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Welcome to the Microsofte Windowss 95 operating system.
With Windows 95, all the things you do now will be easier
and faster, and what you’ve always wanted to do is now
possible.

This book introduces you to Windows and gets you up and
running quickly. It shows you how to do the most common
tasks, provides you with tips, and points you to some of the
fun and exciting new features that come with Windows.

If you want to explore Windows in more depth or learn about
some of the more technical aspects of Windows, the first topic
in this section, “Where to Find the Information You Need,”
points you to other sources of information.
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Where to find the information you need

[T T

ok,

Cantents | index | Fnd |

Click. a topic, and then chck Display. Or chek another tab, such as Index.

Q

How Ta
e Fun Programs
Q ‘Work with Files and Folders
Q Frnt
@ Use s Network
@ Commurcate with Others
Q Sateguard Vour Work
L Change ‘Windows Settings
Q Change How Windows Looks
Q Custormize My Computer or Windows Explorer
L) Change Taskbar Settings
,2] Customizing the Start menu
7 [
:_’_] Hiding or displaying the taskbar
Q Add or Remove Fonls

Dicplay l Ent...

Background | Screen Saver | Appearance | Setings |

Showes how a pattern of wallpaper will look on powr screen To
presaew a pattem o walipaper, chck its name n the Pattem or
‘Wallpaper het

Help on procedures

Help is the primary source of information about
Windows. You can find common tasks in the
Contents and more in the Index, and search for
text by using the Find tab. To start Help, click
the Start button, and then click Help.

For more information about Help, see
Chapter 1, “The Basics.”

Help on a specific item

If a window contains a question-mark button,
you can see a description of any item in the
window: Just click the button, and then click
the item.
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Resource Kit

The Introducing Microsoft Windows 95 book contains common tasks;
visual overviews; a catalog of Windows features; and an illustrated
glossary of basic terms, including mouse basics.

Introducing Microsoft Windows 95 (this book)

I . o .

| ‘W ’|  The Microsoft Windows 95 Resource Kit contains technical information

| O about Windows 95, plus information for network administrators. The
Resource Kit is available wherever computer books or software are sold.

WinNews

For more technical information about Windows,

you can read WinNews via The Microsoft
Network and most major online services and
networks. You can also receive the WinNews
Electronic Newsletter biweekly, via e-mail. For
more information, see the online document
Winnews.txt provided with Windows.

Windows 95 Online Tour

The Windows 95 Tour quickly teaches you a few
basic skills and gives you the opportunity to
practice them. You can start the Tour by
double-clicking “Ten minutes to using Windows”
in the Help Contents. (This may not be available
for all systems.)
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What’s on your Windows 95 screen

8

Depending on how your computer is set up, various items appear on your
desktop when you start Windows. Here are four important ones.

ﬁs = ,' T = So o e

My Computer

Double-click this icon to see your computer’s contents and manage your
files. For more information, see Chapter 2, “Beyond the Basics.”

Network Neighborhood

Double-click this icon to see available resources on the network, if your
computer is or can be connected to one. For more information, see
Chapter 3, “Introducing Networks.”

Recycle Bin

The Recycle Bin is a temporary storage place for deleted files. You can
use it to retrieve files deleted in error. For more information, see
Chapter 2, “Beyond the Basics.”

Start button

You can click the Start button on the taskbar to start a program, open

a document, change system settings, get Help, find items on your
computer, and more. For more information, see Chapter 1, “The Basics.’
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If you’ve used Windows before. . .

Take a look at how some familiar elements of Microsoft
Windows version 3.1 have changed for Windows 95.

Program Manager

You can find your old program groups by clicking the Start button and
then pointing to Programs. Your groups appear as folders on the
Programs menu.

] Stalip »
»
IR MSDOSPomgst

File Manager

To manage your files, you click the Start button, point to Programs. and
then click Windows Explorer. Your directories appear as folders.
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MS-DOS Prompt
' "" To open an MS-DOS® window, you click the Start button, point to
Programs, and then click MS-DOS Prompt.

Control Panel

To open Control Panel, you click the Start button, point to Settings, and
then click Control Panel.

=7 Print Manager

To set up a printer or look at information about documents you're
printing, you click the Start button, point to Settings, and then click
Printers.
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Run command

To use the Run command, you click the Start button, and then click Run.
You can run MS-DOS—based and Windows-based programs, open
folders, and connect to network resources by using Run.

