This

will return you to the Editor with your agenda loaded automahcally

* Move the cursor to the start of the first numbered paragraph and press
F8 (Paste) to paste the names and addresses from the clipboard.
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The agenda is now complete and should look like this:

! D:“AGENDA . TXT L:6 C:1 M:64 P:1 =
1
: Brook St Off ices

Data. July Znd<4

'Hns: 18:38 to 11:384

Planning Department<
AAA Inc4
|¢.444 Prospect Fiaced

|ﬂnna Harvey 666222 [locall 444333 [mainl4

Baltimored

lJohn Smith 1234564
Marketing Department<
AAA [nc4

345 West St4
ualumraﬂ

Discuss projections based on previous years.4
Discuss market trends to put projections into context.4

<
3 Revieuw marketing analysis per product, select product

L= o e R I S S — =

= fon 81 Jui 1991 12:2Z INS
1:Help 2:Search 3:Zoom 4:Undo S5:Mark 6:Cut 7:Copy 8:Paste 9:List 18:Henu

Finally, save the agenda with its current name, then print 3 copies for
your meeting. (If you can’t remember how, follow the procedure
described for the Worksheet.)

"=y AN . ___

1nNe Aldrim
The next morning, at 10 o’clock, the alarm
will ring, and display a flashing message ready for meeting?
itke this:

ErBrlr
L EIE am

=1 =]

Press Esc twice to cancel the alarm and get ready for your meeting!

Conclusion

If you have worked through (or even just read) this chapter, you should
already have a fairly good idea of how to use the applications and how
versatile and convenient they are. The next chapter provides a more
systematic description of the basic principles behind using the
applications, while subsequent chapters describe each one in detail.
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Introduction

This chapter describes how to use the built-in software, to get you started
and to avoid repeating the same information for each application. We
suggest that you skim through this chapter the first tlme, to get a feel for

the way the software works. You may then need to refer to bits of it again

once you start using the applications.

The built-in software includes two main categories: applications and
accessories. These differ in a number of important ways, as described in

this chapter.

e e ————— e |
Selecting the Software to Use

When you finish setting up for the first time, if you have seiected the Pop
Up Menu as your shell, you will see this menu:

r Choose Activity —I
r

Ts do list I

I Options. .

This is the Pop Up Menu, which is central to using the facilities. To use
one, simply select it from the menu; when you have finished, press Esc to
return to the Pop Up Menu.

To use any option in the Pop Up Menu, either type its first letter

Up or Down Arrow to move the highlight to its name and press Enter.
For exampie, to use the Editor press E, or press Down Arrow until the
highlight is on Editor and then press Enter.

Using an application: the first five options take you to the main built-in
dpPuLdLlUI is. These ayl..!uu:uuua use the whole screen, sC the POp 1 [p
Menu disappears when you select one, but when | you leave the
application (e.g. press Esc), the Pop Up Menu is displayed again. To Do
List is rather different: it only uses the bottom right corner of the Pop Up
Menu screen, so when you select it, you simply move to that area of the

screen.

You use one application at a time. To switch to another application, you
must ieave the first one and select the second from the Pop Up Menu.
(You can however normally run a built-in application at the same time as
a third party (DOS) application, providing you've toid the Pop Up Menu
to reserve memory for this.)

Introduction 5-1
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(You can also run applications from DOS and batch files by typing

commands. For example, to run the Editor, you could type EDIT.)

Using an accessory: the Calculator and Desk Clock are accessories. This

means that they ‘pop up’ over the current screen rather than replacing it,
and can be run without leaving an application.

iika L@l

To use an accessory while running an application, press Pop Up (Fn-F10)
and select it from the Pop Up Menu. When you press Esc, you will return
to the application, not the Pop Up Menu. You can do this while using a
DOS command, built-in application, third party application, or even

another accessory.

Changing your system options: select the Opt ions option, which
displays a further menu. Select Setup the machine to change the
hardware setup, or Programs options to change the software setup.
Once you have finished, press Esc to return to the Pop Up Menu.

Using DOS commands and third party applications: seiect the Opt ions
option and then select Run another program from the next menu, to
run a DOS command or third party application. It prompts you for a
command, which executes when you press Enter. When the command
finishes, the message Press .J to cont inue will be displayed; press
Enter to return to the Pnn Up Menu.



Screen Layout
The applications all use a similar screen layout, like this:

filename | |application-specificinformation |— |file changed|
——— I _ ——
D:\SYSTEM\DIARY .DRY 1=
Mon Tus ¥ed Thu Fri Sst Sus Uk
June 1991 Tuesday 2 July 1991 18:38a
2 22 6:88a
3 4 5 6 7 8 9 23 7:88a
18 11 12 13 14 15 16 24 8:88a
17 18 19 28 21 22 23 25 9:88a ]
24 25 26 27 28 29 38 18:88a €
b sm:3e Mocting with AY and JS i
July 1991 11:88a 1
1 2 3 4 5 6 7 27 12 :808p
8 9 18 11 12 13 14 28 1:88p €
15 16 17 18 19 28 21 29 2:88p %
22 23 24 25 26 27 28 38 3:88p
29 38 31 4:80p I a
5:sag
August 1990 ——— 6:88p t
1 2z 3 4 31 7:88p —
5 6 7 ] 9 18 11 3z B8:88p (8]
12 13 14 15 16 17 18 33
19 28 21 22 23 24 25 34 r
26 27 28 29 38 31
Mon B1 Jul 1991 12:11 ms 1
:Help 2:Search 3:Zoom 4:Undo S5:Mark 6:Cut 7:Copy B:!Paste 9:Alarm 18:Menu

K

T

l—Jl time and date E

[ function key definitions

| [typing mode !J

R

Applications display information in rectangular windows, normally
surrounded by a single or double lined frame. For example, the Scheduler
screen shown above displays the calendar in the lefthand window and
the diary entries in the righthand window.

Some applications use a single window, while others use two or three.
You use one window at a time: the active window is the one with the
double lined border.

The top line of the frame includes the name of the file you are viewing or
editing (including its drive and directory path: see Using files) and other
information such as the current position within the file. If you have made
any changes to the file since saving it to disk, a = change indicator is
displayed in the top right corner.

If there is more information than shown in the window, an elevator (R) is
shown in the righthand side of the frame. The elevator position in the
shaft indicates the position within the file, while its size indicates how
much of the file is visible. Arrows at the top or bottom of the elevator
shaft show that there is more text in that direction.

Screen Layout 5-3 |




The bottom line of the frame shows the current date and time and the
typing mode: INS (insert mode) or OVR (overtype mode).

Underneath the frame is the function ke}: line, which shows what the ten

L=
function keys, F1 through F10 will do. (See Using Function Keys, below.)

The accessories ‘pop up’ over part of the screen, and vary in appearance.
For example, the Calculator looks like this:

"o

el Feren i I

Sing runction Reys
The function keys (Fl to F-(!) are used to access functions such as Help
and command menus. F1, F4 to F8 and F1 0 are defined the same in all the
applications (except File Mar ger), while F2, F3 and F9 have somewhat

different functions in each application. The current definitions are
displayed on the bottom line of the screen.

The standard definitions are

F1 Help: display a brief explanation of the current
application or accessory. See Using Help.

F2 Search: search for specified information in the Address
Book, Diary and Editor. (In the Worksheet, Edit: edita
cell.)

F3 Zoom: in the Editor and Worksheet, turn the frame off
to leave more room for d isplaying information, in the
Diary change the level of detail. (In the Address Book,
Add: add a record.)

F4 Undo: restore prevmus deletions, to the cursor position.
See Using Undele

F5 Mark: define the start of a block, e.g. for use with the
clipboard.

F6 Cut: delete the block and piace it on the ciipboard.

Shift-Fo Same as F6, but add the bloeck te the end of the
information already on the clipboard.

F7 Copy: copy the block and place it on the clipboard.

‘ 5-4 Using Applications
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Shift-F7 Same as F7, but add the block to the end of the
information already on the clipboard.

F8 Paste: copy the clipboard contents into the current
application.

information on F5, F6, F7 and F8, see Llsi no the Clipboard.

F9 Application-specific.

F10 Main menu: display the application‘s main menu,

which PI'UVICIES access 1o facilities such as nung,
printing and configuration options.

e
Using Help

To display a brief summary of an application’s functions and keys, press
the Help key, F1. This will display the application’s help text, in a
window. To scroll the text, use Up or Down Arrow, PgUp, PgDn, Home

or End. To return to the application, press Esc.

- __———
Movement Keys

Many keys have the same or virtually the same effect in each of the
applications; any exceptions are pointed out in the application chapters.
Use the following keys to move around the screen:

Left or Right Arrow Move cursor a character or cell at a time

Up or Down Arrow Move a line at a time

Ctrl-Left, Ctrl-Right Move to previous or next word

Hoime, End Move to beginning or end of line

PgUp, PgDn Move up or down about two thirds of a
screenful

Ctrl-U Move to previous position

Ctrl-A or Cul-PgUp Move to start of file

Ctrl-Z or Ctrl-PgDn Move to end of file

Using Help 5-5 |



text entry or editing in the

Use the following keys to delete text during te

apphcatlons (The ha o effect in the File Manager, Address . Book list

window or Scheduler calendar window, as these are not used for text

entry.)

Backspace Delete character to left of cursor

Del Delete character at cursor, or current
selection

Ctrl-Backspace or Ctrl-Q Delete to previous word

Ctrl-W Delete to next word

Ctrl-B or Ctrl-Home Delete to beginning of line

Cixl-E or Cizl-End Delete to end of line

Ctrl-L Delete line

You can also move the cursor within the line by using the movement
keys described in the previous section, and restore deletions by using the
Undo key (see Using Undelete). Most applications allow you to delete
large blocks of text by using the Clipboard keys (see Using the Clipboard)
and menu options.

e ——————
T —————————— et

Replying to Prompts

Many functions ask you for information by
displaying a prompt like this:

a TG accept tl-\ fF lu nross Retrieve

7B | Fite: a:ssamunny.uxs

+ To edit the offered text, use the line editing keys described above, then

* Toreplace the offered text, simply start typing.

* To cancel the function, press Esc.

15-6 Using Applications
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Using Menus

The applications all provide a set of

functions accessed via their Main Menu. To Files, .o o
display the main menu, press F10. For e i R
example, the Editor main menu looks like ek on
this: Sptiom. -

The application name is displayed in the top

of the frame, while the remainder of the menu lists the options available,
one per line. If the option is used to set a value (e.g. Right margin,
above), the current setting is displayed at the end of the line.

To select an option from a menu type the first letter of the option name
e.g. press P to select Print, OR move the highlight to the option name

and press Enter. (Use Up or Down Arrow, PgUp or PgDn to move the
highlight.)

If an option ends with . . . it leads to
LS e ey B ¥ AL & Edito
another menu. For example, the Files rI— Files
Re

option in the Editor main menu leads to the | 3| hee

trieve.
Files menu. This second menu is stacked on | § gl
the first, like this: SI Load Backar I

To quit a menu without selecting anything,
press Esc. If you are umng a stacked menu, this will return you to the
previous menu.

gg3

Using Printing

The Print Menu

To print from any application press F10 to display the main menu and
select the Print option. (You cannot print from the accessories.)

Lo ocmlamdnd £21 oo to el

nager P Y Copies tne selected files to the

Tha Bila A~
LNE e vidid e

standard prmter por tdeﬁned in you setup. In the other appllcahons, the

1 n

Print opnon QISPI.BYS Print menu, which iooks iike this:
Print '7 =

Pages. .. 1 -> end —{ varies ]
Copies 1 | — —
Line spacing Singie
Margins. .. ‘
Headers. . . On 1
Footers. . . on Il —— —--I standa_d [
Use printer... Default I
Settings... |
Got |




The first option is application-specific and is described in the individual
application chapters. The other options operate the same in all the
applications:

Use the Copies, Line spacing, Margins, Headers and Footers
options to configure these aspects of printing the current file.

Use the Use printer option to ioad printer settings from a standard

printer configuration (SPC) file. These settings are the printer port, setup
code sequence, page length, page width, and end of line codes to use.

Use the Set t ings option to edit the current printer settings.

Use the Go! option t

The current options are all saved in the application’s setup, so the next

time you u load the application, the same print options will be used.

About Printing

Printing is formatted to suit the current Print menu settings and
printer configuration file.

Each iine ends with CR (ASCII 13) or CR-LF (ASCII 153,
on the End of 1ine setting in the printer settings).

Tab characters are output as spaces (to reach the next tab stop).
Each page ends with a form feed character (FF, ASCII 12).
Each print job ends with a form feed character (FF, ASCII 12).

Formatting may be incorrect if you use proportionally spaced fonts, or
include printer control codes in the printed file which change character
or line spacing, or position on the page.

Each standard Print menu option wiil now be described in turn.

The Copies Option

To change the number of copies, select the Copies option and type the
number of copies (1 to 9). If you select multiple copies, this will print all
the copies of the first page, then all the copies of the second page, and so

A
Ul
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The Line Spacing Option

To change the spacing between lines, select the Line spacing option,
which toggles between Single and Double. With double line spacing, a

blank line is printed between each line of print. E

The Margins Option

The paper size is defined in the printer settings, in terms of lines per page

mam o am e aean H 1 1 1
and columns per line, but you can also leave margins for binding, footers

etc.

To change the margins, select the Margins ‘

option from the Print menu, select the i Gt =
sett‘mg to change and type the new value, in Kol 3 I
the ran 45 0to20( \uu"c‘ number of characters 1 ::::: g i

horizontally and the number of lines
verticaiiy).
When the margins are correct, press Esc to return to the Print menu.

The margins are as follows:

— columns per line

TOP

HEADER ]
L
i
e
L R s

E 1
F Glp
T H| e
T|r
P
a
9
e

FOOTER

BOTTON |

Note: The Le £t setting defines the right margin as well.

(M4

The Headers Option
A header is a single line of text printed at the top of e ach page, on the first
line of the header margin (see The Margins Option, above}. To control
headers:
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Head:

* Select the Headers option from the

Print menu and select the setting to Pirst page ore
. n
change it, as follows: Rest of File on
Start counter at i
Left
Center = =
Right
e Firct p:gn_ feggie On I-n ?rln! a honr‘nr on the ﬁ‘_‘ ?:ge r\F fl'ie

document or Of f to omit it for the first page (e.g. if the first page is a

o print a header on all pages except the first

n to
it for these naoes,
it for these page

To turn headers off, set all three to Of f. The header will also be turned
off if the output is a single page, and any of these options is set to Of .

* Start counter at:type the page number (0 to 99) to use for the first
page of the document.

* Left: type the text that you want at the lefthand edge of the header.
You can use any printable character or control code, or the following:

# the header page number
@ the current date
%o the filename (without path)

* Center:as Left, but this text will be centered within the header.
* Right:as Left, but this text will end at the right margin.

* When the settings are correct, press Esc to return to the Print menu.

Note: If you turn headers off, the header will be printed as a number of
blank lines specified by the header margins setting.

A footer is a single line of standard text printed at the bottom of each
page, on the last line of the footer margin (see The Margins Option, above).

To define or control footers, select the Footers npﬁnn from the Print

menu and define the settings exactly as described for the Headers

GpuOn.
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The header and footer page counters are separate, so you can print a —
different ‘page number’ in each. For example, you might set Start E
counter at to 1 for headers, and 2 for footers, then include the text
Continued on page # in the footer, to print the next page number -
automatically. H

The Use Printer Option

N
Printer configuration files store information about the printer and paper u
used. To select a different configuration file:

* Select the Use printer option from
- Printer

the Print menu. Load printer file...
Use defaults

* To use another configuration file, select
Load printer file, type the file name and press Enter.
Or delete the offered name and press Enter to see a list. To select a file,
move the highlight to it and press Enter.

* Toreturn to the default printer configuration, select Use defaults.
(These system defaults are described in the next section.)

The Settings Option
You can use standard printer configuration files to store information
about a printer setup, which you can then easily share between different
applications. To edit the current printer configuration file:

* Select the Settings option from the

Printer Settings ————
Print menu: Destination... Paraiiel
XONXOFF
Setup code
Fiy g T ) SUSE R NSRS Y S Lines per page 68
{These settings are the system default Cols per page 88
3 Z Z End of li -LF
printer conf}guratxon.) il o

* Destiration:displays a menuofferingParallel, Serial, and
File as the destination for printed output. If you select File, you
will be prompted for a filename and all subsequent printed output

will be appended to this file.

* XON/XOFF: toggles between On and Of £, to control use of the

XON /XOFF software protocol, which can be used for flow control.

This option is ignored unless you set Dest ination to Serial.
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*» Setup code: type up to 128 characters to send to the printer at the
start of each print job. Typically, this will be used to initialize the
printer to the font, linespacing, tab stops, margins etc that you want
to use.

To type control characters, either type * followed by the coniroi
code letter, or type \ followed by the character’s ASCII code as a
3-digit number. For example, for Control-B, type ~B or \002; for
Escape, type Al or \027. To type a  character, press " twice.

ITL

manual for information on printer commands.

Refer to Appendix A for a table of ASCII codes and to your printer

* Lines per page: type a number in the range 41 to 99, which is the
length of the page expressed as the number of lines per page, using
the selected font. (See Page size, below.)

s Cols per page: type a number in the range 41 to 250, which is the
width of the page expressed as the number of characters you could
print horizontally, using the selected font. (See Page size, below.)

» End of line: select the control sequence required to start a new
line on your printer, from CR and CR-LF.

« To save the changes to a printer configuration file, select the Update
as option, type (or edit) the filename and press Enter. (The usual
extension for printer configuration files is SPC - Standard Printer
Configuration). If you don’t save the settings, the changes will only

it tlhn armmlicabian

Towk connill wsmmaes s
last until you exit tne appucaton.

