



























































































































































































































































































































































































































































































































































APPENDIX D

Glossary

R e

Below are definitions of common terms used throughout this book. For
a complete computer dictionary, see the Microsoft Press Computer Dic-
tionary (Microsoft Press, 1991).

Active window The window you are currently working in, or have just
selected. The active window is the topmost window.

Application A computer program that performs a specific task, such as
word processing.

Application window The primary window for an application. An applica-
tion window might contain multiple document windows.

Associate To identify a filename extension as belonging to a certain ap-
plication. The File Manager lets you define associations.

Check box A small square box that appears within a dialog box, which
when selected contains an X, and when deselected is empty.

Command button A large button within a dialog box that either cancels or
carries out the selected command.

Control menu The menu represented by a horizontal bar in the upper left-
hand corner of every window. The Control menu lets you size, move,
or close the window.

Default printer The printer Windows automatically uses when you
choose Print. Windows allows only one default printer.

Desktop The screen background upon which Windows displays win-
dows, icons, and dialog boxes.

Dialog box A rectangular box from which Windows either displays or re-
quests information.

Document Any information you create with an application and save.

Document window A window within an application window. Each docu-
ment window contains a single document.

Drop-down list box A single-line list box entry that opens to reveal a list
of choices.

174
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Font A graphic design applied to a collection of numerals, symbols, and
characters in the alphabet.

Font set A collection of font sizes for a specified font.
Font style An emphasis applied to a font, such as bold or italic.

Group A collection of applications within the Program Manager. The
Program Manager lets you create, access, and manage groups.

Group window A Program Manager window that displays items within a
group.

lcon A graphical representation of an object.

List box A type of information box within a dialog box that contains a
list of choices.

MCI (Media Control Interface) The software that provides a device-
independent multimedia interface. :

Menu A list of available commands in an application window.

Menu bar The horizontal bar at the top of an application window, imme-
diately beneath the title bar, which lists the available menus.

MIDI (Musical Instrument Digital Interface) An interface that allows commu-
nication between several computers, devices, or musical instruments.

Minimize button A small button to the right of a Windows title bar con-
taining a downward-pointing arrow. The Minimize button minimizes
the window to an icon.

Multimedia The combined use of text, graphics, video, and sound to pre-
sent information to a user.

Non-Windows application An application that was not written to run in
Windows.

Object Any piece of information created using a Windows-based
application.

Option button A small round button within a dialog box used to select an
option. Within a group of related option buttons, you can select only
one button.

Package An icon that represents either embedded or linked information.

Restore button A small button to the right of a Windows title bar that
contains an up arrow and a down arrow. The Restore button returns a
maximized window to its previous size.
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Scroll bar A bar along the right edge or bottom of a window that lets you
scroll the contents of a window or list box to display information not
currently visible.

Shortcut key A key or key combination that when pressed executes a
specific command without the user first selecting the command from
a menu.

Status bar A horizontal bar beneath a window that displays status
information.

Task List A window containing a list of all the currently running applica-
tions from which you can quickly switch to another application.

Text box A dialog box entry within which you can type text, such as a
filename.

Title bar The horizontal bar at the top of a window or dialog box con-
taining the title of the window or dialog box.

Track A sound sequence on a compact disk that typically corresponds to
a song.

TrueType fonts Fonts that are scalable and print exactly as they appear on
your screen.

WAV The filename extension associated with files containing Wave
(waveform) data.

Window A rectangular, framed area on your screen, within which you
can display an application or document.

Windows application An application written to run in Windows.
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Special characters
? (question mark), 55, 56
1%2 Space command, 139
386 Enhanced mode
memory, 164
options, 84—-85
scheduling, 85-86
swap-files, 86—87
overview, 163, 164
PIF Editor, 56-59

A

About command, 13
Accessories group, 21. See also desktop
applications

active window, defined, 174

Airbrush tool, 117, 118, 120-21

alarms, appointments, 102-3

alignment. See also Justified command
paragraphs, 139, 143
text, 139

Always Alert command, 51

animation. See Media Player application

annotating, help text, 1819
applications )
adding to groups, 22-23
background execution, 57-58
changing descriptions, 25
command line, 55, 56
copying between groups, 24
defined, 174
deleting from groups, 23
desktop (see desktop applications)
display, 57, 58-59
embedding files in (see Object
Packager application)

applications, continued
exiting (see Exit command; exiting)
filename extensions, 36—37
groups (see groups; Program
Manager)
memory (see memory)
moving between groups, 24
MS-DOS-based (see also PIF Editor)
386 Enhanced mode, 8487
multiple (see also Task List)
386 Enhanced mode scheduling
options, 85-86
device contention, 84 -85
name, 36-37, 54, 56
non-Windows (see applications,
MS-DOS-based)
pathname, 54, 56, 171
running, 30-31, 35, 57
setting up, 161-62
shortcut keys (see shortcut keys)
stopping, 53
switching between, 71
video mode, 55, 56
application windows. See also windows
closing, 11, 12
Control menu, 12
defined, 174
overview, 3—4
sizing, 2, 9-11, 12
appointments. See Calendar application
ASCII files, transferring, 131-32
Associate command, 35
associating files
defined, 174
overview, 35-37
ATDP, modem, 128
ATDT, modem, 128
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attributes, file, 40
AUTOEXEC.BAT file, 54, 56, 169, 171

background execution, 57-58
background patterns, 6871
background printing, 50. See also Print
Manager
background window, 85
baud rate, defined, 66
beep, 90. See also alarms, appointments
binary files, transferring, 131-32
bits
data, defined, 66
stop, defined, 66
Blank Screen screen saver, 72
bookmarks, 17-18
borders, 2, 75-76
boxes, drawing, 117, 118, 123-24
Box tool, 117, 118
Brush tool, 117, 118, 122-23
buttons
command (see command buttons)
option, 7-8
Restore, 12
defined, 175
scientific calculator, 96-98, 99
sizing, 2, 9, 10, 12
standard calculator, 95
C
Calculator application
entering values, 94
overview, 94
scientific calculator, 94, 95
buttons, 96-98, 99
scientific calculations, 96-98
statistical calculations, 98-99
standard calculator, 94, 95
Calendar application
daily planner, 101