Task switching

You can use the taskbar to switch between open windows. Just click the
button on it that represents the window you want to switch to. You can
also use ALT+TAB, just as you did in earlier versions of Windows.

Hi Bill!|

1 Fu_biet;,mﬁ BE

Mston| Fued Port |[C3etter to Bill- WordPad |

Close button

To close a window, you click the Close button in the upper-right corner
of the window, next to the Minimize and Maximize buttons.

3% Floppy (&) 5% Floppy (B Hard dizk. [C)

110 abiect(s] i
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What’s new in Windows 957

Windows 95 offers many new. exciting features, in addition to
improvements to many features you may be familiar with from earlier
versions of Windows. This section mentions just a few of these features.
For a complete listing, look up “what’s new” in the Help Index.

New improved interface  Windows now features the Start button and
taskbar. Click the Start button to quickly open programs, find documents,
and use system tools. Use the taskbar to switch between programs as
easily as changing channels on your TV.

Windows Explorer Windows Explorer is a powerful way to browse
through and manage your files, drives, and network connections.

Long filenames Windows now supports long filenames to make your
files easier to organize and find.

Improved game and multimedia support You will enjoy the faster video
capability for games, enhanced support for MS-DOS—based games, and
improved performance for playing video and sound files.

Plug and Play hardware compatibility You can just insert the card for
your Plug and Play hardware in your computer. When you turn on your
computer, Windows recognizes and sets up your hardware for you
automatically.

32-bit preemptive multitasking Windows now lets you use many
programs at once: do more in less time!

Microsoft Exchange Use Microsoft Exchange to view and work with all
types of electronic communications, including e-mail and faxes.

The Microsoft Network You can use this new, affordable, and easy-to-
use online service to communicate with people worldwide, using e-mail,
bulletin boards, and the Internet.
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Backing up your old files

Most Windows 95 setups are easy and trouble-free: however, any time
you update your computer’s operating system, it is possible that an error
could occur (such as system failure due to incompatible hardware, or a
power failure) that may temporarily or permanently prevent access to
data.

Before you set up Windows 95, you might want to back up certain
system files. The files you should back up include the following:

« All initialization (.ini) files in your Windows directory

+  All registry data (.dat) files in your Windows directory

= All password (.pw]) files in your Windows directory

« Any files specified in the Config.sys and Autoexec.bat files

*  Your Config.sys and Autoexec.bat files, located in the root directory
of your startup drive (usually drive C)

< Proprietary network configuration files and logon scripts

You may also want to back up personal or business data that is on the
hard disk.

Just before setting up Windows 95, make sure your network software, if
any, is working. The settings from the existing network configuration are
used in Windows 95.
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Setting up Windows 95

It’s easy to set up Windows. There are two ways to do it, depending
on whether you have an earlier version of Windows (version 3.x or
Windows for Workgroups) on your computer.

To upgrade from an earlier version of Windows

» 1 Insert Setup Disk 1 in a floppy disk drive or your Windows CD-ROM
in a CD-ROM drive.

» 2 InFile Manager or Program Manager, click File, and then click Run.

v3 Type the drive letter, followed by a colon (:) and a backslash (\), and the word
setup. For example:

a:\setup

Note that if you install from a CD-ROM, precede the word “setup” with win95\.

Curtent Directory: C:\
[ |a:\ setup |

' [ Run Minimized

Bl

» 4 Follow the instructions on your screen. Click Next to continue
through the Setup process.
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If you do not have a previous version of Windows, use the following
procedure.

To set up Windows from MS-DOS

» 1 Insent Setup Disk 1 in a floppy disk drive or your Windows
CD-ROM in a CD-ROM drive.

» 2 Atthe command prompt, type the drive letter, followed by a colon (:) and a
backslash (\), and the word setup. For example, your screen might look like
this:

[c\] a:\setup
Note that if you install from a CD-ROM, precede the word “setup” with win95\.

> .3 Press ENTER, and then follow the instructions on your screen. Click Next to
continue through the Setup process.

Setup prompts you to choose the type of installation you want. If you're
not sure, choose the one that Windows selects for you. The following
table describes these options.

This Setup option Does this

Typical Sets up the most commonly used Windows
components.

Portable Sets up features that are most useful for a portable

computer, while conserving disk space. This
includes power management features and
Briefcase, a program that helps you synchronize
files between laptop and desktop computers.

Compact Sets up only the basic files you need to run
Windows. This is useful if you have very limited
disk space.

Custom Enables you to choose exactly which components

to install. If you are an advanced user or system
administrator and want to customize your
Windows installation, choose this option.