/] Notes:
(¥ |

* The Setup code is not counted for formatting purposes.

* You will find managing configuration files a lot easier if you always use
the SPC extension and keep them all in the same directory.

* Ifyou are using a serial printer (Dest ination is sef fo Serial),
make sure that the serial port is set up properly.

Page size

To get the correct page size, measure the page width and length in
inches, then check the font or printer documentation for the font pitch
(characters per inch, cpi) and line spacing (lines per inch, 1pi). Then
convert the measurements as follows:



columns per page = width x cp
lines per page = length i

For example, if you are using a
columns per page to 87 and lines pe

To start printing:

» Connect the printer to the correct port (check the Destination
option in the Settings menu if not sure).

« Make sure the printer is turned on and rea
and is on-line).

* Check the Print menu settings. In particular, set the

i .

appllcatlorl—specmc option e.g. 1o select the l.u:lgc:l to

'E’

Calaast 3
Select the Go! option from the Print

menu and printing should begin, as

indicated by:

— VAT £ a1t P P ' Y [P e ¥ oY
Note: Wait for printing to finish before you turn off the compuiter, or thie
printout may be incomplete.

« When printing has finished you will be returned to the application you
were using.

To cancel printing, press Esc.

'l‘ Caution: To avoid losing characters, the computer will not turn itself off
: while printing. This means that if printing is held up (e.g. the printer runs

out of papcr) the computer will remain tumed onand may exhaust its

inting nished after a

b Alinal Hank 1 ac <
7 ng nAas jinisieq ay

batteries. Therefore, rementber to check that
reasonable interval.

o
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The file-based applications (Address Book, Scheduler a
Worksheet) store information in memory, but can also write it to disk as
data ﬁfﬂn‘ Thou prn\ur]n arange of f'!‘“ﬁ facilities a a

menu. (The Flle Manager also has a Files menu, but this is somewhat

different: see the File Manager chapter for details.)

~

o

T [
Clessea via

To use the Files menu, press F10 to display
the main menu and select the Files option:

Files

Retrieve...
Save as...
Herge. ..
Load backup

These options operate the same in each application:

* New: start a new file

does not change any

"‘m
o
o,
)
=
:

* Merge: insert information from a disk file.

Load backup: use the backup version of the current file.

Note: If you are already familiar with DOS filenames and pathnames, vou

DB may only need to scan this section.

Filenames

When you create a file you must give it a filename. Choose a name that
indicates what the file contains, and aiso meets the following rules.

A filename consists of up to eight characters

a period and up to three more characters. Whi
range of characters, for simplicity use just letters, numbers and the
underline character" ". In particular, do not use spaces. For example,
these are valid names: 1 23, TODAY.TXT, WK52_ HRS.WKS, but these are
not: 123 456 (includes a space), TODAYSORDERS . TXT (more than 8
characters) and NOTES . 32. TXT (includes two periods).

'-"":u
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Each application normally uses a different extension for its data files, to
help you recognize them and allow File Manager to load each file into the
right application, automatically. These extensions are normally ADR
(Address Book), DRY (Scheduler), TXT (Editor), SPC (Printer
Configuration), and WKS (Worksheet). (WK1 files will also load into th
Worksheet.)

If you type a filename without an extension, the application will assume _
its default one.

Directories and Paths

You can divide a disk into a number of separate areas called directories to
help organize your filing, like drawers in a filing cabinet.

i Alle, A 'y
Directories have names just like files, although you usually don't give a

d1rectory an extension. So, you could create directories called MEMOS,
ORDERS and INY vun.l:.a, to store your memos, oruers, and invoices.
(You use File Manager or DOS commands to create directories.)

A new disk has a single directory named "\", its root directory All

rhi 1 Tha
directories youc create are stored hue, or in directories which you nave

already created in it, creatmg a nested or tree structure: drawers within

drawers. .:uu, you could create a ulreuury called N lvu:.MUD, and within that

create a directory for each month, JAN, FEB, MAR, etc:

\ (root)
I

HEMOS INUOICES
1

JAN FEB MAR APR HAY..

V]

in dlrectory you can either move toit (make it your
Easss) e ston A s L..._....., ki & e = omme
i J, OF

can use File Manager or DOS commands.

A pathname is a path plus a filename. A path is a list of directory names,
separated by \ characters, which specifies how to find the directory,
starting from your current directory or the root directory If the path
starts in the root directory, start it with "\". For example, to refer to the
file TEMP.TXT in the directory MEMOS\JAN, you could type

\MEMOS\ JAN\TEMP . TXT. If the path starts from the current directory,
start it with the name of a directory in your current directory, not "\". For
example, to refer to TEMP.TXT if you are in the MEMOS directory, type
JAN\TEMP . TXT.
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Finally, to specify the parent of the current directory, use ". ." For
example, if you arein \MEMOS\FEB, vou could refer to TOTALS.TXT in
the directory \MEMOS\JAN as . . \JAN\TOTALS . TXT.

Drives

Each disk drive has its own unique drive letter, which you can use in a
filename or pathname to refer to files or directories on another drive. The
drive letters are:

Card drive 1

Card drive 2

Internal (ROM) disk, used for the operating system,
applications, and utilities

SRAM disk, used for system files

Main internal RAM disk, used for user files

External floppy disk drive, if installed

Ty O®»

DA,

For example, to load the file HOURS.WKS from the BACKU
on drive A, you could type A: \BACKUP \HOURS . WKS.

If you have made any changes since you last
saved the file, you will first be asked if you |
want to save it: | B M
Press Y to save it with its current name, or N

to discard the changes.

The Retrieve Option

To load a file into an application, replacing
the current information, select the [ Fiie: ArAmuARY uKS 1
Ret rieve option from the Files menu. This
will offer you the current filename, like this:

te that the file’s full pathname is displayed. If the pathname is too long

to show fully, use Right Arrow to scroll it sideways.

e To load the same file again, simply press Enter. You might do this to
cancel all changes you have made since last saving it.

« Toload a different file, either edit the displayed name, or type the new
name, then press Enter. If the file has the default extension for this

- . . ’ 3
application, you don't need to type it.



files which have the usu ual extension for this ﬂp?licaﬁep

type a space or delete the displayed name, then press Enter.
« Tolist all files in the current directory, type : and press Enter.

* To list some other group of files, type a

E :\SHEETS\JAN\» .WKS
wildcard filename or pathname and I.: aIm
>
press Enter. | DATA <DIR> I
BLANK . WKS
gEsk U
Once you press Enter, this will display a I VEEK3 .WKS I

list of directories in the current or
specified directory, followed by the selected files, like this:

To load a file, move the cursor to it (using Up or Down Arrow or by
typing its first letter) and press Enter.

e Press Y to save it with its current name, or N to discard the changes.

While loading is in progress, you may see the message Loading. . ..

To write the file to disk, select Save as from .
the Files menu. This will offer you the [Fite: Eosnmiiours.uks |
current filename, like this:

* To save the file with its current name, simply press Enter.

« To use a different name, either edit the displayed name, or type the
new name, then press Enter. If you do not type an extension, the

NewW Naiinge, uics

application will add its default extensmn to the name.

» To select the filename to use from a list, type a wildcard filename or
as described for the Retrieve option.

pathname,
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. ;f you .selected a cri'l‘ffererjt f?'??i?{ | j Overurite JoNUARY.WIS |

rom the current filename and thereis | ¥es I

already a file with that name, you will
be asked whether to replace it:

* Press Y to replace the existing file, or N to cancel the save.

The Merge Option

To insert information from another file use the Merge option. The Editor
_____ e HaTe: rlrlrncc Rnnl( :nd q{‘hp(‘llllpl‘

U iserts l.llt: text at tne cursor Pu:uuuu n ne ( el
sort the inserted entries into the correct order. The Worksheet replaces
cells starting from the current cell.

s Flemus
® 11 you are ualua the Editor or Wcrkshee., P

you want the information inserted. (In the Worksheet, yo u will
normally choose a blank area of the spreadsheet, since the merge
replace the current cell contents.) If you are using the Addres Bo

Scheduler, the cursor position does not matter.

osition the cursor where

* Select the Me rge option from the Files
menu. This will prompt you for the [ rite:
file to merge:

Herge J

or the Ret ri

1€ K il

ave .r_)phnn A
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The Load Backup Option

If backups are turned on (in the application’s Options menuy), whenever
you save a file, the application will rename the previous version to create
a backup, by changing the first character of the extension to $. For
example, the backup of DIARY.DRY would be called DIARY.$RY.

To use a backup, select Load backup from the Files menu.

The File Lists

lD

Whenever you are offered a list of filenames to choose from, they are
sorted according to the application’s file lists option. To change this:



* Press F10 to display the main menu

Options =——

and select Options and you will see a Extension ADR

" = £ Backup file off

menu like this: fAutoload on

File lists...
» Selectthe File lists option to File Lists

Jcaml 13 Sort order... Mame
dlsplay this menu: Direction Ascend
Include datestime OFf

* To decide which aspect to sort the files on, select Sort order and
chose Name, Date, Size, or Extn (extension) from the menu.

* To control the sorting order, select Direct ion, which will toggle
between Ascend and Descend.

* To control whether to list date and time stamps, select Include
date/time which will toggle between On and 0f£. (Date and time
stamps indicate when the file was created or last modified.)

Deieting Files

Whenever you are offered a list of filenames to choose from, you can also
delete files, e.g. to make room on the disk before saving another file

» Move the highlight cursor to the filename.
* Press Del and you will see a menu.

* Select Yes to delete the file or No to leave it alone.

from one file or application to another. For example, you could use it to
e Add:eSS BUU'I\ o a Ecum yuu afie wuuug, in the
ard converts the format of the data to suit the

bo
ipped data is stored in D:\SYSTEM\CLIPBORD.DTA.)

C]jpbgard to copy or move information within a file, or

o=t
LU}Jy an aaaqress

Editor. The Cli
destination. (C

e

To transfer a block of information via the Clinboard:

* Move to the start of the block and press F5 (Mark) to mark it.

* Move to the other end of the block and the selected area will be shown
by highlighting. When you've selected the right area, press:

* F6 (Cut) to delete the block and place it on the Clipboard (replacing
anything already there).
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« Shift-F6 to delete the block and add it to the end of the Clipboard.
* F7 (Copy) to copy the block and place it on the Clipboard.
+ Shift-F7 to copy the block and add it to the end of the Clipboard.

« Move to the destination for the block and press F8 (Paste) to insert the

Clinshoard iti
Clipboard at the current cursor position.

WA Note: Pasting information does not remove it from the Clipboard, so you

can paste multiple copies.

#
Using Undelete

The applications store deleted information in the undelete buffer
(D:\SYSTEM\UNDELETE.DTA), so you can recover information which
you deleted by accident. However, as the undelete buffer is of a limited
size, it will not hold all deletions forever. Also, see the guidelines below.

To undelete the last deleted item, simply place the cursor where you
want it restored and press F4 (Undo). if you press it again this will
undelete the item deleted before that, and so on. The only deletions that
are not put in the undelete buffer are as follows:

» Use of the Files menu New option.

s Use of the Cut key (F6) (use the P

-

Note: If you delete information using the Worksheet Range Erase

/7|
E command, each cell will be undeleted in turn as a separate itent, so you

must position the cursor correctly before each undelete. (For example, if you

deleted the range A1..B2, it would undelete in the order B2, A2, B1, Al.)

information. For example, to move cell Al to B2, in the Worksheet:

You can also use undelete as a quick and easy way of moving

» Move to Al and press Del to delete it.

« Move to B2 and press F4 to undelete i.e. recover the information to B2.
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Introduction

The Pop Up Menu is the main control center for your computer You can
use ll lU t::\t:LuL\: d_l.ly dl.)}}l_lkdl.lull Of aCCessor y, LJ.IIJJ.ISE U. e Wa}" lllc
applications or the system itself is set up, or execute DOS commands or

third party appiications, by typing the appropriate command.

Disnlavina the Pon Un Menu
Lisplaying the Fop Up Nenu
The Pop Up Menu will be displayed once
. . e . = 3 Choose fActivity
the installation process is complete, File namgar =I
providing you chose to run it. You can Y
add or remove options (see Customizing i
H?{) Pnn 1 I .\ﬂnnn\ it tha ckandard Pan Calculator
op Up Menu), but the standard Pop Snilim bt
To do list
Up Menu looks llke this: i I

To display the Pop Up Menu again once you have chosen an application,
either press the Pop Up key (Fn-F10) or return to it by ieaving the
application (press Esc).

To dlsplay the Pop Up Menu from the DOS prompt, type POPUP and

) mpnnn b Do Tl Lo (T T10)
l)ltf:vb I..I.II.EI, }J OO Ui 1 UF UP I\Cy \in-x I.U’l.

To display the Pop Up Menu while using a third party application, press

s X

the Pop Up key (Fn-F10).

. __________________________________________________________________|
Using the Pop Up Menu
Once the Pop Up Menu is displayed, y
like any other menu i.e.:

* Use Up or Down Arrow to move to an opti

=]
=
o
=]
j="
'E
(1]
47}
o
.
-
-
1]
-

OR type the first letter of the option, e.g. press E io select the Editor.
& Vo pcan o tha Calenilatar Neoclk Clack ar (intinng nnbinng anyv Hmea
fOuU an use tné LaiCliaior, LESK LIOCK, OF LpTOons Opaons any ame.

* The other options are the built-in applications. If you ar

running a built-in application, you may not run another one (you must

anit the annlicatinn n-cl-\ 'Cnr\n areru nino a third narte (MOKY

LluAL LR gL Lil. ]. AL CARAILILL RAROC )’ LALuALRER € LLaLNa rlul l)’ A

application, you ca nly use a built-in application if you have
S s F. St T e I_ n_ =

reserved meir C!Ty I tnis PLII‘PUbe \see rop up Merii UPU 5-

The first five options are described in their own separate chapters.
Calculator, Desk Clock, To Do List and Options are described here.
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ving the Pop Up Menu
To quit the Pop Up Menu

Quit
* Press Esc. Switch off

Return to DOS

* To turn the computer off, select Switch off. (When you turn on
again, you will still be in the Pop Up Menu.)

* To exit to the DOS command line or previous application, select
Return to DOS.

if you exit to the DOS command line, you can run DOS commands or

applications by typing commands, as described in Chapter 7. (You can

also do this within the Pop Up Menu by using the Run another

program option, described later in this chapter.) To return to the Pop Up

Menu, type POPUP and press Enter.



The Calculator

The Calculator is an accessory, so you can pop it up over any application,

at any time and return the results to the application when you quit.

To use it, press Pop Up and select Calculator from the Pop Up Menu,
or type CALC and press Enter, at the DOS prompt. This will display the
Calculator window in the bottom right corner of the screen:

|input line K
{ result Fi —

Calculator —m—

Al H: B General
A NS L
{memory 1:m+ 2: M 3:MC 44 S:Format i

r

When you've finished with the calculator, press Esc to return to the 5
previous application. (You may need to press this twice.) To exit and ‘
return the current result to the application, press Ctrl-Enter (this "types’

the result into the application).

BWA Note: When you select the Calculator, this also selects Num Lock node
automatically.

To perform a calculation, type it on the input line and press Enter, Down
Arrow or =. The answer will be displayed on the result line.

To perform further calculations, press Up Arrow to move back to the
input line and edit the displayed calculation using the usual line editing
keys, or press Esc to move back to the input line and start a new
calculation. Press Enter, Down Arrow or = again to perform the
calculation.

Editing

To edit a calculation, use any of the usual line editing faciliti
= T afl 2 A

T LEIL dllU RIZIL ALIUYY,
ace or Ctrl-H to delete character to left of cursor
* Del to delete character at cursor

« Ctrl-Backspace or Ctrl-Q to delete to previous operator

» Ctrl-W to delete to next operator
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¢ Ctrl-B or Ctrl-Home to delete to beginning of line
* Ctrl-E or Ctrl-End to delete to end of line
* Ctrl-L or Esc to delete the entire calculation

* Ins to toggle between Insert and Overtype modes

Simple Arithmetic

The four main operators are + (add}, - (subtract), * (muitipiy) and /
(divide). To type a decimal point, use "." or ",". Do not type thousands
separators, currency symbols, or spaces within the numbers. (Spaces

between numbers and operators are ignored.)

Percentages

To simplify calculating percentages, use the percentage key, %, like this:
100+10% 100 plus 10% (110)

100-10% 100 minus 10% (90)

90*10% 10% mark up of 90 (100)

110/10% 10% mark down of 110 (100)

CSnuarna RBante and Daware

UH"“IG FIWWLD LAl 7 WwYr el o

To raise a number to a power, press the exponent key *. For example, to
calculate 12 cubed, type 12/ 3 and press Enter. You can also use * to
calculate roots; to calculate the fourth root of 1234, type 1234”.25 or
1234~ (1/4) and press Enter.

To calculate the square root of a number, you can also use the V key, F4.
For example, to calculate the square root of 2.5, press F4, type 2.5 and
press Enter.

Scientific Format

To type very large or very small numbers, you can use scientific format:
type the number of significant figures you need, then E and a whole
number, the number of places to shift the decimal point. For example,
you could type 1.2 billion as 1200000000 or 1.2E9, 1200E6, etc.
Similarly, while you could type one million millionth as
0.000000000001, you’ll probably find it easier to type itas 1E-12.

Order of Evaluation

If a calculation has more than one operator, the parts with the highest
operator priorities are evaiuated first. If they have equai priority, they
are evaluated from left to right. The priorities (highest first) are as follows:

oA Tho Do Pl Ao, .
=4 I11C rOop U ivierid




unary +or-  (e.g.-2)
\ square root

% percentage

N power

®f multiply, divide
+ - add, subtract

To alter the order of evaluation, use parentheses to divide the calculation
into parts, which will then be evaluated separately.