Calendar application, daily planner,
continued
alarms, 102-3
Edit menu, 102
timing, 101
viewing appointments, 101
file operations, 100
keyboard conibinations, 104
monthly planner, 103
overview, 99
canceling
editing changes, 108, 114
file selections, 34
replace operation, 138
Task List, 53
Cardfile application
adding cards, 105
assigning index, 105
copying text, 109
creating cards, 104
deleting cards, 109
editing cards, 108
File menu, 106
index line, 105, 107, 108
linking graphics to cards, 109-10
loading cards, 106
overview, 104
pasting graphics into cards, 109
saving cards, 105
starting, 104
undoing editing changes, 108
viewing cards, 106—8
cards, Solitaire. See Solitaire
cascading windows, 25, 26, 30
Centered command, 139
character codes
formatting headers and footers, 92-93
Notepad, 116
Character Map application, 143—44
Character menu, 139



characters
fonts (see fonts)
from other character sets, inserting
onto Clipboard, 143-44
check boxes
‘defined, 174
overview, 8
Checking command, 127
Circle/Ellipse tool, 117, 118, 124
circles, drawing, 117, 118, 124
Clear command, Paintbrush, 120
clearing, Clipboard, 47
clicking, 3
Clipboard
clearing, 47
copying images onto, 120
inserting characters and symbols from
other character sets, 143—44
opening files, 47
overview, 46
saving files, 46—47
Clock application
fonts, 111
hiding and displaying date, seconds,
- and title bar, 111
overview, 110
restoring clock, 112
setting clock to be topmost window,
112
Close command
Control menu, 12
Write, Find Replace command, 138
closing
applications (see Control menu)
menus, 5
windows, 11, 12, 30
codes, character
formatting headers and footers, 92-93
Notepad, 116
Color Eraser tool, 117, 118, 121-22
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colors

drawing with, 117, 118, 121-23

screen (see screen, colors)
command buttons

defined, 174

Find menu, 137-38

Help menu, 13, 15-16

Media Player, 148

overview; 2,6,10

Sound Recorder, 149-50
command line, 55, 56
commands

Calendar, 100

Cardfile, 106

Control menu, 12

Disk menu, 40—-41

File menu, 35

Find menu, 137-38

Help, 13

Media Player, 148

menus, 5

Notepad, 113, 114

Paintbrush, 117

Print Manager, 50, 51

Recorder, 127

selecting, 5

Sound Recorder, 150

Write, 133, 139
communication parameters

loading and saving, 130

setting, 65—66, 129
compound devices, Media Player, 148
CONFIG.SYS file, 168
configuring

device drivers, 89-90

printers, 77-80

serial ports, 65-66
confirmation dialog boxes, 45
Contents command, 13
contents pane, 27, 29, 31-33
Control+Break command, 127
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Control menu
commands, 12
defined, 174
overview, 12
control-menu box, 2
Control Panel
386 Enhanced mode options, 84—-85
scheduling, 85-86
swap-files, 86—87
assigning sounds to system events, 90
changing screen colors (see screen,
colors)
desktop customization (see
background patterns; desktop,
customization; screen saver)
device drivers (see device drivers)
fonts, 63-65
international settings, 80—82
keyboard response, 76—77
MIDI Mapper, 84
mouse customization (see mouse,
customization)
network options, 83
options, 60, 83
overview, 60
printer configuration, 77-80
serial port configuration, 65-66
setting date and time, 83
conventional memory, 167
Copy command
Calendar, 102
Cardfile, 109
File menu, 35
Notepad, 114
Paintbrush, 120
Write, 135
Copy Disk command, 40
copying. See also Copy command
applications, between groups, 24
directories, 38-39

copying, continued
files, 38—39
floppy disks, 40, 41
images, onto Clipboard, 120
text, 109, 135
Create Directory command, 35
current directory, 26, 27, 29
current drive, 26
cursor blink rate, 76
Curve tool, 117, 118, 123
Cut command
Calendar, 102
Notepad, 114
Paintbrush, 120
cutouts, 119-20
cutting
cutouts, 120
graphics, 135-36
text, 102, 114

daily planner. See Calendar application,
daily planner
data bits, defined, 66
date
clock, hiding and displaying, 111
file, displaying, 49
inserting in files, 114
international settings, 81
setting, 83
time-log documents, 116
default printer
defined, 174
selecting, 80
definitions, accessing, 1415
Delete command
File menu, 35
Notepad, 114
deleting. See also erasing
annotations, 18
applications, from groups, 23
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deleting, continued
appointments, daily planner, 102
background patterns, 70
bookmarks, 18
cards, 109
directories, 35, 39
files, 35, 39
macros, 127
program groups, 22
sound file, part of, 151
tab stops, 142, 143
text, 114, 135
desktop
customization, 68
background patterns (see
background patterns)
cursor blink rate, 76
Fast Alt+Tab switching, 71
icon spacing, 75
screen saver (see screen saver)
Sizing Grid box, 75-76
defined, 174
elements, changing color of, 62
overview, 1
desktop applications
Calculator, 91, 94-99
Calendar, 91, 99-104
Cardfile, 91, 104-10
Character Map, 91, 143-44
Clock, 91, 110-12
Media Player, 91, 147-49
Notepad, 91, 11216
Object Packager, 91, 144—47
overview, 91
page setup options, 92-93
Paintbrush, 91, 116-25
printers and printer options, 93
Recorder, 91, 125-27
Sound Recorder, 91, 149-52
Terminal, 91, 128-32
Write, 91, 132-43

destination disk, 41
device contention, 84—85
device drivers
adding and removing, 87-89
overview, 87
reconfiguring, 89-90
dialog boxes
confirmation, 45
defined, 174
keyboard combinations, 166
overview, 5-8
Sizing Grid, 75-76
directories
changing, 27, 55, 56
collapsing, 28-29
copying, 38-39
creating, 35
current, 26, 27, 29
deleting, 35, 39
expanding, 28
moving, 37-38
opening, 100, 106, 113, 117
overview, 28
renaming, 39-40
viewing, 29
directory path, 26
directory tree, 26, 31
directory windows
changing order of contents, 32
closing, 30
contents pane, 27, 29, 31-33
customizing information, 32
display, 30
dividing, 31
viewing, 31
disk. See also floppy disks
hard
increasing space, 172-73
searching for files, 35, 37
RAM, 168-69
disk cache, 169-70