W Sece Also If you encounter problems setting up Windows, see the Setup.txt file that
For more iormaion aboul a3 comes with Windows.







CHAPTER

The Basics

What's the key to using Microsoft Windows 957 The Start
button! This chapter gives you quick. simple instructions to
get you up and running. You will also learn how to use online
Help, which will help you get your work done and learn
Windows.
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Getting Started with Windows 95

This section gives you a quick overview of getting started with
Windows.

Logging on to Windows

When you start Windows, you may be prompted to log on to Windows
or, if you are on a network, to log on to your network.

If you don’t want to log on with a password, don’t type anything in the
password box, and click OK. You won’t see this prompt in the future.

To log on to Windows

v b Inthe User Name box, type your name.

v 2 Inthe Password box, type a password. The first time,

Windows prompts you to confirm your password.

(Weinoime to Windows ernEE i
o ) Type a user name and password 1o log on 1o Windows, -“
.II Lisan raame |nmsw1-, Cancel f

Blarswad '

The Start button and taskbar

The Start button and taskbar are located at the bottom of your screen
when you start Windows for the first time. By default, they are always
visible when Windows is running.

A Stant RETE

i

- Start button - Taskbar
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Starting with the Start menu

When you click the Start button, you see a menu that contains everything
you need to begin using Windows.

If you want to start a program, point to Programs. If you want Help

on doing something in Windows, click Help. The commands on the Start
menu are described in more detail in the rest of this chapter. An
overview of each command is shown below.

This command  Does this

Programs Displays a list of programs you can start,

Documents Displays a list of documents that you've opened previously.,

Settings Displays a list of system components for which you can
change settings.

Find Enables you to find a folder. file. shared computer, or mail
message.

Help Starts Help. You can then use the Help Contents, Index,
or other tabs to find out how to do a task in Windows.

Run Starts a program or opens a folder when you type an
MS-DOS command.

Shut Down Shuts down or restarts your computer. or logs you off.

Depending on your computer and the options you have chosen. you may
see additional items on your menu.
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The taskbar

Every time you start a program or open a window, a button representing
that window appears on the taskbar. To switch between windows, just
click the button for the window you want. When you close a window, its
button disappears from the taskbar.

B | CewrRich,

I am pleased 1o epost that the board has voted unanmmously to wecept your
proponal fot coord this year's corp tragutig

Wewill contact you soon with ttavel amangemants

ImDobyis e B Deve Sesk Heb

\- Taskbar buttons 1 Notification area

Depending on what task you're working on, other indicators can appear
in the notification area on the taskbar, such as a printer representing your
print job or a battery representing power on your portable computer. At
one end of the taskbar is the clock. To view or change settings, just
double-click the clock or any of the indicators.

B8 Sec Also

For moie infoimation aboir usmg
e taskbar Jook up taskbar i the
Helo fndex.




Chapter 1 The Basics 5

Starting and Quitting a Program

You can use the Start button to start any program you want to use, such
as your word processor or a favorite game.

To start a program
v 1 Click the Start button, and then point to Programs.

< 2 Point to the folder,
such as Accessories,
that contains the
program, and then
click the program.

9
TIP

You can add a program to the
top of the Start menu by
dragging its icon onto the
Start button.

B Scodiso
@ inipemation sbout

Y12 Start meny, 100k
a9, programs fo the Siart
meni”in the Halp Index,
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To quit a program

v Click the Close button in the upper-right
corner of the window.

B Sce Also

For information about customizing
the Programs ment. look 1o
"Programs menu’” in the Help
Ingex.
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You can run as many programs as you want at the same time. Windows
mabkes it easy to switch between programs or windows.

To switch between programs

w Click the taskbar button for the program you want.

[—T
{ Here are the figures you r f_' _,_§_§._.]_l__{

May 345300 ‘1213| l"“’}
June  $41,000 Y

Total  $123.400

: A year ago $101,600
Yemnecrease

The program appears in
front of the other windows.

Aprl
May
June

Total

A year ago
Yo mcrease

B See Also
For more information about g
Prograns, look 4 oy

programs " in e Help ingex
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Opening a Document

There are several ways to open documents in Windows. This section
describes two methods. You can:
» Open your document from within the program you used to create it.

= Use the Documents command on the Start menu to open a document
you've opened recently.

You can also:

« Use the Find command on the Start menu to locate the document. For

more information. see “Finding Something on Your Computer™ later
in this chapter.

« Double-click a document icon in My Computer.