Using the Memory

To subtract the result from the memory, press F2 (M-).

To use the current memory contents in a calculation, press M.

To clear the memory, press F3 (MC).

E,

x

-

L

.

.
m Note: You cannot use F1 or F2 while entering a calculation, you must use
[l

then immedin Pofu nﬂar nressing Enter Down Arrow or =
renyinnmegia v pressing Enter, Down Arrow or =,

The memory contents are dlsplaye on th fourth line of the calculator

Ty R =

WIIIUUW d[lu bIUﬂ'_'U UIIIII. y(.ll.l lEdVE e (, 1 d'[()f.

Using Results

To exit and return the result to the current application, press Ctrl-Enter.
The result will be inserted just as if you had typed it.

* Press F5 (Format) and select the

3 Fornmat
format you require from the menu: General j
Scientific

General displays as many significant
figures asitcane.g. 1234.56789.
Fixed displays a fixed number of significant digits e.g. with 3 decimal
places, 1234.568.

Scientific always displays in scientific formate.g. with 5 decimal
places, 1.23457e+03.

; displays s thousands senarators e

1
eparator i |

234.56789.
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(The examples show how 1234.56789 would be displayed.)

e If you select a format other than General, you will be prompted for the
number of decimal Pld\.t:::, which dictates how many 515...f1cant

figures to display. Type a number between 0 and 12.

* Press Enter when the format is correct.

Technical Notes

Length of calculations: no practical limit.

Size of results and intermediates: approximately 2.23E-308 to 1.7E+308

PO [R— fomus
(pius [¢)3 mu“iuS).

Accuracy of results: 12 digits.

The Desk Clock

(=]

The Desk Clock is a simple accessory which displays the date time, and
next dldI‘l’l’l, in the d[.JPFUPIldLl-_' 24-hour or 12-hour ( \cun.r l_nu; format. To
display the Clock over your current application, press Pop Up (Fn-F10)
and select the Desk clock option. To exit, press Esc. To display the
Clock from the DOS prompt, type CLOCK and press Enter.

The Clock will also ’pop up’ when an alarm goes off. See Alarms for

lanfULflUIIb on LdllLEil[lB ai dldllll

The Clock is normally displaved in the top right corner of the screen:

Monday 1 July 1991 _l date now

S I
_ | e
5'

|
The next alarm is e — 1
I'az Jui 18:88 Get ready for mesting ;  hext alarm,
if set

If the AC adaptor is connected and working, seconds are shown in the
top right corner of the clock screen.

The Pop Up Menu



Setting the Clock

To change the time or date, use the File Manager Time and date option,
or the TIME and DATE commands, at the DOS prompt.

Alarme
Aidi e

To set alarms, use the Scheduler application. When an alarm goes off, the
Clock will pop up automatically over the current screen, like this:

Get' ready for meeting? —I alarm text |

Aririr
llil |i||£|.5|r-'|fM

—1 buttons

To cancel the alarm and return to the application, press C or Esc, or p
Right Arrow to select the Cancel button and press Enter.

ess

To suspend the alarm for five minutes, press S or Enter with the Snooze
button selected. You can carry on using the application until the alarm
sounds again, in five minutes. (You can use snooze as often as you like.)

To stop the alarm sounding but leave it displayed, press any other key.
(The alarm will sound for 15 seconds if you do not stop it.)

If the machine turned on to sound the alarm, it will remain on until you
turn it off (or automatic power down turns it off).

To Do List

The To Do List is a simple application which you can use to organize a ‘to
do list’ or “actions list’, to remind you of tasks that you want to do. This
list is displayed whenever the Pop Up Menu is displayed. To edit the list,
select the To do 1ist option from the Pop Up Menu:

* If you are using another built-in application, you must quit that first
(e.g. press Esc) and then select To do 1ist from the Pop Up Menu.

* If you are using a third party application, press Pop Up (Fn-F10) and
select To do list from the Pop Up Menu. If this fails, you have not
reserved memory for the built-in applications, so you must quit the
third party application first (see Pop Up Menu Options).
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* 1f you are at the DOS prompt, type TODO and press Ente This will use
the whole screen. (You can aiso use the switch /F to use a quarter of
the screen.)

The To Do List screen is normally dlsplayed in the bottom right corner of

TTen AA
iNe rop vp vienu screen and loo

. Order flowers (but not roses th+
. Book taxi

. Book restaurant

. Arrange babysitter

Nd W

INS &
1:Done! 2:Movet 3:Movel 4:Undo 5:Sort

It shows a list of numbered actions, one per line. If a line is wider than
the window, it ends with a right arrow character (—). If there are more
than 10 actions, an elevator will be displayed in the right-hand border.

The bottom line lists the function key definitions. The tick mark (v /) next
to a number indicates that you have completed that action.

To leave the To Do List, press Esc. This will save it automatically and

b s (398 Tl N nYy
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Entering Actions

To add a new action to the list:
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number - this is added for you automatically.

* When you have finished, press Enter to add the en and start
n

another, or press a movement key to add it without starting another.

i oL, O PIC L8

Moving Around the List
You can use the following keys to move around the list:

e Iln and Dawn
UP aliua s

ove up or down about two thirds of a screenful

3

* Ctrl-PgUp, to move to the start of the file (first action)

Ctrl-PgDn, to move to the end of the file (last action)

<
(-]
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Editing Entries

To edit the text, move the bar cursor to it by using the movement keys

™ o
and start typing. You can now edit the entry with any of the usual line
editing keys, inciuding:

= Le

* Del, to delete character at cursor

« Ctrl-Backspace or Ctrl-Q, to delete to previous word
« Ctrl-W, to delete to next word

¢ Ctrl-B or Ctrl-Home, to delete to beginning of line

e Ctrl-E or Ctrl-End, to delete to end of line

e Cirl-L, to delete line

« Ins, to toggle between Insert and Overtype modes

To move an entry to another position, move to it and use the F2 (MoveT)
or F3 (Movel) keys, or delete it by pressing Del twice, move to the new
position and press F4 (Undo).

To tick a completed action, move to it and press F1(Done!) or Del. To
remove the tick, simply press F1 again.

To delete a ticked entry, move to it and press Del. (If you delete the

« Moves any ticked entries to the end of the list and sorts them into
alphabetical order.

Sorts the other entries into alphabetical order.

.
W  Note: if you siari each related action with the same text, sorting will group
m them together automatically. For example, if you have to write a number of
letters, start each action with Wwrite. To niake siire that important actions
are always sorted to the top of the list, start them with the ! character.

To Do List 6-9 \
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Printing and Other Functions

The To Do List is a simple ASCII file, D:\SYSTEMA\TODO.TXT. To print

ik thn Oila KAA o 7 rirnl Hn
if, Use tne rue lVlGllﬂBCl Print Uyuun, OF 1O More Conoo: over l.’ul"nuua

and more flexible editing, load it into the Editor and use its facilities.

Pop Up Menu Options

Setting up the Machine

You can configure various aspects of the hardware by selecting menu
options as follows. The changes you make wili remain until either you
change them again, or perform a cold boot (i.e. lose all battery power).

H Note: For information on setting up an application, see the Programs
(R

FManbines Trne feshinasts mbdnis nae anbbisry 2121 srmisedioere nan | Intesry Dossrbtony s1e
UFHIUH. rur I‘HJUI’ freLun url bLlllH(‘( IIP ’.’Jl”ll’ll(\’, oCC uD!HS 1 l‘tl’dll”(\,’ L
Chapter 5. For information on the DOS configuration files, CONFIG.SYS
and AUTOEXEC.BAT, see Appendix G.

To set up the hardware:

* Select Options from the Pop Up Menu and select the Setup the

machine ontion from the menu or press the Set L In kp\.r

Optielt 2o

Sustem Setup
Low-power mode On
Power down delay... 2 minutes
Keyclick On
All sounds on
Screen inverse
Hicroprocessor speed 18 HHz
Character set Default
RS-232C port settings...

This shows the current setting for each setup option, other than the
RS-232C port.

* Tochange a setting, select it by typing its initial letter OR move the
highlight to it and press Enter.

* Once you have defined the setup you want, press Esc to store it and
return to the Options menu. The changes take effect immediately.

Each option will now be described in turn.

Low Power Mode
Normally, the computer switches off the processor when there is no

processing to perform. This is low power mode, and is used to maximize
Tha DAam | b~ AMAar s
I rv ¥ IvIcGHid



battery life. However, certain badly-behaved third party programs ma
not operate correctly with low power mode selected, as this also stops the
timer ticks which such programs may rely on.

.- L T I I o P . PP o=y e O o T e e 1] i
To disable low power mode, select the Low-power mode option to toggle
t
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Power Down Delay

The computer will normally turn itself off to conserve battery power, if it

has been waiting for keyboard input for more than 5 minutes. To control

power down, select the Power down delay option and choose an option
..... Nemoame Ao ower down. For

(0, 1, 2 or 5 minutes) from the menu; § means do not power aown.
example, you might select 1 minute to maximize battery life.

[ hotey anviog’|

Keyclick

Normally, all keyboard keys sound a click via the speaker when you
press them, but you can toggle this off or on again by selecting the
Keyclick option or by pressing Fn-F5. If the keys don't click with
Keyclick set to On, check the A1l sounds setting.

All Sounds

The computer normally uses audible signals to warn you of errors,
indicate that a clock alarm is ringing and for keyclicks, but you can toggle

example, you might be working in a place where the noise is intrusive,

such as a library.
Screen inverse
The computer screen normally shows black text ona white background.

Select the Screen inverse option to toggle between this and white text
on a black background. (The change is made immediately.)

The computer can operate at two clock speeds: 5SMHz and 10MHz. These
have nothing to do with time keeping, they dictate the speed at which the
microprocessor executes programs i.e. at I0MHz, programs execute up to
twice as fast. The computer normally operates at the slower speed,
5MHz, as this is fast enough for most uses and consumes less power than
10MHz operation.

Pop Up Menu Options 6-11



To change the clock speed, select the Microprocessor speed option,
to toggle it between 5 MHz and 10 MHz. For example, you might select 10
MHz if you are using the Worksheet with a large or complex spreadsheet,
to reduce the time taken to recalculate.

Character Set

A character set is the range of

alitl St

C t
each ASCII code (0 to 255) e computer has two character sets: Default
and Scandinavian, which are listed in Appendix A. To switch character
sets, select the Character set option, to toggle between Default
{internationai) and Scandinavian.

RS-232C Port Settings
Before using a serial port, you must check that it is set up to suit the
connected device:
" . ;
Selt?ct the RS-232C port settings I —
option from the System Setup menu: [ Baud rats. .. ocon |
% 4 K Parity. . Nane
Data bita 8
* Check Name of port to make sure that the | stop bits 1

rt COM1
correct serial port is selected. If not, select [ fene of port O )

it to toggle between COM1 and coM2.
Check each of the other settings and change it if it does not match the

other serial device:

* Tochange the Baud rate, select Baud rate and select from the menu
Df110,150,300,600,120 24

* To change the parity, select Parity and pick None, Odd or Even.
* Select Data bits to toggle between 7 and 8 bits.

* Select Stop bits to toggie between 1 and 2 bits.
If you can chan
Baud rate: Choose the highest rate that works reliably, to save time.

Parity: If exchanging data with another computer, select 0dd or
Even for simple error-checking (or, better, use a file
transfer package with error handling). If sending data to
a printer select None, as printers usually can’t report or
handle parity errors properly.

Data bits: [f transferring simple ASCII data (text), select 7 bits. If
transferring binary data (e.g. programs) or you are not
sure, set this to 8.

o o R Amams s
~ UK IvIETiIu



Stop bits: Set this to 1 unless data gets corrupted, then try 2.

Setting up the Programs
To change the options which affect all the built-in applications:

* Select Options from the Pop Up

Menu and select the Programs mﬁl‘.':"" opuof” i
Dpt ions Option: :::;l.';‘nn exit R::::el
Ask for password... No T~
* To change the language used for all Sl
messages and menus, select Language and choose from the menu. E:
* To change the sorting order (e.g. for file lists and Address Book =
entries), select Sort ing to toggle between Normal and Swedish. 0

* Select Norma1 to sort characters in the normal order for Englishand -
German languages: umlauted characters are sorted as the character E»j
followed by an "e" (e.g. & is sorted as ae), £ is sorted as “ss”, and ali
other accents are ignored (sorted as the unaccented letters).

e Select Swedish to sort characters in the normal order for the
Swedish language: umlauted characters are sorted after “z".

S | .

* Toreserve memory for runmng the internal appiicati ions, select
Memory on exit tosetitto Reserve. This will allow you to run any
of the internal applications even while running a third party
application, by using Pop Up and selecting the application from the
menu. (This uses 128 KB of memory.)

To provme me maxunum mernury lur u uru IJd.l ly dpput_duuub, set
Memory on exit to Release. You may then notbe able to run the
built-in applications at the same time as third party applications.

* To ne1p prevent anyone eise uautg your computer a wd acceSSi"‘lg your
information, select Ask for password to toggle it to Yes. (See

Passwords for more information.)
vt hava finichad

Al A ™y
vvien you nave nnisnedq, pres

the Options menu.

Passwords

To help prevent someone else using your computer and accessing your
information, you can give it a password. Then, whenever it is turned off

(either by pressing the Fn-Esc key or by a timeout) and on again, a

prom“* will he rl-cn'l:nmrl near the middle of the screen like this:
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" Caution: If you forget your password, you will not be able to use your
computer, so make a note of it somewhere safe. If you cannot remember the
password, contact your Sharp dealer for help.

If you turn off from the Pop Up Menu, the ownership information and a
large ‘key’ icon will be displayed in the bottom of the screen, like this:

Choose Activity
| File manager | Monday 1 July 1991
Address book P -

L 17147
| 1L, TJda

Desk clock
IF FOUND PLEASE RETURN TO: Fﬂ ——o: ———— I

Mame: Dave Smith (
Address: Careful Corp.

Washington
D.C. 288588
Tel: 111-222-33333

(The ownership information is what you entered while installing your
computer. You can change it by using the INSTALL command (see

Chapter 3) or by editing the text file D:\SYSTEM\OWNER.TXT, e.g. by
using the Editor.)

To do list

Options. ..

¢ Select the Options o

Programs options.

"‘5
B
e
3

* Select the Ask for password option and toggle it to Yes.

* Type a password of up to eight characters (which will be displayed as
#s), then press Enter:

* Type the password again and press Enter to confirm it.

Note: The password will take effect the next time you turn off. Remember to
/W  keep awritten note of your password, somewkhere safe!

‘ 6-14 The Pop Up Menu
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To turn off your password, seiect Ask for password again. You wiii be
prompted for the current password.

To turn on your password again, select th
¢ i. =

* Select the Ask for password option again and choose the Change
password option. You will be prompted for the current password.

* Type the current password, and you will be prompted for the new one.

* Type the new password and press Enter, then type it again for
confirmation.

As long as you are not already running a DOS application, you can run a
DOS command or application from the Pop Up Menu at any time:

* Select Options from the Pop Up Execute
Menu and select the Run another I i I
program option:

* Type the command and press Enter. When it finishes, you will see the

continue. Press Enter to return to the PGP Up

PNl o R

-~ 1
lllI:DDCIBC CLToo

Menu.

If you need more memory to run the command, or want to run several
DOS commands, you should set the Memory on exit option to

Release and exit the Pop Up Menu:

* Press Esc. Switch off

Return to DOS

* Select Return to DOS from the menu
and you will return to the DOS command line so you can type DOS
commands.

* To return to the Pop Up Menu, type POPUP and press Enter.

Customizing the Pop Up Menu

You can customize the Pop Up Menu (but no other menu) as follows:

To remove an option, move to it, press Del and reply to the confirmation
prompt. You cannot delete the Opt ions option, which is displayed last.

Customizing the Pop Up Menu 6-15 |



To insert an option above the cursor:

* Move to the position in the menu where you want the new option.

* Press Ins and you will be offered a
menu of items to insert:

[riie maneaer ™ ]

* Toinsert one of the standard Pop Up pattos

k clock

item from the menu. To do list

i i Calculato
Menu options, select the corresponding || Calculator |
Il

User program...
I

* To insert a custom command, select
User program:

A4

Text to app in menu
Il Set to! ]

Type the menu option to add to the menu and press Enter.

Command to execute
I Set to! I

Type the command to add and press Enter. This command will, in
affant Lo termad ol 2l TUHNIC mmcncmm e d Ba i viehe e 2l cioae cnlaats thais
CTlLITLL, LT I.-YPCU dl LT LAO LULTUHIIAalTU HTIE WIIELL LT udTI STITULD LD
menu option from the Pop Up Menu. You can type a DOS
command or a command to run any other appiication that is
installed on this computer.

For example, to add a backup option to copy all files from the
current directory to the disk in drive A, you could type COPY * . *
A: and press Enter.

Note: To execute a sequence of commands, store them in a batch file and

type the batch file name as the conmand.

To move an option (other than Opt ions), delete it, then move to the
new position and press Ins to insert it again.
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Naming Files

Saving Files

Starting MS-DOS
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Copying a File - COPY
Copying a File to Another Disk
Copying a File to the Same Directory
Changing a File's Name - RENAME
Deleting a File - DEL

Directories
Creating a Directory - MKDIR or MD
Pathnames
Removing a Directory - RMDIR or RD



Changing the Working Directory - CHDIR or
(&

The Standard MS-DOS Commands

The Extra Commands

ATTRIB (File attributes)

DIAG (Diagnostics)

FORMAT (Format IC memory card/diskette)

Creating a Source File

LEARN (Record keystrokes for KSIM)

PASSWORD (System password)
REBOOT (Reboot system)

SETUP (Hardware setup)



What is MS-DOS
MS-DOS (Microsoft Disk Operating System) is a popular operating

system which manages the computer’s resources: memory, disk drives,
printer, etc. Using MS-DOS as your operating system, you can run many
of the application programs written for M5-DOS on your computer.
MS-DOS version 3.3 is supplied on your computer.