182 CONCISE GUIDE TO MS-WINDOWS 3.1

disk drive. See drives
Disk menu
commands, 40—41
copying floppy disks, 40, 41
creating system disks, 43
formatting disks, 41, 42
labeling disks, 40, 41-42
network drives, 43—-44
display. See screen
displaying. See also viewing
applications, 59
Clock’s date, seconds, and title bar,
111
directory windows, 30
document ruler, 142—-43
files (see files, displaying)
text output, 59
Document menu, 140-42
document ruler, 142—-43
documents. See also files; Notepad
application; text; Write
application
creating, 113, 116
defined, 174
moving through, 133-34
opening, 112, 132, 133
package containing part of, 146
saving, 113, 133 '
time-log, 116
document windows
Control menu, 12
defined, 174
overview, 3
sizing incrementally, 11
DOS. See MS-DOS
double-clicking, 3, 67
Double Space command, 139
dragging, 3
drawing. See drawing tools; Paintbrush
application

drawing tools
Airbrush, 117, 118, 120-21
box (various types), 117, 118, 123-24
Brush, 117, 118, 122-23
Circle/Ellipse, 117, 118, 124
Color Eraser, 117, 118, 121-22
Curve, 117, 118, 123
Eraser, 117, 118, 121-22
icons, 117
Line, 117, 118, 123
Paint Roller, 117, 118, 122
Pick, 117, 118, 119-20
polygons (various types), 117, 118,
124-25
Scissors, 117, 118, 119, 120
selecting, 118
Text, 117, 118, 121
drives
changing, 27, 41
current, 26
File Manager, 26
icons, 26
network, connecting to and
disconnecting from, 43—44
drop-down list boxes, 7
defined, 174
overview, 7

echo, adding to sounds, 152
editing. See also Notepad application
background patterns, 70
Calendar, 102
canceling editing changes, 108, 114
cards, 108
PIF, 54
Write, 134-36
Edit menu
Calendar, 102
Notepad, 114
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Eject command, 148
ellipses, drawing, 117, 118, 124
embedded objects
Object Packager (see Object Packager
application)
Write, 136
EMM386.EXE file, 168
entering. See also inserting
text, 6
values, Calculator, 94
Eraser tool, 117, 118, 121-22
erasing, 117, 118, 121-22. See also
deleting
Exit command
Calendar, 100
Cardfile, 106
File menu, 35
Notepad, 113
Paintbrush, 117
Write, 133
exiting. See also Exit command
applications, 55, 57, 59
File Manager, 46
help, 19
Media Player, 149
Microsoft Windows 3.1, 19
Print Manager, 52
Sound Recorder, 152
expanded memory
applications, 58
overview, 167
RAM disk, 168—69
extended memory
applications, 58
overview, 167-68
RAM disk, 168-69

F
Fast Alt+Tab switching, 71
Fast Forward command, 150

File Manager
changing directories, 27
changing drives, 27
changing views, 31
closing directory window, 30
collapsing directories, 28—29
confirmation dialog boxes, 45
determining amount of memory

available, 44

directory window display, 30
Disk menu (see Disk menu)
exiting, 46
expanding directories, 28
file information display, 32-33
File menu (see File menu)
font selection, 45-46
Options menu, 46
overview, 26
running applications, 30-31
screen, 2627
selecting multiple files, 33—-34
viewing directories, 29

File menu
adding items to group windows, 39
assigning file attributes, 40
associating files, 35-37
Calendar, 100
Cardfile, 106
commands, 35
copying files and directories, 38—39
deleting files and directories, 39
moving files and directories, 37-38
Notepad, 113
overview, 34
Paintbrush, 117
printing files, 35
renaming files and directories, 39—40
searching for files, 37
Write, 133

filenames
extensions, 35-36
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filenames, extensions, continued
associating with applications, 36
WAV, defined, 176 _
renaming files, 35, 39-40
sorting, 32
files. See also File Manager; File menu
ASCII, transferring, 131-32
assigning file attributes, 40
associating, 35-37
AUTOEXEC.BAT, 169, 171
binary, transferring, 131-32
canceling selections, 34
Clipboard, 46-47
CONFIG.SYS, 168
copying, 38-39
creating, 132
deleting, 35, 39
displaying
fine details, 32
restricting type, 32-33
size, time, and date information, 49
document (see documents)
embedding in applications (see Object
Packager application)
EMM386.EXE, 168
font, 63
HIMEM.SYS, 168
loading, 127
macro, 127
media, 148
moving, 37-38
multiple, selecting, 33-34
names (see filenames)
opening
Calendar files, 100
Cardfile files, 106
Clipboard files, 47
media files, 148
Notepad, 112
Paintbrush files, 117
sound files, 149

files, opening, continued
Write files, 132, 133
printing (see printing; Print Manager)
Program Information File (see PIF
Editor)
queued (see Print command; printers;
Print Manager; print queues)
saving
Calendar files, 100
Cardfile files, 105, 106
Clipboard files, 46—47
macro files, 127
Notepad, 113
Paintbrush files, 117
Write files, 133
searching disk for, 35, 37
selecting, 34, 41
SMRTDRV.EXE, 169-70
sound (see sound files)
swap-files, 86—87
system, 40, 43
text, transferring, 131-32
time-log documents, 116
transferring, 131-32
file specification, 26
Filled Box tool, 117, 118
Filled Circle/Ellipse tool, 117, 118