To open a document from within a program

« 1 onthe File menu, click Open.

«2 7 open a document in a
different folder, click the
arrow next to the Look In

i 5% Flopoy 18]

1= box, and then click the disk
e iy that contains the folder.
wd Peogimv

& Metwork. Nesghiboehoad

Flepame |

Fles ol lype: [Wind tor Windaws £.0 3oc | | Cancel I

m e 3 o ol = &l Il « 3 Click the folder that contains
T oo T o the document you want to
) i My St Chsndey jwmm open, and then click Open.
|t = [Fowr ] I 5tahseporty (W] resume

 Com il s y You may have to scroll to
L) Cierve o Pinicsd —llechiey

] et i ity see more folders.

|| mailie —Jrctie: o Top

o] : |

Fie pame: | “Open |

Files of type: [w-:rd ton Windawes 6 0" doc| E| Carucat I

Continued on next page
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< 4 Click the document you
want to open, and then
click Open.

i&w’;& :Jld:u foe res poemy: doc . l ﬂ;ﬁa l |
Fios aftipe [ for Windows £.0 | doc) L f

e

You can also open documents from the Documents menu, where many
programs save a list of recently opened documents.

To open a document by using the Documents menu

< 1 Click the Start button, and
then point to Documents.

4 2 Click the name of the
document you want to open.

¢ The document opens, and a button for
the document appears on the taskbar.

Dear Bill,

Thank you very much for speaklng to our group.
Everyone talked about how much insight you provided.

You clearly atated the long-tecm goals and theic
relationship to our current project. I think it's

imp

BR Sce Also
For information abouit documenis,
ook up Goouments " in ihe Help

s,
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Getting Help

Online Help is essential to learning and using Windows. There are two

kinds of Help: Help about a specific procedure and Help that gives you
information about what you see on your screen.

To get Help

< Click the Start button,
and then click Help.

-"t '" . 4 The list of Help topics appears.
g et SR CE ST SR You can use the tabs in Help

e e R A e R to search for information in

IR Yoo i Wt several ways.

@ intoduceng Windows i

@ [ -

@ Tips o Ticks

| @ Tioubiestoctng

When you open Help by using the Start menu, or the Help menu in My
Computer or Windows Explorer, you see Help for Windows in general.
If you use the Help menu in a program, such as WordPad, Paint, or
Microsoft Word, the Help you see is for that program.
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1

A,

'{ P
TIP

Some Help topics contain green
underlined text. You can click
the green text to see a definition
of the term.

L F
TIP

To scroll through the Help Index,
type the first few letters of the
word you want to search for. The
Index is arranged just like a

book index. If you don't find the
entry you want, try another
entry.

To find Help through the Contents

v Click the Contents tab to find topics grouped by subject,
and then follow the instructions on your screen.

 Clok & book anefthen chok Dpens Ot chok. ot tah. such a¢ Index.
T How To :J
= @ Fiun Progiams :
P @ Work with Files and Folders
- ‘ PBrind
i @ Use a Network
B Commuracate wih Others
@ Saleguad You Work 1
(L) Change Windows Sellings
(L Change How Windows Looks

A B

() Changing the sppearance of tems on the deskiop

2] Changing how much you can it on your scresn

j Changing the mze of the font: your computer dreplays

(7] Settng up & screen saves

7] Adpusting the 1ate af which pous cursor blinks =

5 T e

o
e e
:

1 Chick here 3 10 view Diaplay
peopethe:

2 Irvthe Fattar of W alnage bt chek
The pastterm of wallpates wou want to

use

Tips

* Tocove: you enkie scieen wih &
small wallpape: mage chok Tie To
cerfer a walpape: mage on por
scimen, chok Centes

* 'You can use paftein: and wallpapet
smulaneoush Howeves §
wallpaper covers poul mrlite stisen,
ol wall ot tee the paltem

= Fletated Topes

4 To return fo the list of topics,
click Help Topics.

To find Help through the Index

¥ Click the Index tab to find specific topics listed alphabetically,
and then follow the instructions on your screen.