What are Files

When you store information on a disk, MS-DOS creates a file to hold it,
with a unique name given by you. By storing information in a file, you

can retrieve it later, to edit it, print it, send it to another computer, etc.

If you are using an application (such as the Editor, Scheduler, or Address
Book), it will create, name, save, or retrieve files for you, by instructing
MS-DOS to do what you want.

MS-DOS also provides commands to manipulate (e.g. copy, rename,
delete, and display) files directly, which are often quicker or easier to use
than the applications. For example, if you have saved several files to the
internal disk and want to copy them to an IC memory card, a single
MS-DOS COPY command will do this for you. (Alternatively, you can

use the File Manager application, described in Chapter 12.)

Naming Files

When you create a file you must give it a unique name. File names must
follow certain ruies. First, a file name generally has two parts: the name
(up to 8 characters) and the extension (up to 3 characters), separated by a
period. For example, ABC.TXT.

The name typically identifies the file. For exampie, ABC could be the
name of a word processing file containing a memo. The extension
typically categorizes the file. it is optional, but very useful for identifying
files in the same category. For example, the ABC file might have the
extension TXT to indicate it is a text file.

Wlcaic: APEEL . e K Py el e Bl v il IR
INOLE: AL JUES SIOTEU 11 TRE SUIe dirccrory mist HH!’(‘HUI{'T{,’JH Hamnes.
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Acceptable Characters The following characters are acceptable in file
names:

* Any letter in the alphabet (capitals and smail letters are equivalent)

* The following punctuation marks
f@#$"0 !\()-_‘{}...,

Unacceptable Characters Characters other than those shown above are
unacceptable characters in a file name. For example, commas, double
quotation marks, and spaces are not acceptable.

H Note: If you use a period in a file name, MS-DOS will assume that the
following characters are the file's extension.

Unacceptable File Names Do not use any of the following as file names,

as they reserved by MS-DOS for its own use: AUX, COM1, COM2,

COM3, COM4, CON, LPT1, LPT2, LPT3, NUL and PRN.

Saving Files

When you save a file to a disk, MS-DOS stores additional information
about the file in the file directory: the filename and extension, size
(number of bytes), and date and time created or last updated. When you
modify, delete, or rename a file, the directory is automatically updated to

reflect the current status of the disk.

lIlIllIIIIIIllIIIIIIllIllIllllllIllIIIIIIIIIIIIIIIIIIIIIIII
Starting MS-DOS

If you select the DOS prompt as your command shell, when you finish
the installation process, the MS-DOS prompt (e.g. D: \>) will be
displayed after the MS-DOS start-up messages:

DIP 80C88A-BIOS Version X.XXX
Copyright (c) DIP Research and Sharp Corp. 1991
All rights reserved

»ot (see below).
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Pop Up Menu as your s neii, press Esc and select Return
return to the MS-DOS command li

Restarting the System

With the power on, you can restart MS-DOS by pressing the Del key
while holding down the Ctrl and Alt keys. This clears main memory and
reloads your command shell.

W  Caution: You could lose data if you restart the system from within an
E—3  application program without first saving your file.

Specifying the Drive

MS-DOS assigns the letters A and B to your IC memory card drives, the
letter C, D and E to the internal drives and the letter F to external floppy
disk drive if installed. For details, see Chapters 1 and 14.

Changing the Logged Drive ? é
To specify a drive in an MS- command, type its drive letter followed £7-
by a colon. '

The default DOS command line prompt displays the current drive and &i‘i
directory. For example, C : \DOS> shows that you are in the DOS 3
directory of drive C.

To change the iogged drive, simpiy type the new drive ietter and a colon,
and press Enter. For example, to select drive C, type C: and press Enter.
To change to another directory, use the CD command. For example at
the C:\> l.uuull_n, Ly}.i: CD \DOS and press Enter to select the DOS

subdirectory. (For more details on using directories, see the Directories
section later in this chapter.)

= _ s B n_ _ = s e s=_sn _mmcw ______ 8 5__nnes o
Jsing the Keyboard

When the MS-DOS prompt is displayed, you can type commands.
Commands can be entered in upper or lower case, or a combination of
both. Commands and options must be separated by spaces. A command

only begins executing when you press the Enter ke). --------

The keyboard keys function as described below.
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Key Function

Enter Executes the MS—DOS command typed at the prompt.

Ctrl, Alt Control, Alternate keys. Used with other keys as "shift"
keys for certain control functions.

Fn Function key. Used with certain keys to activate the
second function. See Appendix B for keyboard iayouts
when the Fn key is used.

Esc Escape key. Cancels the command line you are typing.

Backspace Backspace key. Erases the character to the left of the
cursor.

Pause Halts scrolling of the screen. To continue scrolling,

press any key. Ctrl-S performs the same function.

= AC D I W, R o T [ . SR ¢ e e
inte -n

Break Hold down the Ciri key and press Pause {0 inte
execution of the current command or an MS-DOS batch

file. Ctrl-C performs the same function.

Pri Sc Hold down the Fn key and press SysRq to print the

currently dlsplayed screen to the pr mter To prmt out

the contents of a screen containiing bit-mi ln],ll,vcu E,rap..:c
using PrtSc, first execute the GRAPHICS command.

Ctrl-P Turns on or off screen printing to the pnnter
Evcxy un‘uua thatis o the

prmter.

Note: Take care not to confuse the 0 (zero) and O (Upper case o) keys, and
AV e 1 (one) and | (lower case L) keys when entering commands and data.

]
=l

e
~

MS-DOS Editing Keys

To continue a long command on the next line, press Ctrl-Enter and
continue typing the command.

not on the kevboard, hold down

To enter ASCII characters which are b

Alt-Fn and type the character’s ASCII code on the numeric keypad
(numbers in biue on the front face of certain keys). Release Alt-Fn and the
character is displayed on the screen. For a list of ASCII codes, refer to
Appendix A.

Certain kefs have specia! functions when used at the MS-DOS prompt, to

make entering and editing commands easier:



Key Function

4 OMDVIY T lawe tlan Tact cmcmnsinacn d 12amm menn ~lhacaadawn
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at a time.

F2c (COPYUP) Displays the last command line up to the
first occurence of the character c.

F3 (COPYALL) Displays all of the last command line.

F4 c (SKIPUP) Skips over the characters in the last command
iine up to the first occurence of character c.

F5 (NEWLINE) Stores the current command line for
editing and displays a prompt for new input.

Fé (EOF) Types an End-of-file character Ctrl-Z (*Z).

Del Skips over a character from the iast command iine.

Ins Toggles insert mode

Ins oggle

Esc Cancels the current command line and allows re-entry

on the next line.

T et |

In its simpiest form, DiR displiays a list of ali files in the current directory,
with filename, extension, size in bytes, and the date and time that the file
was last modified. Type DIR and press Enter.

PROSP R Ly, (PR o) [P ey
UuL a leI ucular l]._l‘.’, lleE
, 1O

You can add two op swit to the end of a DIR command to
make it more convenient when listing a large number of files. To make
DIR list files a screei nfil ata l.if"“", add /p.To make DIR list ]l.iSt e
names and extensions, add /W.

Global commands are commands that are carried out on a group of files.
Instead of typing the exact file name to copy, delete, rename, or
whatever, you type a name which specifies a group of filenames, using
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two special characters, query (?) and asterisk (*). These are called wild
cards and can replace part or all of the file name or extension.

-
[

h

? Character

? specifies a single wild character. For example, DIR FTLE. 0? will list
FILE.O1, FILE.02, and FILE.03, etc, but not FILE.10.

The * Character

* specifies any characters from that position onwards within the name or
extension. For example, DIR *.TXT would list all filenames with the
extension TXT, such as ABC.TXT, SHARP.TXT, and SALES.TXT, while

COPY *.* A: would copy all files in the current directory to drive A.

Caution: Al though globa! commands can save a lot of time and typing, use

tHhier very Lurl.;:uu;, espec uuu,r with the DEL command. For {"{;".’"""’ DEL

* . * means delete all the files in the current directory!

of a File - TYPE

TYPE displays the contents of a text file. To stop the display scrolling,
press Ctrl-S. To abort the process before the end of the file is reached,
press Ctrl-C. (Don't use TYPE for files which are not simple text, as you

won'’t be able to read the result.)

Copying a File - COPY

The COPY command copies files either individually or in groups, e.g.
from one directory or disk to another.

Copying a File to Another Disk

To copy EXAMPLE TXT from the current rhrprfnr}f to drive A, type COPY

EXAMPLE . TXT A: and press Enter. To copy NEW.TXT from drive A to

DD 7 type COPY MYm amd e
a pr

& PR LSy -
I[lt current Ul[t‘LtUly typeiurit A:NEW.TXT an

e

L.opylng a Fiie to the Same mrecmry‘

To copy a file to the same directory you must give the copy a different
name. For example, type COPY LETTER. TXT MEMO. TXT and press Enter.

Changing a File’s Name - RENAME

To change a file’s name or extension, use the RENAME (REN) ¢ mmand

Using the wild card characters, * and 7, you can even rename groups
files in a similar way.

Using MS-DOS



For example, to rename LETTER. TXT to MEMO.TXT, tvpe REN

AL exall £, il

I 1pl enam
LETTER.TXT MEMO. TXT an d press Enter. (If you choose a name which
nf the file von

ale gbe nn that dick ar if voir mictune tha name
i€ Namne O e L You

air cauy CA].DI.D On nat ulal\, Or ix yuUR iuoly PO

want to rename, you will get an error message.)

You can use wild cards to rename groups of files. For instance, to change
the extension TXT to .DOC, type REN * . TXT * .DOC and press Enter.

To rename a file on another drive, type the drive name before the file
name. For example, to rename TEST.01 on drive A to TEST-01.DOC, type
REN A:TEST.01 TEST-01.DOC and press Enter.

cluttered with fileg that you no

ar fal ot o
some point your disks may become clu
longer need. Deleting unwanted files is an important part of good
nnusexeepmh for your byblt‘[ll Youi can delete bulz.',u files or Broups s of

files with the DEL command.
For example, to delete EXAMPLE.TXT type DEL EXAMPLE . TXT and

nross Enter, To delete all files with the extension RAK h!l'\() DETL, * RAK

pitos s

and press Enter.

m Caution: Be careful when using DEL with wildcard characters. It is easy to
delete the wrong files by mistake!

If you type DEL * . * (which would delete all the files in the directory),
you will be asked for confirmation: Are you sure (Y/N) ? To delete the
files, type Y and press Enter. To abort the process, type N and press Enter.

Directories
To organize your files, you can divide them into named groups, using
directories.

Creating a Directory - MKDIR or MD

To create a directory called WP (for your word processing program and
files) on drive E, select drive E and type MD WP and press Enter. Use the
DIR command to list the current directory and vou will see a new entry,
we, with the label <DIR> in place of the normal file size.

Each disk starts off with a single directory called the root. When you
create directories, you either place them in the root, or in other directories
which you have created, producing a "tree” structure.

Directories 7-7 ‘
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Pathnames

To refer to a file in another directory, you can use a pathname. This

defines on which nath in the tres the filo lies, The \ ”‘\:If‘!{l:.!‘\l.l‘l‘ characte

Gennes on wnicn I‘““' R -

is used to indicate the root directory and to separate names in a path.

For example, to copy LETTER. TXT from drive A to the WP directory on
drive E, you could type COPY A: LETTER. TXT E : \WP and press Enter.

W Caution: At the top of each directory listing are the entries . and . . which [
BN represent the directory and its parent directory. Do not delete these entries!

Removing a Directory - RMDIR or RD

To delete a directory, first delete all files and directories from the
directory with the DEL command, then in its parent directory, type RD
followed by the directory name.

Configuration Files

MS-DOS always considers you to be “in’ a directory, vour current
directory. If you type a filename without a path, or omit the directory

name from a command which DVP‘_‘M‘“’& one, MS-DOS will ageume you

mean your current directory. If you want to work with files in another

UITLL[LIF_Y y(PU cdan use Pdflllld”lt‘b UL!l yULI lI bl:.'l“:.'ldl.l\’ llllkl ll t‘ublt] |.U
move to the directory i.e. to make it your current directory.

To change your current directory, use the CD command. For example, to

move o Hﬁn wp rhrcmh\rw on Hﬁe current Hrnrn l}rpn CDh \Wp 1nd nrpcc

TV Ly Ui

Enter. To move to the root directory, type CD \ and press Enter.

MS-DOS uses two files when starting up: CONFIG.SYS and
AUTOEXEC.BAT. These are set up automatically when you perform the
initial installation process, and changed automatically if you use the
INSTALL utility. You can also edit them manually, with the built-in
Editor. For further details of these files see Appendix G.

Caution: Do not edit these files manually unless you know what you are
doing. Certain mistakes are difficult to correct!



=============!!!!!!!!!!!!!!!!!!!!!!!IIIIIIIIIIIIIIIIIIIII
The Standard MS-DOS Commands

The following standard MS-DOS 3.3 commands are provided:

APPEND, ASSIGN, CHKDSK, COMMAND, COMP, DEBUG,
DISKCOMP, EDLIN, EXE2BIN, FASTOPEN, FIND, GRAFTABL,
GRAPHICS, JOIN, KEYB, LABEL, MODE, MORE, NLSFUNC, PRINT,
RECOVER, REPLACE, SELECT, SHARE, SORT, SUBST, SYS, TREE
and XCOPY.

And the following drivers and system files:

& . 3
ANSISYS, COUNTRY.SYS, KEYBOARD.SYS, EMM.SYS,

PRINTER.SYS and RAMDRIVE.SYS.
For details see any MS-DOS 3.3 manual. (ANSLSYS, EMM.SYS and

RAMDRIVE.SYS arealse de sunbed briefly in Appendix G.)

Enhanced versions are provided of ATTRIB and FORMAT, which are
described in detail in subsequent sections.

S R SN — ey iy AR S

The Exira Commanas

RSN

The remainder of this chapter describes the extra (and medified) 2

commands provnded These are multi- hngual qupport use of extended
filespecs, and dispiay help information if you use the /? switch. For
example, to display the help for OFF, type OFF /2 and press Enter. If you

are typing multiple switches, you only need type the first / character.

Gt edeasy

The command descriptions use the following special terms
drive A drive letter, such as &, B or C.
file A filename which uniquely identifies a single file. It is

the exact name of a file, inciuding its extension. For
example, MONTHLY . ACT.

path A directory name which takes the form:
[\]{dir\jdir. For examplie:
DATA\JULY or \SYSTEM\BACKUP

A path which starts with \ is rooted in the root
directory and is termed an absolute reference. It can be
used from any directory on the drive. A path which
does not start with \ is rooted in the current directory
and is termed a relative reference. It can only be used
from this one directory.

The Standard MS-DOS Commands 7-9 l
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switch A / followed by one or more characters, which modifies
how a command works.

xfilespec An extended file specification, a non-standard filename,
which may include the standard DOS wildcard
characters * and ? to specify a group of files, but may
also begin with a drive wildcard (? :) to specify all
drives, end with an exclusion clause (, -filename) to
exclude a group of files, or use $ to specify all
directories on your DOS search path. For example:

O * ; * DAL
=T .DAINNT

1 H
drweC other than .BAK files.

2:NOV*.*, * TXT, *,BAK - files that start with NOV
or have the extension TXT or BAK, in the current
directory on all drives.

$\*.BAT - all batch files on your path

[ Note: You can only use xfilespecs with the modified and extra commands,
/W ot with the standard DOS conimands.

V=== = = _ = — ————
ATTRIB (File attributes)
ATTRIB [xfilespec] [switches] - Display file attributes.
ATTRIB [xfilespec] +[R] [A] [S][H] [switches] - Set file
attributes.

ATTRIB [xfilespec] -[R] [A] [S][H] [switches] - Reset file

o d s

dlll IULHI:‘:!

xf1ilespec is anextended file specification for the files to process.

/N display names only, not paths.
/B pause after each screenful.
/8 operate on files in subdirectories too.

If neither + nor - is supplied, ATTRIB simply lists the files and their
attributes. If an attribute is set, the letter appears in the attribute field. If
an attribute is clear, a - sign is shown. For example:

-A-- AUTOEXEC.BAT
If +ig \.npnhnd ATTRIR will set attributes, If - is :nnplu_ ‘i’ ATTRIB will

reset (clear) attributes. The attributes are as follows:
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R (read only) - this file cannot be changed, deleted or renamed.

A (archive) - this file has not been archived since being created or
changed.

S (system) - this file is hidden from normal DOS file access (e.g. the DIR

A
nd cannot be deleted.

H (hidden) - this file is hidden from normal DOS file access (e.g. the DIR
command) and cannot be deleted.

Note: You cannot change the attributes of the files stored on drive C, as
ﬂ they are actually stored in ROM.

DIAG - runs the internal diagnostics program. See Appendix F for details.

FORMAT (Format IC memory card/diskette) =

FORMAT drive [switches] - Format RAM IC memory card or diskette E-%
indrive,

drive is an IC memory card or diskette drive name, i.e. A:,B: or F:

1y Ll O ATl = O

/S copy the operating system files to the dtsk
IAY L e o wunls a lahal Amea Fo abbad
/v })[UEEI}JL 1w a vuu.uxic lﬂl}cl LILILC l\lllllﬂllcu
/T:tracks the number of tracks on the disk

/N:sectors  the number of sectors per track
You need to format a new IC memory card or diskette before vou can use

it to store information. To format the internal RAM disk, use INSTALL.