- Filled Polygon tool, 117, 118

Filled Rounded Box tool, 117, 118
Find menu, 136-38
Find Next command, 137
Flash if Inactive command, 51
Flip Horizontal command, 120
Flip Vertical command, 120
floppy disks

copying, 40, 41

destination, 41

formatting, 41, 42

source, 41

system, 43

volume label, 26, 40, 41—-42
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flow control, defined, 66

font file, 63
fonts
adding, 64

changing, 138-39
clock, setting, 111
defined, 175
File Manager, 45-46
overview, 63
removing, 64—65
TrueType, 65
defined, 176
font set, defined, 175
font style, defined, 175
footers
formatting, 92-93, 116
inserting, 92
Calendar, 100
Cardfile, 106
Notepad, 113, 115-16
Paintbrush, 117
Write, 140—41
foreground window, 85
Format Disk command, 41
formatting
floppy disks, 41, 42
headers and footers, 92-93, 116
text (see text; Write application)

G

games
Minesweeper, 156—58
Solitaire (see Solitaire)
Games group, 21
graphics. See also images; Object
Packager application; Paintbrush
application
cutting and pasting, 109, 135-36
linking to cards, 109-10
pasting into cards, 109

groups. See also group windows;
Program Manager
Accessories, 21
adding (see Program Manager)
defined, 175
deleting (see Program Manager)
Games, 21
Main, 21
Startup, 21, 25
group windows
adding items, 39
Control menu, 12
defined, 175
overview, 3, 4, 20-21
sizing incrementally, 11

H
hard disk
increasing space, 172-73
searching for files, 35, 37
hardware requirements, 159
headers
formatting, 92-93, 116
inserting, 92
Calendar, 100
Cardfile, 106
Notepad, 113, 115-16
Paintbrush, 117
Write, 140—41
help. See online help
Help commands, 13
hiding, clock’s date, seconds, and title
bar, 111
high memory area, 58
High Priority command, 50
HIMEM.SYS file, 168
History button, 15-16
How to Use Help command, 13

icons
arranging, 26
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icons, continued
Control Panel, 60
defined, 175
disk-drive, 26
document ruler, 142
drawing tools, 117
expanding, 4, 9-10, 30
file type, 29
groups as, 20
Network, 83
Object Packager, 14647
OVerview, 3
Print Manager, 48
spacing, 75
Ignore if Inactive command, 51
images. See also graphics; Object
Packager application; Paintbrush
application
positioning, 136
sizing, 119-20, 125
viewing, 119-20
indentation, paragraphs, 139, 140
Indents command, 139
index, assigning, 105
index line, 105, 107, 108
inserting. See also entering
annotations, into help text, 18
characters and symbols, onto
Clipboard, 143-44
date and.time’, into files, 114
headers and footers (see footers;
headeré)
sound files, 15051
installation. See Microsoft Windows 3.1,
installing
international settings, 80—82
Inverse command, 120

J

Justified command, 139

kéyboard
international settings, 81
response, setting, 7677
scientific calculator, 96-98, 99
shortcuts (see shortcut keys)
standard calculator, 95
keyboard combinations
Calendar, 104
Cardfile, 107
dialog boxes, 166
Notepad, 114
Windows, 165
Write, 134, 139-40
keywords
searching cards by, 107-8
searching for help from, 13, 16—17

L
Label Disk command, 40
labeling, floppy disks, 26, 40, 41-42
Left (alignment) command, 139
lines
drawing, 117, 118, 123
thickness, selecting, 117, 118
Line tool, 117, 118, 123
linking
graphics, to cards, 109-10
objects (see Object Packager
application)
list boxes
" defined, 175
drop-down, 7
defined, 174
overview, 6-7
loading
cards, 106
communication parameters, 130
macro files, 127
local print queues, 48
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.LOG indication in Notepad document,
116 '
Low Priority command, 50

macros, 125. See also Recorder
application
Main group, 21
Make Syétem Disk command, 41
margins, setting
Calendar, 100
Cardfile, 106
Notepad, 113, 115-16
over{/iew, 92
Paintbrush, 117
Write, 140-41
Marquee screen saver, 72-73
Maximize command, 2, 10, 12
rhaximizing windows, 2, 10, 12
'MCI (Multimedia Control Interface)
defined, 175
devices, 140 (see also device drivers)
measuyrements, international settings, 81
media files, 148. See also Media Player
. application
Media Player application
buttons, 148
exiting, 149
opening files, 148
overview, 147
playback position, 149
selecting devices; 148
selecting scales, 148
Medium Priority command, 50
memory
386 Enhanced mode (see 386
Enhanced mode)
amount available, 44
applications, 55, 56-57, 58, 59
conventional, 167

memory, continued
expanded, 167
applications, 58
RAM disk, 168-69
extended, 167—-68
applications, 58
RAM disk, 168—-69
Standard mode (see Standard mode)
upper, 167
virtual, 164
menu bar, 2, 4
menus
Character, 139
closing, 5
command list, 5
Control, 12
defined, 174
control-menu box, 2
defined, 175
Disk (see Disk menu)
Document, 140—-42
Edit
Calendar, 102
Cardfile, 108, 109-10
Notepad, 114
Paintbrush, 120
Write, 134-36
File (see File menu)
Find, 136-38
Qpening, 4-5
Options, 45
overview, 4
Paragraph, 139-40
Search, 107-8
View, 107
Mergé command, 106
Microsoft Windows 3.1
386 Enhanced mode (see 386
Enhanced mode)
application, defined, 176
exiting, 19, 21
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Microsoft Windows 3.1, continued
hardware requirements, 159
installing, 159-60

completing, 163
printer selection, 16061
setting up applications, 161-62
optional components, removing,
172-73
Standard mode, 16364
starting, 1
MIDI (Musical Instrument Digital
Interface). See also Media Player
application '
defined, 175
overview, 84