7 i
v?lﬂslfbw bad&go\l\dndumapﬁem: charw )

removing
fdezkiop
about the deskiop )
appeaiance of dems on. changng i
arrangng open wandows on -

clesing
codon

2 Dichan o Dabineg, £l R
wandowst. Irom &

customizing fon multple usess

littreg e rformaton on

wcons, addng

teducing window: to butlons S8
shoitcuts. addng

ize of deskiop dems, changng

lazkbar

tips =
RS e S Lk

- e i el et

3

i

St

ange the background of

youn deskiop

1 Cick here 8l 10 s Diesplay
paopete:

2 Inthe Paitein o W allnages hat, chek
fhe patem of wallpager you weant to
ute

Tips

* To oover pour enlie cisen with &
semall walipaper mage. chck Tie To
cenler 3 wallpaper mage on o
screen, chok Canter

* Yo con use palteins and wallpape:

cirnitanmoutly Howevel |

walpapes COvErs pou entre jcrsen
you vall riok s the patter

A Relsied Topics

& To return to the list of topics,

click Help Topics.
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To find Help topics containing a word or phrase

¥ Click the Find tab to find all the topics that
contain a specific word or phrase, and then follow
the instructions on your screen.

your desklop
1 Cick here 3 to view Dispiay
&

2 Inthe Fattern or '/ sloane bst, chok
the pattear) o whalipapsr pou wand lo
une

Tipa

= Tocoved your entne scisen with &
small wallpaper wmage. chek Tis To
cariler a wallpape: mage on pou
sereen, chok Centey

* You can ute pattesns and walipaper
snukaneoutly. However |
wallpapet covers pou entee wcigen
youi wil not eee the patten

—l Ralated Topes

& To return to the list of topics,
click Help Topics.

To get Help on a specific item

¥ For information about an item in a dialog box,
click 2, and then click the item.

A,
:gﬂ:
TP

You can also use your right

mouse button to click an item
on the screen. Then click the

What's This? command. Shows how a pattem or walipaper will look on pour screen
To preview a pattern o wallpaper. chck its name in the
Pattem or ‘W allpaper list
4 A pop-up explanation appears.
Click it to make it disappear.
B8 See Also

For moie informalion about aiaiog
boxes, see the “Visual Glossary”
appendix
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Finding Something on Your Computer

If you don’t know where a document or folder is, you can use the Find
command to find and open it.

To find something

< T Click the Start button,
and then point to Find.

« 2 Click Files Or Folders.

A,

'{)ﬁ
TIP

You can also use the Find
command to search for a
computer on the network.

v 3 Click the Named box, and then type the
name of the file or folder you want to find.

> & To specify where to search, click the arrow
next to the Look In box, or click Browse.

> 5 1o start the search, click Find Now.
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Changing System Settings

TIP

Some of the things you can use
Control Panel for are changing
your screen colors, installing or
changing settings for hardware
and software, and setting up or
changing settings for a network.

The icons that appear in Control
Panel vary depending on the
hardware and software installed
on your computer.

Bl Seec Also

For mare information abou! Contiof

Panel ook up e maividual
faatures in the Help fnoex.

Using Control Panel, you can change the way Windows looks and
works.

To change Windows settings

< 1 Click the Start button,
and then point to Settings.

« 2 Click Control Panel.

Fie EdN View Hob

AddMew  AddRemove [aste/Time Dhsplay | Fonts
Hardwae Progam:

4 =2 & OH L

Jopshck Feyboard Moades: Mouze Mukenedia
Mt Pazrwords Prrder: Regonal Sounds
Selbing:

2
System

(16 chwmctls] Tl T R

/- To see more settings, click the tabs at
/ the top of the dialog box that appears.
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Starting a Program by Using the Run
Command

If you know the name and path of the program you want to start, you can
use the Run command to start it easily.

To start a program or open a folder or document

« 1 Click the Start button, and then click Run.

TIPS

If you aren’t sure where the
program is or how to specify the
path, click the Browse button.

You can also open a folder on

your conj|:aluter by typing {ts v2 Type the name of the program, folder, or
name. If itis located on the document you want to open. Or click Browse
network, type the path. to look for the item.

Qe [oodpad — s~} Youcan click the down arrow
v RN R to see commands you typed
Sl _¢| _ox ] i I _Ruwnk | | previously.

and

% i 7

When you use the Run command, you can often specify just the name of
the program instead of the full path. The following page explains how to
use paths.
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T

TIP

Most filenames end with a
3-letter “extension” that tells
Windows what kind of file it is.
For example, a filename ending
in .exe is a program, and a
filename ending in .txt is a

text file.

Bl Sec Also

For more information about
Exlensions, 100k up "extensions,
filename” in the Help Index.

For information about mapping
darive letters, see *Using the
Network” in Chapter 3, “Introducing
Networks."

It lists the drive, such as the hard disk, floppy -
 drive, or shared network folder, that contains the document. It aiso .