Caution: Formatting an IC memory card or diskette completely erases any
information on it, so be sure that there is no information on it that you
want to keep.

To format an IC memory card in drive A, type:

FORMAT A: Enter

To format a standard density (720 KB) diskette in the optional FDD unit,
type:

FORMAT F: /T:80/N:9 Enter

To format a high density (1.44 MB) diskette in the optional FDD unit,

type:
J

DIAG (Diagnostics) 7-11 |



FORMAT F: /T:80/N:18 Enter
= = = i
KSIM (Simulate keypresses)

KSIM file [/n] - Simulate keys specified by file.

fuino the file rnnl’:u‘llnu the kev codes If it does

fileisa filename specifying t key codes.

not include an extension and there is no such flle, an extension of .KCF is
assumed.

/n set delay time to n seconds (default 10, range 0 to 360).

KSIM provides the key presses specified by £ile to the operating system
ar annlica hnnc File must h::\rn hunn Prnp'\rnfl Ih.lng l'hﬂ KQIMCOMP or

Ul appulanuit

LEARN command. (It prnwdes similar but much more flexible facilities

SR W, [P, |

to ILUIIELIIIIH Stanaara illlJLll. o a llllf }

KSIM will typically be used from a batch file, to automate processes that

require keyboard input. It loads as a TSR, claiming enough memory for
itself (about 17 KB) and a small disk buffer.

Each time the operating system or application requests a key, KSIM will
read the next character from its internal file buffer and place it in the
keyboard input buffer, exactly as if it had been typed. When KSIM has

provided all the characters in the file, it de-installs itself, releasing all the

meﬁ‘lf\l"}l it h:lrl r]nmarl :nr‘l rﬂl‘urnlnu to nnrm;:ll lcpuhn:ard "‘IPIII‘

If the user presses a key while KSIM is active, it will stop providing
characters, to allow user input instead. Once user input has ceased, KSIM
will wait approximately 10 seconds (or the delay time specified by /n)
and then continue providing characters from where it stopped in the file.

If the KSIM file invokes a command (such as PAUSE) which clears the
keyboard buffer before requesting a character, characters may be lost.
KSIM will feed characters into such a command until one of the
following events occurs:

* [t reaches the end of the KSIM fiie
* [treads a ‘delay’ command from the file (such as [1}; see KSIMCOMP)

When KSIM terminates (for whatever reason), it de-installs itself and

releases the memory it had claimed. Howeve er, ifa any other TSRs have

been installed since KSIM, you will have to remove these first to use the
memory that had been claimed by KSIM.

For example, to take keyboard input from the KSIM file TASK2.KCF,
type:

KSIM TASKZ2 Enter

—~ o~
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KSIMCOMP (Com

e m avin
KSIMCOMP wildfilel [wildfile2] - Compile files for KSIM.

wildfilel is a file or directory name specifying the source file(s) to
compile. If an extension is not specified, .KCS will be assumed.

wildfileZisa fileor dut:LLUly name 3!}!‘.’Lllylllh the Uthle flli.‘('a) to
create. If an extension is not spemﬂed .KCF will be assumed. If wildfile2

is not specified, wildfilel will be used but with the extension .KCF.

KSIMCOMDP rnmmlm. ASCII text source files :‘Iﬂcr‘rlhlng the l(pv presses
required, into 0b|ecl files which can be used by KSIM.

For example, to compile all KCS files in the subdirectory KSOURCE to
KCS files with the same name, type:

KSIMCOMP KSOURCE Enter

Creating a Source File

A KSIM source file is an ordinary ASCII text file, used to specify the
keypresses. Most alphanumeric characters and symbols stand for
themselves, with the following exceptions:

* Enter and Tab are ignored, so you can use them to help lay out the
source file to increase legibility.

* ; isignored, together with any characters after it, up to the next Enter,
o you can use it to include comments in the source file.

Many of these reserved words prod uce extended ASCII codes, i.e. 00h

DL

I'OIIUWL(,] Dy U'IE dppropiidate .“'\D\.ll LUUL

mw=  Note: You can simulate a wide range of key presses using KSIM, but not
Ctrl-Alt-Del (use the REBOOT command), Caps Lock or Num Lock.

Control keys

[CR}, [LF) (TAB}, {BTAB, {INS|, [DEL]

e

Note that you should use {CR] to represent the Enter key.

Function keys
(F1}, {F2}, {F3}, {F4}, {F5}, {Fél, {F7}, {F8}, {F9}, {F10)

KSIMCOMP (Compile file for KSIM) 7-13 |



Shift function keys
[SF1), (SF2], {SF3|, {SF4}, {SF5), (SF6}, {SF7}, {SF8}, {SF9}, (SF10)

Control function keys
{CF1}, |CF2}, {CF3}, {CF4}, |CF5}, |CFé}, {CF7}, |{CF8}, (CF9}, {CF10}

Cursor movement
ILIAMRAATL IR (DATIDE NIRRT T T (DT (TTDL (TR
JCIVIVIE], {EINLJ|, [FGUT |, [P OLUIN], LI L], (NG1], (UL |, [LJIN]

Coniroi cursor keys
{CHOME], [CEND), [CPGUPJ, {CPGDN], {CLFT}, {CRGT!

Internal annliraﬁnnq

Use {PopUp} followed by the key you would press to select from the Pop
Up Menu. For example, to select the File Manager, [PopUp]F.

You can use these s ac:\.iucuLca to hUl‘l\Cy into the built-in E‘lp‘phl’:ﬁ ion
accessories from DOS or DOS applications, but they may be ignored i f
you are alreaay usmg an appucanon

Misceiianeous
i The { character

i The | character
{:} The ; character

Comments

A comment in the source file is entered using a semi-colon ’;". All spaces
and tabs before the semi-colon, the semi-colon itself and the characters
after the semi-colon until the end of the line are ignored.

For example:

TATY N ARTTR T o v ur ey o )

{F10} FRCONFIG.SYS{CR} ; LOAD CONFIGURATION

o "
o
=
n

A
The tab characters after the {CR} form part of the comment an
ignored.

Control

{STOPj Abort execution of the controli file

[START} Restart the control file from the beginning.

[n} Delay execution for n seconds. n may be between 1 and

65535 (18 hours, 12 minutes, 15 seconds).
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ASCIl characters

{#n] ASCII character n, where n is in the range 0 to 255. For
example: [#1] is ASCII 01, {#32] is a space.
(AC Control character C, where C is in the range A to Z. For

example: {*A} is Ctrl-A (identical to {#1}), {*Z) is Ctrl-Z.

LEARN (Record keystrokes for KSIM)
LEARN file - Record keystrokes for KSIM in file.

file is the name of the file to store keystrokes in. If an extension is not
supplied, .KCF is assumed.

This command installs LEARN as a TSR and records all subsequent
keystrokes in file until SysRq is pressed. At this point, LEARN will
de-install itself, freeing the memory it had claimed.

Note: If any other TSRs have been installed since LEARN, you will have to
/W remove these first to gain access to the memory claimed by LEARN.

need to compile it.
For example, to record keystrokes in EDIT.KCF:

LEARN EDIT.KCF Enter

OFF (Turn off)

OFF - Turn the machine off.
OFF /C - Turn off and clear drive E.

Caution: Use the OFF/C command with care. It deletes all user data from
drive E!

The OFF command is equivalent to turning off normally by pressing Off.

It is designed to be used from within batch files, for example, to save

power once a long batch file has finished execution.

You would only use the /C switch if you wanted to erase all user files
from drive E, for example, if it has become corrupted. Since this is a fairly
drastic action, a confirmation prompt will be displayed before doing this.

LEARN (Record keystrokes for KSIM) 7-15
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(The operating system files and utilities will be unaffected since they are
stored in ROM.)

ASSWORD (System password)

PASSWORD - prompt for system access password.
PASSWORD /C - change or set system access password.
PASSWORD /D - disable system access password.

PASSWORD /E - enable system access password.

Tl nn 3 san snmsear e
If there is no password set, PASSWORD/C prompts for a password.

Typea password of up to e1ght characters and press Enter, then type it
again for confirmation and press Enter. This stores the password and
enables it. If there is already a password set, you must type the current
password before you can change it.

Once you have set a pas%'v‘v’md PASSWORD/D disables it, but you must

type the current password first. To enable it, use PASSWORD/ E

If the password is enabled, a user will see this prompt when they turn on:

E—

You must type the correct password and press Enter before you can use
the computer.

(el el = T aTel ol | = P Py ey ey |
HEDUUI| (RED00L Sysiein)
REBOOT /C - Reboot COLD.

VN

REBOOT /W - Reboot WARM.
REBOOT /F - Reboot FULL.
Caution: REBOOT/C dvs!mus the contents of the RAM drive E. REBOOT/F

alse erases Hie systenm setup nrfn mation and

- Aa
—_ l‘l cocii iiore uurn'r,rull*, as u s

drive D. Use this command with caution!

W is nnm\mlpnf to nre‘;sm'z Ctrl-Alt-Del. This will tVcha“V be

/
press
er akmg changes to the system setup, such as altering

YS. REBOOT /C ise equ uivalent to Pregbgnu the cold boot reset



[

switch. REBOOT /F makes the computer behave as if you have just
turned it on for the very first time.

For example, the following batch file installs a different version of
CONFIG.SYS and AUTOEXEC RAT to suit an ation. then reb

ey N
SuUIL alt ul}l}llkﬂllu] i, uicii Feooos

automatically to bring the changes into effect:

CD \

COPY ANSIBOOT.SYS CONFIG.SYS
COPY APPLIC.BAT AUTOEXEC.BAT
REBOOT /W

e U
SETUP (Hardware setup)

SETUP switches - Configure settings.

ST e e

SETUP /On - Read setting n into ERRORLEVEL.

/A toggle all sounds. /A+ turn on. /A— turn off.
/C toggle keyclick. /C+ turn on. /C~- turn off.
/L toggle low power. /L+ turn on. /L~ turn off.

/Mn set screen mode to n (0 to 7; see notes).

/0On read current setting n (0 to 11; see notes) into ERRORLEVEL.

/Pn set power down time to n minutes (0, 1, 2 or 5).

/RBn set baud rate to speed n (0 to 7; see notes).

/RDn set data bits to n (7 or 8).

/RPO set Odd parity. /RPE set Even parity. /RPN set No parity.
/R5n set stop bits to n (1 or 2).

/ Sn set processing speed to n MHz (5 or 10).

Caution: When using multiple switches with this command, you should
include the / at the start of each switch, to avoid confusion.

SETUP allows you to configure system hardware settings from the
command line or within a batch file. You can also perform the same
operations (with the exception of changing screen mode) from the Pop
Up Menu Setup the machine option (see Chapter 6).

The recommended screen modes are 1, 3 and 7. Mode 1 is 40 column
mode, which uses larger characters to improve legibility in difficult
viewing conditions. Mode 3 is 80 column mode, showing selected text in
bold. Mode 7 is 80 column mode, showing selected text by reversing.

When you run a built-in application, the screen changes to mode 7. When
you exit the application, the screen will change back to the previous
mode automatically.

SETUP (Hardware setup) 7-17




/] Note: If you experience problems with the display when running third
/B party appiications (such as screei flicker o parts of the screen remaining
blank), try typing MODE 40 or MODE 80 and pressing Enter, al the DOS

prompt. Alternatively, change screen mode by using the SETUP commaid.

e A - A

(150), 2 (300), 3 (600), 4 (1200), 5 6 {4800} and 7 {9600).

A \
JUU Y, U TTOVU) add

When used to change settings, ERRORLEVEL will be set to 0 on return if

=4 (=}
the operation succeeds, or 1 if it fails (e.g. argument out of range).
SETUP also allows you to check the current settings from within a batch
file, by using the /On switch. This reads current setting n into
ERRORLEVEL as follows:

/On ERRORLEVEL returned

/00 Low power mode: 0=off, 1=on.

/01 Power down time in minutes (0, 1, 2 or 5).
/02 Keyclick: O=off, 1=on.

/03 All sounds: O=off, 1=on.

/04 Screen mode (0 to 7).

/05 Cpu speed in MHz (5 or 10)

/07 Character set: 0=Scandinavian, 1=default.
/08 RS-232C baud rate setting (0 to 7; see above).
/09 RS-232C data bits (7 or 8).

/010 RS-232C stop bits (1 or 2).

/011 RS-232C parity: O=none, 1=0dd, 3=even

For more background information, see the description of the Pop Up
Menu Setup the machine option, in Chapter 6.

For example, to set the processing speed to 5MHz and th

to 9600 Baud, 1 stop bit, 8 data bits, and no parity:

G
7
42
2

SETUP /55/RB7/RD8/RS1/RPN Enter

~
wy
v/
O
wy

-1

Using MS-



8-9

8-10
8-10
8-11

8-12

|

Setting Up
LapLink Screen
Making Selections
Executing LapLink Commands
Using LapLink
Customizing LapLink
Options Menu Commands
Copy Options
Directory Options
Communications Parameters
Monochrome and Color Display
Chanoino Drive or Directory
Changing Drive or Directory
Copying Files
Using the Copy Command
Using the Wildcopy Command
Tagging Files
Exiting LapLink
LapLink Error Messages



| -

-

L L

-



What is LapLink

LapLink is a communications program, a utility which lets you exchange
files with another computer. Use it, for exampie, to transfer documents
you've prepared at home to a desktop computer in your office.

Setting Up

Before you can begin transferring files to or from another computer, you
must connect your computer (referred to as the local computer by

LapLink) to the computer that will send or receive files (referred to as the

star hu | anl ink) icing tha nnhnnal Carial r‘nnuavcu\n cahla

nta
femore COmpuier o l_ll'.lt.ll..‘llll\’ wOoLE e Vp Ui Otiida LIV CIoaUIE Lavac

(CE-302CB) and LapLink cable (CE-303CB), as described below. (For

o, 1 TSR o | M

details on ea ch capbie, see LHBP[EF 14. )

Prepare the two computers for Laank communications as follows:

Connect the 10-pin male connector end of the serial conversion cable
to the serial port on the left panel of your computer.

Connect the single 9-pin female connector end of the LapLink cable to
the serial conversion cable.

Connect either the 9-pin or 25-pin connector on the other end of the
cable to the 9-pin or 25-pin serial port of the remote computer.

Turn on both computers.

LSy, e L.

mote compiiter £
L

To use I__Jd},)l,illl\ Oi € Teémoe COmputer ror the firs VIS-DOS
MODE command must be available. To check, type MODE and press H
Enter at the M5-DOS prompt on the remote computer. if Bad D
command or file name is displayed, the MODE command is not H
available: find the MODE.COM file and either move to the directory

that contains it, or move the file to a directory on the DOS search path. E

If you get any other message, the MODE command is available. i

s

At the MS-DOS prompt on your computer, type LAPLINK and press
Enter. You will see the LapLink screen with the following message:

Press [F10] to install LAPLINK on remote system.
Press F10.

The screen will change and prompt you to connect the computers with
the supplied cable and enter the number of the serial port you are

using on the remote computer. Since you have already connected the
cable, simply enter the port number, 1.

What is LapLink 8-1 |



* The screen then prompts you to enter two lines on the remote
computer. If you have connected to serial port 1 on the remote
computer, enter the following two lines at the remote computer,
pressing Enter at the end of each line:

P

=]
b
C
<
&

MO
CTTY COML
If you have connected to port 2, substitute COMZ: for COM1: in the
above two lines.

After you enter the second line, the remote computer will appear to
lock up: this is normal.

« Back at your computer, press any key except Esc. LapLink will copy
itself to the remote computer, and display its progress. When copying
has finished, the LapLink main screen will appear on both the local
and remote computers, indicating that both computers are ready for
you to use LapLink.

The LapLink utility is bidirectional; you can use either computer to

control the other. The controlling computer becomes the local computer
and the controlled computer becomes the remote computer.



——————
LapLink Screen

Once you have set and run LapLink, you will see the following screen on

LAP-LINK (RI-CZ.84) Copyright 1986-89, 'l'raue]ung Sof tware inc. !

— Local Drive (C:) B Free te Drive (C:) 5785688 Free
<DIR> 25-83-91 12231 & <IR> 7-26-98 5:48p
{BIR> 25-83-91 % MIR> 7-26-98 5:48p
4281.0!’! 17889 8-12-88 1 |
] ANS1.SYS 1647 8-12-88 1
‘ APPEND .EXE 5794 8-12-88 12:
ASSIGN.CON 1538 8-12-88 12:
CHKDSK . COH 9819 8-12-88 12:
COMP . COH 4183 B-12-88 12:
[ COUNTRY .SYS 11254 g-12-88 1
DEBUG . COM 15866 B8-12-88 1
DISKCOMP .COM 5848 8-12-88 1
EDLIN.COM 7495 8-12-88 12:88
EMM.SYS 15292 8-12-88 12:880
EXEZBIN .EXE Iesa 8-12-88 12:88
| FASTOPEN .EXE 3888 B8-12-88 12:88
1 FORAAT . COM 11681 8-12-88 12:88
: GRAFTABL .COH 6136 8-12-88 12:88
GRAPHICS .COM 13943 B8-12-88 12:88
JOIN.EXE 9612 8-12-88 12:88
KEYB .COM 18384 B-12-88 12:88
i = Ci\DOS D :\DOS\BACKUP
<(A4-81/91 SNOHT COM1: 115288
CORAARDS | Log Tres Copy Wildcopy Group Options Uiew Erase Rename Dos Dull

This screen is divided into four areas:

The Local Drive Window is on the left side of the screen and lists the
files in the current drive and directory of the local computer. (The drive

and directory are indicated at the bottom of the window.)
The Remote Drive Window is on the right side of the screen and lists the
files in the current drive and directory of the remote computer. (The

Ve
| drive and directory are indicated at the bottom of the window.)