MIDI Mapper, 84

Minesweeper, 156—58

Minimize button
defined, 175
overview, 2,9, 12

Minimize On Use command
File Manager, 46
Recorder, 127

minimizing windows, 2, 9, 12, 30

mixing sound files, 151

modem. See Terminal application

monthly planner, Calendar application,

103
mouse. See also mouse pointer
customization
double-click speed, 67
selecting trails, 6768
swapping buttons, 67
tracking speed, 67
overview, 3

mouse pointer, 2, 67-68

Move command
Control menu, 12
File menu, 35

moving
applications, between groups, 24

moving, continued
cards, 154
through cards, 1067
directories, 37-38
in document, 133-34
files, 35, 37-38
to specific page, 138
text, 115, 134-35
windows, 11, 12
MS-DOS
system files, 40, 43
temporarily exiting to, 21
MS-DOS-based applications. See also
PIF Editor
386 Enhanced mode, 84-87
multimedia, defined, 175
Multimedia Control Interface (MCI)
defined, 175
devices, 148 (see also device drivers)
Musical Instrument Digital Interface
(MIDI). See also Media Player
application
defined, 175
overview, 84
Mystify screen saver, 72, 7374

N
names
applications, 36—37, 54, 56
directories, changing, 39—40
files (see filenames)
groups, changing, 25
network
drives, connecting to and
disconnecting from, 43-44
printers, connecting to, 79
print queues (see print queues,
network)
setting options, 83
Network Connections command, 41
New command
Calendar, 100
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New command, continued
Cardfile, 106
Notepad, 113
Paintbrush, 117
Write, 133
Next command, 12
non-Windows applications. See
MS-DOS-based applications
Notepad application
creating documents, 113
Edit menu, 114
File menu, 113
moving around screen, 114
moving text, 115
opening documents, 112
overview, 112
printing, 115-16
saving documents, 113
searching for words and phrases, 115
starting, 112
word wrapping, 114
numbers
entering, Calculator application, 94
international settings, 82

o

Object Packager application
creating package containing part of
document, 146
creating packaged objects, 145-46
icons, 146—47
overview, 144—-45
objects
defined, 175
embedded (see also Object Packager
application)
Write, 136
linked (see also Object Packager
application)
Cardfile, 109-10
Write, 136

online help
accessing, 1214
annotating help text, 18—19
bookmarks, 1718
definitions, 1415
exiting, 19
expanded, 13-14
keyword search, 13, 16—17
printing help topics, 15
returning to previous help topics,
15-16
online tutorial, 1-2
Open command
Calendar, 100
Cardfile, 106
File menu, 35
Notepad, 113
Paintbrush, 117
Write, 133
opening files (see files, opening)
option buttons
defined, 175
overview, 7—8
options, choosing, 67
Options‘menu, 45

package. See also Object Packager
application
defined, 175
page setup. See footers; headers;
margins, setting; Page Setup
command
Page Setup command
Calendar, 100
Cardfile, 106
Notepad, 113
Paintbrush, 117
Page Setup options, 92-93
Paintbrush application
colors, 118—19
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Paintbrush application, continued
drawing tools (see drawing tools)
File menu, 117
line thickness, 118
overview, 116
starting, 116

Paintbrush graphics
linking to cards, 109-10
pasting into cards, 109

Paint Roller tool, 117, 118, 122

paper clip, help annotation, 18, 19

Paragraph menu, 139-40

paragraphs. See Write application

parity, defined, 66

passwords, 7475

Paste command
Calendar, 102
Cardfile, 109
Notepad, 114
Paintbrush, 120
Write, 135

pasting
Clipboard, 120
graphics, 109, 135-36
text, 59, 102, 114, 135

pathname
applications, 54, 56
overview, 26

Pause command, 148

pausing
Media Player, 148
printing, 50-51

phone calls. See Terminal application

phrases, searching for and replacing, 115,

136-37

Pick tool, 117, 118, 119-20

PIF Editor
386 Enhanced mode, 56—59
creating PIFs, 53
editing PIFs, 54

PIF Editor, continued
overview, 53
standard mode, 54—55
playback position, changing, 149
Play command
Media Player, 148
Sound Recorder, 150
pointer, mouse, 2, 67—-68
polygons, drawing, 117, 118, 124-25
Polygon tool, 117, 118, 124-25
ports
connecting printers to, 78—79
serial, configuring, 65—-66
positioning, images, 136
Preferences command, 127
Print All command, 106
Print command
Calendar, 100
Cardfile, 106
File menu, 35
Notepad, 113
Paintbrush, 117
Write, 133
printers
adding or changing, 48, 77-78, 93
configuring, 77-80
connecting to ports, 78—79
default
defined, 174
selecting, 80
network, connecting to, 79
options, changing, 93, 117
removing, 80
selecting, 117, 160—61
Printer Setup command in Paintbrush,
117. See also Print Setup command
printing. See also Print command;
printers; Print Manager; print
queues; Print Setup command
Calendar, 100
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printing, continued
Cardfile, 106
help topics, 15
Notepad, 113, 115-16
Paintbrush, 117
pausing and resuming, 50-51
problems, 51
Writer, 133
Print Manager. See also print queues
background printing, 50
closing, 52
network options, 51-52
overview, 48
pausing and resuming printing, 50—51
printing files, 35
printing problems, 51
priority, 50
print queues. See also Print Manager
changing order, 50
local, 48
network, 48
options, 51-52
status, 49
viewing, 49
removing files, 50
viewing queued files, 48—49
Print Setup command
Calendar, 100
Cardfile, 106
File menu, 93
Notepad, 113
Paintbrush (see Printer Setup
command in Paintbrush)
Write, 133
program groups. See Program Manager
Program Information File. See PIF
Editor
Program Manager
adding applications to groups, 22-23
adding groups, 21-22
arranging icons, 26

Program Manager, continued
changing application descriptions, 25
copying applications, 24
deleting applications, 23
deleting groups, 22
moving applications, 24
overview, 20-21
Startup group, 25
tiling or cascading group windows,