The Message Line is located just below the local drive and remote drive

windows and split into two display areas. The left half of the line o

{ dlsplays messages whi may requtre you to take some action or may be ﬁ-é
i ;

g, [ zees T

mETelY advis SOTY. the r-nrronﬁv selected serial nnrt

_
g
m:i

number and trans

Ti VS L
mission rate. (Yo can change ther,e using the Ophons
command, described ia

ater in this chapter.)

| The Command Linea prm rs at the bottom of the screen, displaying the
| currently available LapLink commands.

Laplink Screen 8-3 ‘
|
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Makmn Selections

To select a file for a LapLink command, move the cursor to it, using the
following keys:

* To move between the local drive and remote drive windows, use the
Right Arrow and Left Arrow keys.

* To move the cursor a line at a time, use Up or Down Arrow.

* To move to the last file displayed, press End. To move to the first file
dispiayed, press Home.

=== —————=-_ - - —(————————
Executing LapLink Commands

There are two ways to execute LapLink commands:

¢ Press the first thighlighted) letter of ea T Copy, L for
Log, etc

* Press Space Bar or Backspace to move the cursor to the command line,
then move to the conu—nand nd press Enter.

When you execute Tree, Group or Options, a list of secondary
commands is displayed. You select these in the same way as the primary

commande
Loiiiinanas.

Once you execute a command on the local computer, the remote
computer displays the following message on the message line:
Remote system in control

The primary commands and their functions are described below:

Log logs a new disk, drive or directory.

Tree dlsp]ays the dlrectory structure in a graphical form and lets you log
the structure uy L[t‘auug and

on to any level in the structure or ﬁlfdlty
removing directories.

Copy copies single files or entire directories from one computer to the

athor
QIner.

Wildcopy copies multiple files using MS-DOS wild-card characters.



Group accesses secondary commands that let you tag files for group
copying or erasing.

Options accesses various options. For example to set the transmission
rate, ad]ust the coiors of your monitor, bpceu up o y ng, o
parameters for selecting files to be copied.

T Cnange

View displays the contents of a text file on the screen.
Erase erases (deletes) a file or an empty directory.
Rename renames a file.

Dag returns you temporarily to t the operating system.

3 ALLE

Quit quits LapLink.

—————— e |
Using LapLink

This section describes how to use some commonly-used commands.

Customizing LapLink

You can use the Options command to customize len o suit your

particuiar requirements. Seiect the Opt ions command d (e.g. press O) and
the following screen will be displayed:
OPTIONS HENU
LAP-LINK
Copy Options Communications Parameters
Copy from Subdirsctories: Mz VYes Baud:® 115708 S7AAR IA4A8 19298 9688
Copy Newer Files Only: No VYes Communications Pert: 1 2
Conf irm before Overwriting: Mo Yes Turbo Copy Mode: Mo Yes
CopysDisplay Hidden Files: Mo Yes [— Monochrome and Color Display
Copy Date Range: = ¥ € ==
LoLight Color: 76543218
Copy Date: nn/dd/yy (displays) [ TR RERRR
e Directory Options HiLight Color: 76543218
(displays) I RRERRRA
Sori By Hame .Exi Sizs Dats Mons
BackGnd Color: 81234567
Right Window: Remote Local (displays) IR RRRRE

OPTIONS:

Save Restore Quit

The Optlons menu is divided into four windows: Copy Options,

M
LATECONy UPHons, Lommu

Color Dlsplay each containing its own optlonb To

L._

move the cursor to the option using t

o

IE‘ Pl

ectory Ontions. Communications Parameters, and Monochrome and

change any setting

Down Arrow key, then
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press the Right or Left Arrow keys to change the setting. The changes

take effect when you leave the Options menu.

Note: When you change the settings of the following options on the local
m computer, the corresponding settings are automatically changed on the
rentote computer:

* all six options in the Copy Options category.
* the Sort By option in the Directory Options category.

* the Baud and Turbo Copy Mode options in the Communications
Parameter(s) category.
When you change settings, they will be displayed on the m
the Lalenk main screen as shown below:

| [ L Baud rate set to 115200
‘ ‘ ‘ Communications Port set to 1 (COM1)

| — Turbo Copy Mode set to Yes
| Copy / D:splay Hidden Files set to Yes ,
| — Confirm before Overwriting set to Yes
i - Copy Newer Files Only set to Yes

Copy from Subdirectories set to Yes
Copy Date set to 04/01/91

—_— r'nﬁ\r Na Ranoa cat tn <« (hafora (14
~OpPY Dat

o /01 /1)
A\u_ua\. oUL WU S WwaIvIC vy vi/ 71
The currentiy seiected port number and transmission rate are aiways
displayed but the other settings are only displayed if you change them
from the default settings.

Options Menu Commands

Th Al il Tam onm on e
1he command line at the bottom of the

commands: Save, Restore, and Quit.

Quit quits the Options command and returns to the LapLink screen. Any
changes made in the settings take effect when the LapLink screen

reappears and remain set until the power is turned off.
Restore restores all settings to their original default values. When you

select this command, you are prompted with Ok to restore default .

settings? (Y/N). PressY to restore the original settings, or any other
key to leave the settings as they are.

Laplink Utility
e r



Save saves any changes made to the settings for use in future sessions.
When you select this command, you are prompted with Ok to save
1

settings? (Y/N).PressY to save the settings, or any other key to
discard the settings.

Copy Options

Copy from Subdirectories When copvmg a directory, set this option to
Yes to copy its subdirectory to correspon ding subdirectories on the target

disk. Otherwise, LapLink will not copy files from subdirectories.

Copy Newer Files Only When copying files, set this option to Yes to
overwrite files on the target disk if a more recent version of the file is
found on the source disk. Unchanged or older copies of a file will not be
copied. Otherwise, all files with the same name will be overwritten on

the target disk.

Confirm before Overwriting Set this option to Yes to make LapLink ask
for LU”{-“ mation before ¢ n\rprwrlhnw files of the same name on the tarLe

disk. Otherwise, files will be autumahcally overwritten.

Copy/Display Hidden Files Set this option to Yes to display DOS
system files and other hidden files on the LapLink screen - allowing them
to be copied to another disk. Otherwise, these files will not appear and

+
cannot be copied.

Copy Date Range and Copy Date When copying, these options can be
used together, to specify a range of creation dates for files. Files created
or mndnﬁpci before or after the specified range will not be copied.

Sort By This option controls the order in which files and directories are
displayed on the LapLink screen.

Right Window With this option you can display files on the local
computer in both windows of the LapLin screen. This simplifies file

copying from one directory to another an
the same computer.

Communications Parameters
Baud specifies the baud rate at which the two computers communicate.

Communications Port tells LapLink which serial port (COMI or COM2)
is being used on each computer.

Turbo Copy Mode if set to YES speeds up transfers by copying larger
blocks of data at a time.

Using LapLink 8-7 ‘



Monochrome and Color Dlsplay

highlighted text.
BackGnd Color affects the background color.

Changing Drive or Directory
To change the drive or directory on the local computer, move the cursor
to the local drive window and select the Log command. To change the
drive or directory on the remote computer, move the cursor to the remote

Arivra wurindawr and ealast tha T A A
arive vvuluuvv ana seiect ine Lub COmmanda.

Note: You can also change the current drive or directory by using the Tree
command.

When you execute the Log command, the following prompt appears:

Log to:
If the cursor is positioned on a directory, that directory will appear after
the prompt. If the cursor is positioned on a file, the current pathname will

appear after the prompt. Simply press Enter to accept the displayed
pathname, or type the desired drive name or pathname, and then press

Fntar
Chcr.

Copying Files

Use the Copy or Wildcopy command to copy a file or files from one
computer to the other. The Copy command copies the file(s) selected by
the cursor, and the Wildcopy command copies file(s) that match a name
typed on the message line. Unless otherwise specified, both commands
copy files to the current directory on the target disk. If you set the Copy
from Subdirectories option in the Options menu to Yes, files will be
copied from each subdirectory on the source disk to the corresponding

subdirectory on the target disk. If the subdirectory does not exist on the

target disk, LapLink will create it.

| 8-8 LaplLink Utility



Copying a Single File

Move the cursor to the file to copy. Move the cursor to the other window
and select the destination directory for the file
copy the file.

Note: You cannot copy any files to drive C as this isa ROM drive.

There are two ways to copy an entire directory:

« With the cursor in the target disk window, type T to select the Tree
command and display the tree structure of the target disk with the
current directory highlighted. Move the cursor to the directory under
which you want to make the target. Press M to select the Make-dir
command, and type the desired directory name in response to the
prompt

Make new direcory:

e command by pressing Q (for Quit). Select the directory
have just made on the target disk, move the cursor to the window
e

1

you
i of the source computer and locate the desired source directory. Press C

t
select the Copy command and all the files in the source directory

FUET T, SEPRREL. | S s ioemlavrn, 1
tory displayed for the target disk

LaiSas.

,._
E
(=]
w
8

=
(7]
<
pie
=
8..
=
(3]
c
=
a
s
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C
=

e

* Select the Options menu and set the Copy from Subdirectories

7
option to Yes, then exit the Options menu. Move the cursor to the
directory you want to copy and press C to select the Copy command.
This will copy the directory to the same directory on the target disk,
together with all the files under that directory.

Note: If the Copy from Subdirectories option in the Options menu is set to

INGRE 1j i Lopy jrom ecto

‘the specified subdirectory are copied into the directory

target disk.

=
b~
B
=
=
-
o

=
=
1)
o

i

i
displayed for ihe

Copying a Group of Files

To copy a group of files, first tag the files using the Group command.
Then execute the secondary command Copy in the Group command, or
quit the Group command and execute the primary Copy command. The
Group command is described later in this section.
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Using the Wildcopy Command

The following prompt appears when you execute the Wildcopy
command:

Wildcopy:*.*

You can use MS-DOS wild-card characters * and ? (described in Chapter
7) in the Wildcopy command, or simply type in the desired file name.

Backing Up an Entire Disk

You can use the Wildcopy command to back up an internal disk onto 1C

memaory cards, even if there are too many filss ko At onto a single IC
memory Caras, even i mare are (0t many o nronic a sing:e I

memory card. First enter the Opt:ons menu and set the Copy from
Subdirectories option to Yes. Then log onto the root directory of the
internal disk. Insert a formatted blank IC memory card in the target drive
and press W to select the Wildcopy command. At the Wi ldcopy: *
prompt, press Enter. LapLink will then copy as many files as possible
onto the IC memory card. When it is full, you will see the following
message:

Target disk full! Use Wildcopy to continue...

x%x%x file(s) Lupu—:u 100% error free.
Copy aborted. Press any key to continue...

Press any key on the keyboard. Replace the IC memory card in the target
drive with another blank, formatted IC memory card and press W. The
following prompt appears:

Resume previous Wildcopy? (Y/N)Y
Press Y to resume copying or press N to discontinue the current
Wildcopy operation.

If you want to temporarily abort the current Wildcopy operation, press
Esc. In this case, you can restart the Wildcopy operation as long as the
following message is still displayed on the message line:

Press [W] to resume Wildcopy...

To resume copyving, press W then Y.

era%mg To use this command flrst log onto the drive and directory
which contains the files you want to copy or erase by tagging, then
activate the Group command by pressing G. The following secondary
commands will appear on the command line:

Canyv cnmioc tha flac vor hava baooand
\_Ul.’ \_lll—’l:ﬂ uic o LM Lda v o l(laﬁ(.u
| Al inlke | 1Hilitvy
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Erase erases the files you have tagged

Manlisenbas
i s ﬂsl ui lﬂB
bar cursor

Wildtag tags files according to specified M5-DOS wild-card characters

Unwildtag removes tags from files according to the specified MS-DOS
| wild-card characters

| , Reverse removes tags from tagged files and places tags on untagged files
| All tags all files

( None removes all tags

| To tag a file, move the cursor to it and press T to execute the Tag/untag
command. An arrow marker appears beside the file name. If the file has
alrpadv been taggpd the file is nnfacropd and the arrow marker
d1sappea rs.

Note: The Group command tags files within a single directory at a time.
H You can only tag files, not directories.

Exiting LapLink
There are two ways to exit LapLink.

| You can use the Dos command to leave LapLink temporarily and return

to MS-DOS. When you execute the Dos command, the following prompt
appears:
! Ok to exit to DOS? (Y/N)

| Press Y to exit to MS-DOS, or any other key to remain in LapLink. Once
‘ in MS-DOS, you can run any MS-DOS command or run another
program. When you are ready to resume the LapLink session, type EXIT
‘ and press Enter at the MS-DOS prompt. The LapLink screen will

\ reappear.
\

| Caution: Be sure to return to LapLink every time you exit through the Dos
m command. If you do not to return to LapLink, a copy of the program will

remain in RAM, occupying memory. The next time you start LapLink,

] another copy will be loaded into RAM, occupying even more space. To

' ensure that you have no extra copies resident in RAM, type EXIT and press

Enter at the MS-DOS prompt. If the LapLink screen appears, use the Quit

command to quit the program. Repeat this process until the LapLink screen

no longer appears.
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prompt appears:

Ok to quit? (Y/N)N

=T 2.7

Press Y to quit, or any other key to remain in LapLink. LapLink will
return to the drive and directory used when the program was started.

R e s e _ |
LapLink Error Messages

Certain errors can make LapLink to pause and ask you to take some

action. If you encounter one of these “critical errors”, a message pops up

in the middle of the screen, informing you of the problem and prompting
1 L 1.

r the next action to be taken with the following message: |

Retry, Ignore?

Press R to retry the command or I to ignore the command and resume
the program. (You may have to press I several times.

~—

The following are critical error messages and their possible causes:

Drive A: not ready

—
=2
1]
]
(1]
7
=
=}
M
3

emory card/diskette in the drive, the diskette is not

or that computer, or there is a bad sector on the diskette.

HERL 84

Drive A: write protected

You are trying to copy to a write-protected IC memory card /diskette.

General failure error

ccnoge Lt tlha mn

There are many possibie reasons for this message, but the most common
is a hardware failure, or a bad sector on the IC memory card, diskette or
hard disk.
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Introduction =
Using the built-in Address Book application you can store hundreds of ﬁ
names, phone numbers and addresses in an easily accessibie form. u
You can use as many address books as you like by storing each one in a

e
separate address book file. (For example, one for personal and one for A
professional contacts). An address book consists of a number of entries or = —
cards, sorted into alphabetical order. You can: E

* Use any format you like for the cards e.g. include comments and
alternate phone numbers.

nclude as many cards as you want per file, only subject to memory

|

limits (typically up to about 3,000 entries).

* Insert, view, delete or edit cards at any time.

» Move quickly back and forth through the cards.

« Search for a card by typing any part of the information on the card,
such as part of the contact name, number or address.

» Print address labels, phone lists, etc.

Import text from other sources, such as the Editor or a database.

Note: Address Book is actually a simple database, so you could even use it
to organize other types of information, such as details of your record
collection.

* Select the Address book option from the Pop Up Menu.
* OR select an Address Book file from the File Manager and press F7
(Load).

to load that Address Book file. (You can also use the switch /N to
prevent changes to the configuration.)

Introduction 9-1 |



The Address Book Screen

The first time you use Address Book it will display a blank screen which
looks like this:

Card Detaiis

UNNAMED . ADR

INS

Dial Mumbers

1iHals  2:Cmanc .
1:Help 2:Sesarch 2:0d

4'lndn S:Mark 6&:Cut 7:Copuy 8:Paste 9:Cards 18:Menu

Like the other built-in applications, the top line shows the name of the
file you are editing (UNNAMED . ADR if none) and a change indicator (=),
while the bottom twao lines show the date and time and function keys.

In addition, the top right corner of the lefthand window shows the

number of cards in the file (#0 in the above, as there are no cards). f
Each window gives a different view of the addres
= The line window (on the left) li

alphabetical order.

« The card window (top right) displays the name and address details from

he current card. !

» The dial window (bottom right) lists the phone numbers for the current
card.

You use the line window to select cards and the card window to add,
edit, or view cards.

To use the card window, select a card and press Enter. To return to the
line window, press Esc. To move to the dial window, press Ctri-D.

The Line Window
The line window displays the first line of each card (usually the contact

P i
name and phone number), in alphabetical order, like this:
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As cards are sorted on their first
lines, this is usually used for the
contact name. If a line ends with —
like the entry for All American
Airlines, it extends beyond the

frame. Use Right Arrow to scroll it sideways.

The Card Window
The card window displays the

current card in its entirety, rather
than just its first line. To switch to
the card window from the line
window, just press Enter. To return
to the line window, press Esc.

If there are more lines than shown,
an elevator will be displayed in the
right frame. If a line ends with — it

E:\ADDRESS\OFFICE1.ADR =—— &
ABC Furnishing (8999) 123 123 123
ABC Lets (BBB2) 456 456 456
fill Amercian 8irlines (415) ARA ABA
Betta Pizza (444) 123 123 345
Bright & Bright (Lighting)

Il caterers (Pizza) (444) 123 123 345

e Card Details

ABC Furnishing (8999) 123 123 123
12 The Hall

Dinsburgh

Penn

;Sale in January
;Carpets rather poor

extends beyond the frame: use Right Arrow to scroll it sideways.

The Dial Window

IS sracar ¥ avv

The dial window lists the phone
number(s) for the current card. To
move to the dial window, press
Cirl-D.

If there are more than six phone
numbers, you can scroll the list e.g.

Dial Mumb
(A999) 123 123 123 isales]
123 123 123 [sales]
(8999) 123 123 162 laccounts]

123 123 162 laccounts]

by using Up or Down Arrow. To return to the card window, press Esc.

To add, delete or change the numbers, edit the first line of the card, in the
card window.

Leaving the Address Book

To leave the Address Book, move to
the line window and press Esc. If
you have made any changes since
last saving the address book, you
will be asked whether to save it first:

rg:“" |

(=g

0 exit

00

Select Yes to save the changes (to the current filename), No

k. T [

without saving, or press Esc to continue using the Address

o]
Fa

To save the Address Book file and then exit, press

Infroduction 9-3 I



Adding Cards

To add a card (entry) to the address book:

* Press F3 (Add). The cursor will move to the card window, which will
be blank.

* On the top line, type the information to display in the line window
(and use for sorting). Typically, this will be the contact name, but
mlght for oxamnlp bea r'h:l:rnnhnn of the service a contact prnunrlnc
Do not use numbers or #or *, as they will be taken as part of a phone

™™ T
number,

* If you want to display phone numbers in the dial window, type them
on the same Ime, using the digits 0 to 9, spac c
I'\ac’ Cﬂllﬂ"'\ mihaeo TP . Do i

erai l_ulu:l( numoers, Lyl.;c e St'p?l"ll.({' U
the same line. See Phone Number Format, below, for

* Press Enter to move to the next line and type any other information
that you want to store on this card, such as an address or notes about

previous conversations. Press Enter at the end of each line.

You can type up to 250 characters per line and more than 30,000
characters per card, although you will usually use far fewer than this!

= When you have finished, press F3 to add the card and start another, or
Esc to add it and return to the line window.

ontact Details Format

While you can type contact details in virtually any format, you'll
probably find it more useful if you keep to a similar format for all cards.

For exampie, if you want to print address labels from cards, make sure
that you type the name and address first and type any other information
on lines which are never used for addresses, so you can avoid printing
this unwanted information on the address labels!

Slml]arly, if you want to be able to find, extract or list cards in groups,
simply add the same identifying text to each card in the group. For
example, to identify all members of your Bridge club, add Bridge club
to each card. To identify members of your golf club, add Go1f club, and
so on. (See Selecting Cards for details of using groups.)

Finally, note that any line which starts with a semicolon (;) is a comment
and will not be printed.

| 9-4 The Address Book
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Py N
make the best use of the di

10
typing phone numbers.

To separate different phone numbers, use commas.

To break a number into stages, use periods (.) minuses (-) or spaces.
Put area dialing codes in paren heses so the dial window will list the

number as (415) 230 1212, it will be displayed as both (41
1212 and 230 1212,

number both with and without
T

Type comments in square brackets. If you want the comment displayed

OO, TR T S, (O L. [ vod § i
in the dial window, put it after the phone number. If you do not want it

displayed, put it before the number. For example, to display Neil’s home
and office numbers, with comments to explain the difference, you might
type: Neil (415) 856 5555 [Work], (415) 558 2888 [Home]

To enter a sequence of similar numbers with different endings, use the

] Almamaban Thic
/ Cnaracier. 1iis fan save space ai nd ;,’pmg errors! For examp!e, to enter

the numbers 222239, 222240 and 222241, you could type 222239/40/41.

. _ = ____ ________ _________
Moving Around the Address Book

In the line window, you can use the following to select a card:
* To move a card at a time, use Up or Down Arrow.

T R
uldatr a

« To move to the next card starting with a certain letter, type that letter.
« To move to the start of the file (first card), press Ctrl-PgUp or Ctrl-A.
» To move to the end of the file (last card), press Ctrl-PgDn or Ctrl-Z.

In the card window, you can use the foliowing keys:

" e Al T i e Aciin amaeama T Ten ves Thoavares A ssmrvvar
- T ) SCTOIL the Cara up or aowil, press Up Ul LrUwil Auu"
s To move to the next card, press PeDn

ve 10 the next carq, press rglir

* To move to the previous card, press PgUp.

+ To move to the start of the file (first card), press Ctrl-PgUp or Ctrl-A.

» To move to the end of the file (last card), press Ctrl-PgDn or Ctrl-Z.
Moving Around the Address Book 9-5 i
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Editing Cards

To edit a card, display it in the card window and edit the details by
using the normal line editing keys, including:

* Left, Right, Up or Down Arrow, to move the cursor a character or ki
at a time.

* Backspace to delete the character to the left of the cursor. (lf the cursor
is at the left margm and the prevmus line is blank, this will delete t he
previous line.)

+ Del to delete the character at the cursor. (If the line is blank, this will
delete the line.)

Ctrl-B or Ctrl-Home to delete to the beginning of the line.
Ctrl-E or Ctrl-End to delete to the end of the line.
Ctrl-L to delete the line.

Ins to toggle between Insert and Overtype modes.

A’nLrhmr the Enter character at the end of the line. Delete the line (e. 2. ““'”N

.

L
m Note: Each line is stored separately, so you cannot join a line to the next by
~/
Lol Ctrl- L) and then insert it on the next line, by using the Undo key, F4.

an copy them using the Clipboard

et 5
the wple‘-. using the editing facilities. For details of
Joara in

t"iii\ the \_up’ oard i

[1%]
[44]
(-...

To delete a card you can select it from the line window and press Del. If
you delete the wrong card, press F4 (Undo) to undelete it.

You can also delete a card by deleting all its details

window.



Filing
The main filing commands are all accessed via the Files menu:

* Press F10 to dlsp]ay the main menu

o o Ak Files
llu bLll;’LI. theFiles Uyuuu New
Retrieve
Save as
& 4% 2 - - - Mearoao
* To start a new address book, select the Tosd backup
New Uption. Urite selected...

» Towork with a different address book, select the Ret rieve option.

» To save the file, select the Save as option.

* To use the backup version of the current file, select the Load backup
option.

« To save the file with its current name and carry on, press Alt-S

! « To save the file and exit, you can press Alt-X.

These standard filing commands are described in detail in Chapter 5 (see
Using Files).

I File: e J

Note: if there are any cards in the merged file with the sanie nanies as the
current file, they will simply be added to the current file. They will not
replace the current cards,

o
[g L L]

To add just a few cards from another address book, use the Clipboard as
described in Chapter 5.

»

Solect ¢
UL L

Selecting Cards for details.)
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* Display the Files menu (e g. press F10
and then F) and select the Write [Fie: e i
selected option.

* Edit the name to specify the name for the new address book. (Choose a
different name from the current file, or you will overwrite it.)

a
it, such as part of the name, phone number, or address.
Note that searching is from the current card, so you may need to jump to
the start of the list first.

To search for a card:

* Press F10 to display the main menu
and select the Ssearch option, or press [~ " — 1

F2 (Search): g o

* Type the text to search for. This can be any part of any information on
the card (name, address, notes, phone numbers), but the ionger the
search string the better. Note that case is ignored.

* Tosearch in the same direction as last time, press Enter
To search forwards, press Down Arrow
TA cnnwnh lhasleirands cmonon TTea A ceceae
1w ocalull VaL”nyvdluo, Pl o0 Uy MAlLLIUYw
* The address book immediately jumps to the first card which contains
this text, or displays Text not found if there is no such card

To repeat the last search, press Ctrl-S.

To search for a different string, select the Search command again and
type the new string.



Selecting Cards

To select a group of cards:

* Select the Cards select option from

the main menu or press F9 (Cards): s et

¢ The line window will list iust the selected

j==

e
change to indicate how many are selected,

af
]

To store the selected cards in a separate address book, use the Write
selected option in the Files menu.

To print the selected cards, print the address book in the usual way.

To return to using all the cards, simply press Esc.

Lo~ ———— ]
Printing
To print part of the address book, select the cards first (see Selecting
Cards) then proceed as for printing the whole address book.

To print the whole address book:

* Press F10 to display the main menu

N . " Print
and select Print: Advanced Featires. . .

Copies 1
Line spacing Single
Margine. ..

Headers. .. On
Footers... Oon
Use printer... Default
Settings. ..

Go?

g
o
5
(3]

e Select Advanced features fro

. - — Advanced Features
Print menu: Lines per card (8=all) @ I
Gap betueen cards 1

Strip dial numbers? Mo |

e Set the options as follows:

()
m
D’
r‘l’
E
{
]
=]
9]
]
H
Q.
7]
w2z
2
=
8
e
]
=
o)
=
~
5
™
n
-
(=]
)
]
-
(1)
>
1]
-
s
]
]
=
n
i)
1
N
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Stripdial numbers?: Yes means remove the phone number (and
any subsequent text) from the first line of the card.

(See Example Print Layouts, below.)

« Press Esc to return to the Print menu and check the number of copies,

margins, etc, and change them if necessary. (For full details of these
other printer menu options, see Using Printing in Chapter 5.

* Make sure the prmter is connected and ready, then select Go ! to start

printing and you should see the message Printing. . {If you see
any other messages, refer to Appendix E.)

You will not be able to use the computer for anything else while printing.

Ly o wooe Haa

To cancel pr I.lll.llls, press £sd.

e Note: Any line in the details that starts with a semicolon (;) is a comment

and will not be printed.

Example Print Layouts

To print a simple phone list like this:

ABC Furnishing (0999) 1
ABC Lets (3002) 456 456
{

All Amercian Airlines

Set Lines per card to 1, Gap between cards to0and Stripdial
numbers? to No.

To print address labels which are 6 lines deep with a single space
between, like this:

ABC Lets

Floor 12

Kingsbury Building
2240 West Central
Lower Malborough

| Penn e s

card to 6, Gap between cards to2and Stripdial



Address Book Options
To change the Address Book options:
¢ Press F10 or display the main menu '% @
and Select Options: Ertension . ADR 5
Backup file  OFf .m.‘g
Autoload On <ty
File lists... I

nsion, select Ext ension from the

Options menu, type a extensmn (up to 3 characters), then press Enter.

0
-
1)
=1
=
=
=
b,
b
—
(1]
3
‘5
b
x
3

The Address Book will use this extension whenever you type a filename,
without an extension and the File Manager will also use the Address

Book to load any file which you select that has this extension. Be
consistent to avoid confusion in the future, and don't use extensions that

CUIIoIoWCis

have special meanings, such as TXT, COM, EXE, WKS, DRY, etc.

To control backups, select Backup file to toggle it between On and
Of f. If you set Backup file to On, the Address Book will rename the
current version of the file to create a backup when you save a new
version. The backup has the same name except the first character of the
extension is set to 5. (To use a backup, either rename it, or select Load

Lo Wilac rvvorvss
backup from the Files menu. )

Backups provide a quick and easy protection against mistakes, but use
additional disk space. If disk space is limited, turn backups off or use
om inu for important f files.

th
i

To control autoloading, select Autoload to toggle it between On and
Off. With Autoload on, the Address book will automatically load the
same file the next time you use it, if the file is still available.

To change the order in which files are listed, selectFile 1ists. For
details, see The File Lists Option in Chapter 5.

AAAAA =4~ aat ba ATIT sinls

Recommendations: Leave Extension set to ADR unless this ¢
problem with some other apphcatlon that you are using. Leave Backup
file set to On uniess you are short of disk space. Leave Aut oload set 0
On unless you use several different address books. Leave the file list
options set to Name and Ascend to simplify finding names.

Address Book Options 9-11 ‘



Summary
Keys
Function keys:
F1 Help
r< oearcn
F3 Add card
Fd Undo
F5 Mark
Fé6 Cut to clipboard
Shift-Fé Cut and append to clipboard
F7 Copy to clipboard
Shift-F7 Copy and append to clipboard
F8 Paste from clipboard
F9 Select cards
F10 Main menu

Control keys:

Ctrl-A Move to start of file (first card)

Ctrl-B Delete to beginning of line (card window)

Ctrl-D Move to dial window

Ctrl-E Delete to end of line (card window)

Ctrl-L Delete line (card window)

Ctrl-Q Delete to previous word (card window)

Ctrl-S Repeat search

Ctrl-U Move to previous position

Cirl-w Delete to next word (card window)

Ctrl-Z Move to end of file (last card)

Movement keys:

Left Right Move a character at a time (card window)
Scroll sideways (line window)

Up.Down Move a line at a time

Ctrl-Left Move to previous word (card window)

Ctrl-Right Move to next word (card window)

Home Move to start of line (card window)

End Move to end of line (card window)

Ctrl-Home Delete to beginning of line (card window)

Ctrl-End Delete to end of line (card window)

PgUp, PgDn  Move up/down two thirds of a screenful (line window)
Move to previous/next card (card window)

Ctrl-PgUp Move to start of file (first card)

Ctrl-PgDn

Move to end of fiie (iast card)



Delete keys:

Backspace Delete character to left of cursor (card window)
Ctrl-Backspace Delete to previous word (card window)
Del Delete character at cursor (card window)

Delete card (line window)

Other keys:
Ins Toggle insert/overtype
Enter Go to card window /end line or menu selection
Esc Go to previous window /exit
Menus

Address Book
Iﬁi les. .. =|| Files menu

Select cards for printing etc
Printing
Address book options

o ORI 1S o -
| oedrcn 1or carud
rint... |

—

Start new address book
Load address book
Save address book

Insert another address book

Merge. ..
Load backup Use previously saved version
Urite selected Save selected cards

The Print menu:

Print
II Advanced features... “ Advanced features menu

L

Copies 1 | Select copies to print
Line spacing Single || Set Line spacing
Margins... | Set page margins
Headers. . . On || Define page header
Footers... On || Define page footer
Use printer... Default || Select printer setup
Settings... | Change printer setup
Go? Start printing

1]
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The Advanced features menu:

W
|
D>
9
<
-]
=
0
[v/]
(="
|
v
-
*
=
e |
v
7]
j
2]
a2,

Lines per card (8=all} 8 j Selectlines to print
|| Gap between cards 1 || Set spacing between cards
| Strip dial numbers? Mo |i Toggle print phone numbers

The Options menu:

Opti
" Extensirmmns ADR “ Default extension

Backup file Off || Toggle backups
Autoload On || Toggle autoload
“ File lists... JJ Control listing of filenames

The File lists menu:

—— File Lists
|| Sort order. Name || Aspect tosorton

Direction Ascend || Sorting order
Include date/time Off H Toggle file date and time

Technical Notes

Limits:

« Cards per file: Limited only by memory. With typical memory

allocation and address details, you can create an address book of over

LUl anu €55 QLialls, yOUi

3,000 cards!
* Characters per card: 32767.
¢ Characters per line: 250.

* Phone numbers per card: No limit.

Recognizing phone numbers: Any character in the first line of a card
which would be valid in a phone number definition (see Phone Number
Format in Adding Cards) is taken as the start of a phone number. The
phone number is then considered to end when the first non-valid

character is found.

PR Sp——— Y

rue lUllllﬂt AS
lines stored as
just CR-LF.

ith CR-LF, with blank
a line consisting of
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Introduction
The Scheduler provides two related functions:

* A Calendar, which displays several months at a time, that you can also

vea by calact macae fro vour diarv [Inlika a nnntranh nal Falandar
UST U SLICLL pPapts iTom yuour aaly. U iike a convenuicna: caendar,

you can display information for any year from 1924 to 2051.

* A Diary, which you can use to enter and edit notes and appointments.

Unlike a conventicnal diary, you can easily repeat appointments at
regular intervals, and set alarms to remmd you of important
appoiniments {by sounding a buzzer).
Starting the Scheduler
To use the Scheduler:

1 - vy o

* Seiect Scheduler from the Pop Up Menu.
|
1

¢ OR select a Scheduler file from the File Manager and press F7 (Load).
* OR type DIARY and press Enter at the DOS prompt or DTARY
filename toload a different file. (You can also use the switch /N to
prevent changes to the configuration.)
This will display the Scheduler screen.
— _— s = B | SRS | PO
I ne Scheauier >creen
The Scheduler screen looks like this:
D:\SYSTEM\DIARY .DRY za
Mon Tue Wed Thu Fri Sat Sun Wk
June 1991 Monday 1 July 1991 12:11p
1 2 22 > 6 :ARa
3 4 S 6 v 8 9 23 7:BBa
18 11 12 13 14 15 16 24 8:88a
17 18 19 28 21 22 23 25 9:88a
24 25 Z6 Z7 ZB Z9 30 Zb 16 :BBa
11:88a
July 1991 12:88p
1 2 3 4 s & 7 27 1:88p
] 9 18 11 12 13 14 28 2:88p
15 16 17 18 19 28 21 29 3:88p
22 23 24 25 26 27 28 38 4:88p
29 38 31 S5:iv8p
6:88p
August 1991 7:88p
1 7 o a4 a1 o880
5 [ 7 a8 9 18 11 3z
12 13 14 15 16 17 18 33
19 28 21 22 23 24 25 34
26 27 2B Z29 38 31

Hon A1 Jul 1991 12:11 INS
1:Malp 2:Search 3:Zoom 4:lnde SiMark 6:Cu T £ Alarm 1A:Men

Introduction 10-1 |
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Like the other built-in applications, the top line shows the name of the
file you are editing and a change indicator (=), while the bottom two lines
show the date, time, and function keys. In addition, the top right corner
of the window you are using shows the number of appointments.

e and window is the Calendar window, with today’s date
flashing, an d eek numbers at the end of each line. You use this to

nd select a page from your diary

L]
-
5
)
o
=
“?
')
=
‘D..

ary.

* The righthand window is the Diary window, which lists the

appomtments notes, and alarms that you have entered. You use this to
\nnur incort and odit nnnnnnl’mnnl’c noteg a :nr‘l a]:\rmc T]‘NJ r]mry

VICYY, DT diita ean AP pPULIINTINS,

window operates in two modes: summary node which lists just the
Elppl)l]‘l[[]len[b from the selected u;‘i_‘y’ onwar u:-, and mu[ miode which list

the appointments and time slots for just the selected day.