25-26
Properties command, 35

question mark (?), 55, 56
queues. See Print Manager; print queues

R
RAM disk, 168-69
Record command, 150
Recorder application
deleting macros, 127
loading macros, 127
options, 127
overview, 125
recording macros, 125-26
saving macros, 127
starting, 125
recording
macros, 125-26
sound files, 150
Remove command, 102
removing. See also deleting; erasing
device drivers, 89
fonts, 64—65
Rename command, 35
renaming
directories, 39—-40
files, 35, 39-40
Repaginate command, 133
repeat rate, keyboard, 77
Replace All command, 138
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Replace command, 137
Replace Selection command, 138
replacing, words and phrases, 137-38
Restore button
defined, 175
overview, 12
restoring
clock, 112
sound files, 151-52
windows, 9-10, 12
Rewind command, 150
Right (alignment) command, 139
Rounded Box tool, 117, 118
ruler, document, 142—-43
Run command, 35

S
Save As command
Calendar, 100
Cardfile, 106
Notepad, 113
Paintbrush, 117
Write, 133
Save command
Calendar, 100
Cardfile, 106
Notepad, 113
Paintbrush, 117
Write, 133
Save Settings on Exit command, 46
saving. See also Save As command; Save
command
cards, 105
communication parameters, 130
documents, 113, 133
files (see files, saving)
settings, 46
scale, Media Player, selecting, 148
scientific calculator. See Calculator
application, scientific calculator

Scissors tool, 117, 118, 119, 120
scoring, Solitaire, 155, 156
screen
applications, 57, 58-59
colors
changing, 122
creating, 62—63
desktop elements, 62
predefined, 61-62
selecting, 118—19
File Manager, 26-27
screen saver
Blank Screen, 72
Marquee, 72-73
Mystify, 72, 73-74
overview, 71-72
passwords, 74-75
Starfield Simulation, 72, 74
scroll bars
defined, 176
overview, 6, 8-9
scroll boxes, 8-9
scrolling, 8-9
Search command, 35
Search for Help On command, 13
searching
cards
by index line, 107
by keyword, 107-8
for files, 35, 37
for help from keywords, 13, 16~17
for words and phrases
Notepad, 115
~Write, 136-37
Search menu, 107-8
seconds, hiding and displaying, 111
Select All command, 114
Select Drive command, 41
Select Files command, 35
selection frame, 27
serial ports, configuring, 65-66
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sound files, continued
mixing, 151

setup. See also Microsoft Windows 3.1,
installing; Printer Setup command

in Paintbrush; Print Setup
command
applications, 161-62

page (see footers; headers; margins,
setting; Page Setup command;

v Page Setup options)
system settings, 170-73
shortcut keys‘
defined, 176
overview, 3, 23, 127
reserving, 55, 59
Shortcut Keys command, 127
Shrink + Grow command, 120
simple devices, Media Player, 148
Single Space command, 139
Size command, 12
sizing
images, 119-20, 125
windows, 2, 9-11, 12, 30
sizing buttons, 2, 9, 10, 12
SMRTDRV.EXE file, 169-70
Solitaire
card design, 155
moving cards, 154
optional rules, 155-56
overview, 153-54
Standard scoring, 155, 156
starting new games, 155
turning cards over, 155
Vegas scoring, 155, 156
sorting, filenames, 32

sound devices. See also device drivers

MCI, 148
MIDI Mapper, 84

sound files
adding sound to, 150
deleting part of, 151
discarding changes to, 151-52
inserting, 150-51

opening, 149
recording, 150
Sound Recorder application
adding echo, 152
buttons, 149-50
changing speed at which sound plays,
152 '
changing volume, 152
exiting, 152
files (see sound files)
overview, 149
reversing sounds, 152
sounds. See also Media Player
application; sound files; Sound
Recorder application
assigning to system events, 90
source disk, 41
spacing
icons, 75
paragraphs, 139-40, 143
standard calculator, 94, 95
Standard mode, 5455, 163-64
Standard scoring, Solitaire, 155, 156
Starfield Simulation screen saver, 72, 74
Startup group, 21, 25
startup procedure, 1
statistical calculations, scientific
calculator, 98-99
status bar
defined, 176
overview, 27, 46
Status Bar command, 46
status message, 6
stop bits, defined, 66
Stop command
Media Player, 148
Sound Recorder, 150
swap-files, 86—87 '
switching, Fast Alt+Tab, 71
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Switch To command, 12

symbols, from other character sets,
inserting, 143—44

system disk, 43

system files, 40, 43

system settings. See setup, system
settings

T
tab stops, 141-43
Task List
activating, 52
canceling, 53
defined, 176
overview, 52
stopping applications, 53
using, 52
telecommunications. See Terminal
application
Terminal application

communication parameters, 129, 130

identifying modem, 128
overview, 128
placing phone calls, 130-31

setting up phone numbers, 129-30

starting, 128
transferring files, 131-32
text. See also documents; Notepad

application; Write application

aligning, 139
copying, 109, 135
cutting, 102, 114
deleting, 114, 135
displaying, 59
entering, 6, 117, 118, 121
help, annotating, 18—19
moving, 115, 134-35
pasting, 59, 102, 114
selecting, 108, 114

text boxes
defined, 176
overview, 6

text files, transferring, 131-32
Text tool, 117, 118, 121
386 Enhanced mode
memory, 164
options, 84-85
scheduling, 85-86
swap-files, 86—87
overview, 163, 164
PIF Editor, 56-59
tiling, windows, 26, 30
Tilt command, 120
time. See also Clock application
daily planner, 101
file, displaying, 49
inserting in files, 114
international settings, 82
setting, 83
Time/Date command, 114
time-log (.LOG) documents, 116
title bar
clock, hiding and displaying, 111
defined, 176
overview, 2
track, defined, 176
tracking speed, mouse, 67
tree, directory, 26, 31
TrueType fonts
defined, 176
overview, 65
tutorial, online, 1-2