To use the Diary window, select a day in the calendar and press Enter. To

return to the Calendar window, press Esc.
Thc Malaeeda
11 valeiiua

The Calendar window displays a

calendar for a 3 month period, with ol i o P —————
today’s date flashing, and the week = e
number at the end of each line. If a date g Al e =
is .L‘.gh!}gl"“f{ there ig an appnlntmgnt g ;1__2 éz 2 % i g g
on it. (This will only show one-off July 1991

A b mmrveminon e simne Iranra b 1 2 ] 4 [ A ? 27
d[J[JUlll [;-:cl:j? llkI‘. lt:}.}'::al.a yUu 1ave o 8 9 18 11 12 13 14 28
con iary for those 15 16 17 18 19 28 21 29
St tt = y ) 22 23 24 25 26 27 28 38
29 38 A1
August 1991

You can move around the calendar to 1 2z 3 a4 m
. 5 6 7 8 9 18 11 3z
select a day for the diary, or to check 1z 13 14 15 16 17 18 33
i T I BT TR T il [ 19 28 21 22 23 24 25 e

uatLcs, LIDI.I.IB LT IULIUYY L IE I'.‘y:!. 26 27 28 Z9 38 31

Mon 81 Jul 1991 12:1] ——m————=
To move:

* A day ata time, use Left or Right Arrow

* A week at a time, use Up or Down Arrow

A month at a time, use PgDn or PgUp

»



You use the Diary window to view, insert, delete and edit appointments
and alarms. The top line is used to enter and edit entries. The next line,
the date bar, displays the date and time of the currently selected entry
(indicated by a triangle), while the remaining lines list your
appointments.

This list takes two forms, depending on the diary mode: day niode or
summary mode. When you select the Scheduler it starts in day mode; to
switch between modes press F3 (Zoom).

To return to the Calendar window, press Esc.

Day Mode

In day mode, the Diary window looks

like this: -
——— Tuesd 2 July 1991 18:38a

It show details for a single day at a arEonsines ipautas

1 =

time (initially, the one you selected 7:08a

from the Ca ]nn-‘l:r\‘ It nlwn}lc lists il gg

each hour from 6am to Spm plus any | p 18:38s Hoeting with AH and J8

date headers (n 'iies) or uppuumm its. j;&- 1:15p Progress review
:8@8p- 2:88p Lunch with Jane

A date header will be listed before the I

1:15p
LRt 2:88p
3:
times and will typically be used for N TP
notes which apn‘v to the whole r{mr 5:88p
6:88p
rather than a particular time. 7:88p
8:88p
An appointment consists of the -
A . . I
appointment time and optionally a
finish time (to book that time), and a
short note. The following symbols may also be displayed before the time:

* A triangle symbol, which indicates the currently selected appointment.
* A note symbol, which indicates an alarm is set for this appointment.

* A light gray rectangle, to indicate booked time.

* A dark gray rectangle, to indicate double-booked time.

he following letters, which indicate that the appointment is set
a

tregulari intarvale:

o
155“

adl il vais.

Introduction 10-3 |



Repeated yearly
Repeated monthly
Repeated weekly

Roneated on weskdavs
€peateq on weexkaa

Repeated daily

3 3%

(Mondav to Fridav)
uvigngaay o rrngay,

(o}

Note: You do not have to use the hourly timeslots: you can make
&Y appointments for any time or period (e.g. 12:01-12:14) or even make them
for the same time.

In day mode, a repeated appointment will be shown for each day on
which the repeat falls, unlike in summary mode.

To move through the diary entries, use the following keys:
TLaft or Richt Arraw Cernll left /richt to view lono entries
~EIT OF ARIZNT AITOW SCroas e/ ngnt 1o View 10ng enines

Up or Down Arrow Move a line at a time

PgUp or PgDn Move to previous/next day
Ctrl-PgUp or Ctrl-PgDn Move to first/last appointment
Summary Mode

In summary mode, the Diary window

looks like this:

z281 =

Tuesday 27 August 1991 12:88p

The first two lines are just like inday |,  ™5.22 ™% 385 Lunch with amme
mode. The remaining lines list your el g B
Fri 38

appointments, in chronological (date
and time) order starting from the
selected day. Each line is either a date
header or an appointment:

A date header consists of a date,
indicating what date the following
appointments are for, and may also
include a note.

For example:

4y  Sun

Aug
:38a Order flowers

B1 Sep Anne’'s birthday

Tue 12 Feb Performance review
An appointment consists of the appointment time and a short note, and
looks like this:

10:30a Meeting with accountant

Symbols may also be displayed before the time to indicate repeats and

larmie ag dacoarilind fam tha Ao maada vt Ao
U LIS, dd UEBLTIUCU TUT 0T Udy Hiouc WilituUuw.,

| 10-4 The Scheduler
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You can scroii the diary entries by using the foliowing key

Left or Right Arrow Scroll left/right to view long entries

Up or Down Arrow Move a line at a time

PgUp or PgDn Move up or down about two thirds of a
screenful

Ctrl-PgUp or Ctrl-PgDn Move to first/last appointment

WA Note: [n sunimary mode, the Diary does not contain a "page’ for each date, gy

M only for dates where you have entered notes or appointments. If an =
appointment repeats, you will only see the next repeat. Indicators are not
shown for booked time and double-booked time.

Leaving the Scheduler

To leave the Scheduler and move to the

Calendar window, press Esc. If you have |l |
made any changes since last saving the diary, I__I
you will be asked whether to save it first:

gy

Select Yes to save the changes (to the current filename),
No to exit without saving,

or press Esc to continue using the Scheduler.

To save the diary file and then exit, press Alt-X.

Introduction 10-5 ‘
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Addina Entries
W . . 3 — lv‘

If you want to add entries for a number of different days, you'll probably
find summary mode easier. If you want to add a number of entries to the
same day, vou'll probably find day mode easier. To change modes, press

F3 (Zoom).

Adding entries in summary mode:

* Optionally, select the date from the

Calendar and press Enter. 201 =

Tuesday 27 August 1991 12:88p
Tue 27 fAug
* If you have not selected the correct [F  12:88- 1:38p Lunch uith fnne

2:38p Hew product launch

date (check the date bar), select it R . e
now: 9:38a Order flowers

y Sun B1 Sep Anne’s birthday

DTITLICD fterenm dle o Jntn memd cmeencs
1T1IEIN l}’PL uic udie diiu }Jll‘.‘:lb

Enter. For example, if you are using
American format dates, you could
type September 1st 1991 as 3/1/91
or 9-1-91. (You can also use
shorthand - see Date formats.)

nn iga Aakalhaa
AN, T tnere is a aate nea

to it using Up or Dow

=
>
=}
Q
z
~
a9
[
=]
=}
=
]
o]
o
=
=
o]
o
b1
m
0
]
i
2
m
-

e Toadd an appointment to this date, type the annmntment time, a
space, and the appomtment details. Use or:as separators in the time.

Enr ava e tvpe 100'clockas 10:00. To book a peri ind mpe ctart
1w CAullllJu: I. P(. AU \' CIVOUN Ao A v « AU DUV W r’\_l aANA, IJ}} el

and end times separated by a hyphen. (See Time formats, below.)

To add more notes or appointments to this date, simply type the text.
Remember to type the time at the start of each appointment.

To add notes or appointments to another date, select it first as described
above.

a
To set an Alarm, see Alarnis.



Adding entries in day mode:

e Select the day from the Calendar and

press Enter. ="

1
Tuesday 2 July 1951 18:38a
Performance review

* If you have selected the wrong date 7:06a
(check the date bar), either press Esc |,

P

9:88a
to return to the Calendar and try RO, e i R
4 if.30a festing with AN ana Jo
i 11:88a
again, or use PgUp or PgDn to move i
one day atatme th-‘ni .nh the du:r}l : i'aav— 2:88p Lunch with Jane
2:88p
3:88p
¢ Toadd a note to the selected page, " ;f;’; Give timasheats to DJ
6:
simply type the text and press Enter. -5
Thic will ha dienlavad as a date 8:88p

L111D ¥V il UC utaruu;uu

header.

» Toadd an appointment to this date:

+ Use Up or Down Arrow to move to the start time and press Enter,
then type the appointment text. To book a period, start by typing a
hyphen and the end time.

OR Type the appointment time, a space, and then the appointment
text. Use . or : as separators in the time. For example, you could type
10 o'clock as 10: 00. (See Time Formats, below.) To book a period,

type a hyphen and the end time after the start time. For example,
13:00-14: :00 Lunch

unCii.

To add notes or appointments to another date, select it first as described
above.

Alarm, see Alarms.

_y ’

To repeat an appointment, see Repeats.
T

gat an
SCia

(]

Date Formats

The Scheduler expects dates in the usual format for the country you
selected during the installation process. For example, if you selected
USA, type dates in month-day-year format. (We shall assume this format
in this description.) You can use / or - as separators, so you could type
Christmas day 1991 as 12/25/91 or 12-25-91.

if vou type part of a date, the Scheduler will take the unspecified parts
H pa

from the currently selected date, providing you include at least one
separator. For example, if the current date were December 10th 1991
(12/10/91):

Adding Entries 10-7 |
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1/ means 11/10/91 (November 10th 1991)
means12/11/91 (December 11th 1991)
//92 means 12/10/92 (December 10th 1992)

o Vi lllUdlle/ 1/‘)1 \l\'l:ty I.‘!l 1771}

Time Formats

The Scheduler expects times in the usual format (am/pm or 24-hour) for
the country you selected during the installation process. You can use . or :
as separators, but times are always displayed using colons as separators.
in Zd4-hour format, times range from 0:00 {(midnight) to 23:59 {one minute
before midnight). For example: 13 : 00 means one o’clock in the
afternoon and 9: 25 means 25 minutes past nine in the morning,.

Ty arn Sevewn Fvenn
i 7 i

Firmng mamon Froee n.nn
LTS Taligc 1 U

t:
minute before midnight). For example: 1 : 00p means one o’clock in the
2

afternoon and 9: 25a means 25 minutes past nine in the morning.

[ - 7] Naote: Ifumr are uqmu nm/nm format, you must type the a or n indicator
immcdmfc*!_u after the time, with no spaces.

If you type part of a time, the Scheduler will take the unspecified parts
from the currently selected time. For example, if the current time were
3:32pm, 11: means 11:32pm and : 40 means 3:40pm.

EAditirmea Crmtvian
cGiting cnwies
You'll probably find editing easier in summary mode.

To change the text of a header or appointment:
* Move to it and press Enter. The text will be displayed on the top line.
¢ Use the normal text editing keys to edit the text.

* When you have finished, press Enter, or Esc to cancel the changes.

To change the date or time use the Move option, explained below.

Maladiovenes Eoadwi o~
UTITLINY LIinic
T{} de!e!e an annointmeoant move o it and nresg Nal (Yau'll nrohahly
1< PPUINUESNT MOVE 10 10 and Pross /s, (10U L prooadiy
find deleting entries easier in summary mode.)



Repeating Entries

You can repeat any appointment or date header at regular intervals by
pressing just a few keys, which can save a lot of typing! if you repeat an
appointment with an alarm, the alarm will repeat too.

In day mode, a repeated entry will appcar for each day on which it

Tan
ttpt::u‘, i suinimary mode, a .upca%ed entry uun_)r ap in the

lr' elllﬂ \JIIL\_ lll i
diary, at the next time it occurs. For example, if you add a daily repeating
entry on the ist, when you examine the diary on the 2nd, the entry wiil
have moved from the 1st to the 2nd.

To repeat an entry:
* Move to the entry, press F10 to display
the main menu and select the Repeat [ i50** ™1
option: | i I
Honthly

* Select the repeat option you require: I e I

Daily - every day
Weekly - the same day of every week
Non-weekend - every wppl{rlnw {Mn _'13 to Frid_ay)
Monthly - the same date every month

~bay er PR o

Year J.y - the same date eve VEry year
Clear - to cancel any repeat for the cntry

f
ontrv as an |nd§catgr_ You can ¢ _)ni\; define a slng e repeat for each entry.

Ciiti y, @45 Gain aat dl IO

To cancel a repeating entry: move to it, press F10 and then R to display
the Repeats menu and select Clear.

Note: If you set a monthly repeat for 31st january, when you load the
Scheduler after January 31st, it will attempt to move the entry to February
31st which doesn’t exist, so it will move it to the nearest date, February
28th (or 29th), and display a warning. Note that the entry will repeat from
this new date (e.g. the 28th or 29th).

H

| P——
Alarms
You can set an alarm for any appointment in your diary, even repeating
entries, but only alarms in your main d;ary, D \SYSTEM\D[ARY DRY,
el =11

will sound the buzzer. if you set alarms in any o

the warning Alarms can only be set in D:\SYSTEM \DIAR‘;’ .DRY
when you exit or save the file. You cannot set an alarm for a date header,
as these don’t specify a time.

«
=
= o
-
-<
~
=
c
:
J'
o
o
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To set an alarm:
* Make sure the main diary file (D:\SYSTEM\DIARY.DRY) is loaded.

* Move to the appointment and press F9 (Alarm), or press F10 and select
Alarm. This sets the alarm and displays a music symbol against the
entry.

* To set the alarms, save the diary.

£n

: the computer

I

will turn on (|fcurrently of , sound the ot and Puis et it

buzzer, and dispiay the aiarm message iike

Gl

* To stop the alarm sounding, press C 1 EI EI EI a m
or Esc. To return to what you were = =mlEES==C

doing, press Esc again.

* OR,to suspend the alarm for 5

uuuutta, press S \:.u |UGL’.‘(‘}

For more details, see the description of the Desk Clock in Chapter 6.

To clear (reset) an alarm: move to the appointment and press F9 (Alarm)
or press F10 to display the main menu and select Alarm. This will
remove the music symbol from the entry. Save the diary to use the
changed alarms.

=: NG
riing

The filing commands are all accessed via the

Files menu. Press F10 to display the main How
sl . _ Retrieve
menu and select Files: ol
Herge. ..
* To start a new diary, select the New option. L2222 o

¢ To work with a different diary, select the Ret rieve option.
* To save the diary, select the Save as option.

* To use the backup version of the diary, select the Load backup option.

There are also two shortcuts, which you can use at any time:
* To save the diary and exit, press Alt-X.

* To save the diary with its current name and carry on, press Ait-5.



These standard filing commands are described in Chapter 5 (see Using
Files).

To add all the entries from another diary: select Merge from the Files
menu and select the file to merge from. If there are any appointments in
the merged file with the same dates and times, they will be added to the
current diary, they will not replace the current entries. To add just a few
entries from another diary, use the Clipboard (see Chapter 5).

To cancel all changes made since you last saved the file: load it again.

. Searching
To search for an entry:
¢ Press Fi0 to dispiay the main menu

and select Search or press F2 (Search).  [Trr: Al —

- T O P T , P i N ATl S - o kvt s
. Type the text to search for, e.g. Famela of birthday. The text must

match exactly, although case is ignored.

¢ To search in the same direction as the last search, press Enter.
To search backwards press Up Arrow.
To search forwards press Down Arrow.

* If there is a matching entry, the cursor will move to it. If there isn’t,
Text not found will be displayed. Press any key to continue.

To repeat a previous search, press Ctrl-S.

To return to the previous position in the diary, press Ctrl-U.
e S — R R SR |
Moving Entries

To move an appointment (or booked time) to a different time or date:

* Move to the appointment, press F10
and select Move. This will display the  [7,."15%8
appointment time:

* Either press Enter to keep the same
time, or edit it and press Enter. This g |

will display the appointment date:

* Press Enter to keep the same date, or edit it and press Enter.

Searching 10-11 |



To move an appointment to the same time on another day, you can also:
* Move to the appointment and press Del to delete it.

* Move to beneath the new day’s date header and press F4 (Undo).

To move a date header: move to it, press Fi0 and seiect Move from the

menu. Edit the displayed date and press Enter.

Printing

To print entries from your diary, first decide what you want to print. To
print a summary of your appointments, select summary mode. To print a
full list of timeslots for each day, including all repeats, select day mode.

* Press F10 to display the main menu

and select Print: it Fan
Copies 1
Line spacing Single
Margins. ..
Headers. .. On
Footers. .. On
Use printer... Default
Settings...
Got

* Select Advanced features to select
the pages to print and the layout to  [aeevanee? Foetr== 111
use: New page each day No
s Line between days No

Include free days No

<
“ Date Range ———
ange: From date Start

To date End

* The Scheduler will print all entries which are on or between these
two dates. Select From date or To date and edit the displayed
date; to insert today’s date, press Home. To reset the range to all,
select Fromdate and press Del, then select To date and press Del.

* To start each day on a new page, set New page each day to Yes.

* To print hyphens after each day, set Line between days to Yes.

* If you are printing in day mode, to print pages even if they have no
appointments, set Include free days to Yes.

If your selections will print more than 15 pages, you'll see the
warning: xxx days will be printed. Press Enter to continue or
Esc to cancel printing.



confusion and don’t use extensions that have special meanings, such as
TXT, COM, EXE, WKS, ADR, etc. File Manager will use the Scheduler to
load any file which you select that has this extension.

To control backups select Backup file to toggle between On and Of£.
[f you set this to On, the Scheduler will create a backup when you save a
new version of a file, by changing the first character of its extension to $.
(To use a backup, select Load backup from the Files menu.) If disk space
is limited, turn backups off or use them just for your main diary.

To load the same fiie next time (if it is stiii avaiiabie), set Aut oload to
on. This is very convenient if you usually use the same diary.

To change the order in which files are listed, select File lists. (For

i e T il
details, see Chapter 5.)

To change the week start in the Calendar, select Week Start to toggle
between Monday and Sunday.

Scheduler Options 10-13 |
































































































































































































































































































































































