Undo command, 114
upper memory, 167

v

values. See numbers

Vegas scoring, Solitaire, 155, 156

video mode, 55, 56

viewing. See also displaying
appointments, daily planner, 101
cards, 1068



Index 195

viewing, continued
contents pane, 31
directories, 29
directory tree, 31
directory windows, 31
images, 119-20
queued files, 48—49
View menu, 107
virtual memory, 164
volume labels, 26, 40, 41-42
W
wallpaper, selecting, 7071
WAV filename extension, defined, 176
Windows. See Microsoft Windows 3.1
windows
active, defined, 174

application (see application windows)

background, 85

borders, 2, 75-76

closing, 11, 12, 30

defined, 176

directory (see directory windows)
document (see document windows)
foreground, 85

group (see group windows)
keyboard combinations, 165
maximizing, 2, 10, 12
minimizing, 2, 9, 12, 30

moving, 12, 11

overview, 2-3

Program Manager, 20

restoring, 9-10, 12

running applications in, 57
selecting, 4

tiling or cascading, 25-26, 30
topmost, setting clock to be, 112

word processing. See Write application
words, searching for and replacing, 115,
136-37
Word Wrap command, 114
work area, 3
Write application
character fonts, 138-39
Character menu, 139
copying text, 135
creating documents, 132
cutting and pasting graphics, 135-36
deleting text, 135
Document menu, 140—42
document ruler, 142—43
editing documents, 134-36
embedded objects, 136
File menu, 133
Find menu, 136-38
headers and footers, 140—41
keyboard combinations, 143
moving text, 134-35
moving through documents, 133-34,
138
opening documents, 132
overview, 132
paragraph alignment, 139, 143
paragraph indentation, 139, 140
Paragraph menu, 139—-40
paragraph spacing, 139-40, 143
saving documents, 133
searching for and changing words and
phrases, 136-38
starting, 132
tab stops, 141-43
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 Great Resources for Windows' 3.1 Users

LEARNING & RUNNING WINDOWS™ 3.1
Includes Microsoft® Productivity Pack for Windows 3.1 and
Running Windows 3.1, 3rd ed.

Microsoft Corporation and Craig Stinson

This is the ideal blending of software and book instruction for users of all levels of experience.

If you want to be up and running with Windows 3.1 quickly and easily, this is the place to start.
The Microsoft Productivity Pack for Windows 3.1 (regularly $59.95) combines disk-based lessons
with hands-on exercises. Guided practice sessions and concise explanations help you master the
basics of Windows. RUNNING WINDOWS 3.1 (regularly $27.95) will continue to answer your
day-to-day questions about Windows long after you’ve learned the basics from the software
tutorial. An unbeatable package at an unbeatable price. Sold separately for $87.90.

608 pages, softcover with one 5'/-inch (HD) disk  $39.95 ($54.95 Canada)

RUNNING WINDOWS™ 3.1, 3rd ed.
Craig Stinson

Build your confidence and enhance your productivity with Microsoft Windows, quickly and
easily, using this hands-on introduction. This Microsoft-authorized edition—for new as well as
experienced Windows users—is completely updated and expanded to cover all the new exciting
features of version 3.1. You’ll find a successful combination of step-by-step tutorials, helpful
screen illustrations, expert tips, and real-world examples. Learn how to install and start using
Windows 3.1, use applications with Windows, and maximize Windows performance.

608 pages, softcover $27.95 ($37.95 Canada)

WINDOWS™ 3.1 COMPANION
The Cobb Group: Lori L. Lorenz and R. Michael O’ Mara with Russell Borland

“Covers the basics thoroughly... An excellent reference featuring dozens of live examples...
Beautifully produced.” PC Magazine .

This up-to-date resource thoroughly covers Windows version 3.1—everything from installing
and starting Windows to using all its built-in applications and desktop accessories. Step-by-step
tutorials, great examples, and expert advice for novices to advanced users.

550 pages, softcover $27.95 ($37.95 Canada)

Microsoft Press books are available wherever quality computer books are sold.
Or call 1-800-MSPRESS for ordering information or placing credit card orders.”
Please refer to BBK when placing your order. Prices subject to change.

" In Canada, contact Macmillan Canada, Attn: Microsoft Press Dept., 164 Commander Blvd., Agincourt, Ontario, Canada M1S 3C7,
orcall (416)293-8141.

In the U.K., contact Microsoft Press, 27 Wrights Lane, London W8 5TZ.



Outstanding Word for Windows Resources

MICROSOFT® WORD FOR WINDOWS™ STEP BY STEP
Version 2 ‘

Microsoft Corporation .

MICROSOFT WORD FOR WINDOWS STEP BY STEP shows you how Word can

make your everyday work easy. Whether you’re new to word processing or new to Microsoft
Word for Windows, you’ll learn to produce professional-quality documents with ease. This
timesaving package—now updated for version 2—includes disk-basked tutorials with follow-along
lessons and practice exercises. Each lesson includes clear objectives, step-by-step instructions,
useful tips, disk-based practice files, plus handy tips, and advice. And the lessons are progressive
yet modular, so the novice user can advance from one lesson to the next, and the intermediate user
can jump in at any point. This is the perfect training guide for business, classroom, or home use.
292 pages, softcover with one 5'/+-inch disk  $29.95 ($39.95 Canada)

WORD FOR WINDOWS™ COMPANION, 2nd ed.
The Cobb Group: Mark W. Crane with M. David Stone and Alfred Poor

WORD FOR WINDOWS COMPANION makes Word for Windows easy to learn and use.

Regardless of your level of expertise, you’ll find a wealth of useful information in this comprehensive
resource—now updated for version 2. It’s both an exceptional tutorial for new Word for Windows

users and a master reference guide for experienced users. You’ll learn basic concepts of word processing,
typography, and design that you can use to create professional-looking documents with confidence and ease.
In addition to detailed explanations, the book offers scores of illustrations, examples, and tips to enhance
your productivity. An extensive index and side-margin headings make information readily accessible.

896 pages, softcover $27.95 ($37.95 Canada) Available May 1992

RUNNING WORD FOR WINDOWS™
- Version 2
Russell Borland

This example-rich book is an outstanding reference for intermediate and advanced Microsoft
Word for Windows users. Now completely updated, it highlights all the powerful new features

of Word for Windows version 2. This book moves from a review of the basics to a full description
of Word’s power-packed features: styles, fields, macros, and templates. Throughout, special tips
provide additional insight and suggest handy shortcuts. You’ll discover the most effective—and
easiest—ways to produce professional-looking documents. You won’t find a more authoritative
or comprehensive source of information than RUNNING WORD FOR WINDOWS.

592 pages, softcover $27.95 ($34.95 Canada)

Microsoft Press books are available wherever quality computer books are sold.
Or call 1-800-MSPRESS for ordering information or placing credit card orders.”
Please refer to BBK when placing your order. Prices subject to change.

" In Canada, contact Macmillan Canada, Attn: Microsoft Press Dept., 164 Commander Blvd., Agincourt, Ontario, Canada M1S 3C7,
orcall (416)293-8141.

In the UK., contact Microsoft Press, 27 Wrights Lane, London W8 5TZ.



The Books of Choice for Microsoft Excel Users

MICROSOFT® EXCEL STEP BY STEP, 2nd ed.
Windows™ 4 Edition
Microsoft Corporation

Learn to create useful, error-free spreadsheets with Microsoft Excel for Windows version 4—

with MICROSOFT EXCEL STEP BY STEP—the official Microsoft Excel courseware. It’s the
perfect training guide for business, classroom, or home use. Self-paced lessons, disk-based practice
files, and real-world business examples provide you with the most effective and timesaving way to
get up and running with Microsoft Excel. The lessons are progressive yet modular, so the novice
can advance from one lesson to the next, and the intermediate user can step in at any point to

learn specific skills. This method lets you get right to what you need to know. Become a
spreadsheet expert the easy way, with MICROSOFT EXCEL STEP BY STEP.

325 pages, softcover with one 5's-inch disk  $29.95 ($39.95 Canada) Available June 1992

GETTING STARTED WITH
MICROSOFT® EXCEL 4 FOR WINDOWS;" 2nd ed.

Ralph Soucie

If you’ve never used Microsoft Excel or any other spreadsheet before, GETTING

STARTED WITH MICROSOFT EXCEL 4 FOR WINDOWS is the fastest and easiest way

to master this popular program. This book is a straightforward, step-by-step guide and example-
packed tutorial that is ideal for novice users. You’ll quickly pick up the fundamentals of Microsoft
Excel’s worksheet, charting, database, and macro capabiiities with this clear, concise guide.
Includes dozens of timesaving tips, practical examples, and screen illustrations.

350 pages, softcover $19.95 ($26.95 Canada) Available May 1992

- RUNNING MICROSOFT® EXCEL, 3rd ed.

The Cobb Group: Douglas Cobb, Judy Mynhier
with Craig Stinson and Chris Kinata

Here is the most complete and authoritative guide to Microsoft Excel—now updated

for version 4 for Windows—available anywhere. No matter what your level of expertise—
seasoned spreadsheet user, beginning or occasional Microsoft Excel user, or longtime Lotus 1-2-3
user—RUNNING MICROSOFT EXCEL will be your primary source of information and advice.
It’s packed with step-by-step instruction, scores of examples and tips, and dozens of illustrations.
The easy-to-follow tutorial style will help you quickly learn both the basics and most advanced
features of Microsoft Excel and learn how to use Microsoft Excel with other programs, link

and share files with Lotus 1-2-3, and use Microsoft Excel with Windows.

900 pages, softcover $29.95 ($39.95 Canada) Available June 1992

Microsoft Press books are available wherever quality computer books are sold.
Or call 1-800-MSPRESS for ordering information or placing credit card orders.”
Please refer to BBK when placing your order. Prices subject to change.

* In Canada, contact Macmillan Canada, Attn: Microsoft Press Dept., 164 Commander Blvd., Agincourt; Ontario, Canada M1S 3C7,
orcall (416) 293-8141.

In the U K., contact Microsoft Press, 27 Wrights Lane, London W8 5TZ.



The Official Software Companion Books
from Microsoft Press

When you’re looking for information on Microsoft Works for Windows, Money or
Publisher, turn to the Official Software Companion books from Microsoft Press:

MICROSOFT® WORKS FOR WINDOWS™
JoAnne Woodcock

This information-filled tutorial and reference offers clear instruction on each element in the Works

for Windows package—ideal for novice and intermediate users. It is the one book you need to get up and
running fast—and to get full benefit from Works’ word processor, spreadsheet, database, drawing package,
charting tool, communications module, and report generator. In addition, you'll learn how to share data
within Works and with Money and Publisher, and how to intergrate Works into any small business.

440 pages, softcover $22.95 ($27.95 Canada)

MICROSOFT® MONEY
Stephen L. Nelson

This book offers example-packed tutorials on all the features of Microsoft Money—the financial
rianagement software for the Microsoft Windows operating environment. You’ll find a wealth of informa-
tion to help you automate and organize your finances, from basic tasks such as balancing your checkbook to
advanced accounting procedures. This book also includes instructions on working with Microsoft Windows,
tips on personal and small-business finances, and information to help you set up and use the software to suit
your own financial management style. Ideal for individuals, investors, and small-business owners.

280 pages, softcover  $19.95 ($25.95 Canada)

MICROSOFT® PUBLISHER
Luisa Simone

You don’t need to be a professional designer to produce professional-quality printed pieces with

Microsoft Publisher—the new Windows desktop publishing software package. This book is ari information-
filled resource of design advice and projects and offers instruction foi those wanting to explore desktop
publishing with Microsoft Publisher. There is welcome information on the fundamentals of design, an
overview of Microsoft Publisher’s built-in tools and features, a super selection of projects, and an inspiring
portfolio of printed pieces. A valuable tool for the home or small business desktop publisher.

400 pages, softcover $24.95 ($34.95 Canada)

Microsoft Press books are available wherever quality computer books are sold.
Or call 1-800-MSPRESS for ordering information or placing credit card orders.”
Please refer to BBK when placing your order. Prices subject to change.

“ In Canada, contact Macmillan Canada, Attn: Microsoft Press Dept., 164 Commander Blvd., Agincourt, Ontario, Canada M1S 3C7,
orcall (416)293-8141.

In the U.K., contact Microsoft Press, 27 Wrights Lane, London W8 5TZ.