: Whai isapalh” _
A path is amxﬁmw&x mdesmbe’whm%: file, suchasa
- document or program, is located on your computer or the network.

disk, CD-ROM

hstsaﬂﬁxe‘fomgﬂmmmdmapm mﬁxx&thcmwnt, .

ify th ﬁzﬁpa&ifor document, type the drive letter,
and bac fash(\)m_; fol
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Shutting Down Your Computer

You need to shut down Windows before you turn off or restart your
computer. That way you can be sure your work is saved to your hard
disk.

Caution To avoid damaging files, always shut down Windows before
you turn off your computer.

To quit Windows and shut down your computer

<« ] Click the Start button, and
then click Shut Down.

« 2 Click Yes. If you forget
to save changes to
documents, Windows
prompts you to save

 Restart the computet in MS-D0S mods? changes.
" Close all programs and log on as a dilferent user?

Yes No |  he |

» 3 Ascreen message lets you know when
you can safely turn off your computer.

For information about the other options in this dialog box, click the Help
button.
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CHAPTER 2

Beyond the Basics

Now that you feel comfortable with the basics, use this
chapter to explore the new ways Windows 95 makes it easy
to manage files and folders and print your documents.

Contents

Seeing What's on Your Computer 20
Organizing Files and Folders 24
Working Within Documents 28
Printing 32

Installing Software 35

Installing Hardware 36

Using Windows Efficiently 37
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Seeing What’s on Your Computer

In Windows 95, the things you have on your computer — your programs,
documents, and data files, for example — are all accessible from one
place called My Computer. When you first start Windows, My Computer
is located at the upper left of your Windows screen, or desktop.

To see what’s on your computer
=] « Double-click My Computer.
8 iny

My Computer

v Awindow appears, displaying several different pictures, called icons.

3% Floppy (&) 5% Floppy (B:) Hard disk [C:]  Control Panel Printers

To use an item in My Computer, double-click the icon. The following list
describes what happens when you double-click the various icons.

Double-click

this icon To see this
ﬁ The contents of a floppy disk in your computer’s 3.5-inch
% Floppy drive, if there is one.
j The contents of a floppy disk in your computer’s 5.25-inch
5% Floppy drive, if there is one.
= The contents of your computer’s hard disk.

Hard disk

The contents of a network drive, if your computer is
connected to one. For more information, see Chapter 3,
“Introducing Networks.”

@ The contents of a compact disc in your computer’s
CD-ROM drive, if there is one.
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Double-click
this icon

To do this

Change the settings for your computer. For more
information, see “Changing System Settings” in Chapter 1,
*The Basics.”

Set up printers and view information about your printers
and the documents you print. For more information, see
“Printing” later in this chapter.

When you double-click a disk-drive icon in My Computer, a window
such as the following appears.

=

e

;J-.J_I
3 8@

Aulo E

a&fﬂﬁ

‘windows \-\.l'ahl lex Witinge Ay mern

=R
= J

Geneid  Lettrigy  NewWeve Test 18

-

1 chiects) sedecied (7 e s
This icon Represents

A folder, which can contain files and other folders. To keep
things organized, your work is stored in folders, just as you
might store it in your office or at home. Your directories
appear as folders.

A shared folder. You share a folder so that other people on
a network can use the folder’s contents. For more
information, see Chapter 3, “Introducing Networks.”

A file, the basic unit of storage in Windows. The
documents you use and create are files, and so are the
programs you use. Different types of files may have
different-looking icons. This standard (generic) icon is used
when a file type does not have a specific icon associated
with it.

A document that was created with WordPad, a text editor
that is included with Windows.

You double-click these icons to see the contents of the folder or the
information in the file, or to start a program.
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< 1 Click the Start button, point
to Programs, and then click
Windows Explorer.

M,

P:

TIPS

Another way to open Windows
Explorer is to use the right
mouse button to click the My
Computer icon. Then click
Explore.

= )5

| Windows

NE Ip‘uln_ﬂ Dralts

ST

To show or hide folders on the ey
left side of the window, click the e i

plus or minus sign beside the 9@ iy i)
folder. 51 & Hard dick [C |
=
L1 Flash
() Folderi
# (3 MS Excel
® (] M5 Publisher
(] Mmad
1 My Docufnents
1 My Repdts

SKE  Miciosolt Wod
T4KE ‘Wit Document
KB Shotcut
2B Microsolt Wod

—t— The right side of the window
displays the contents of the
item you click on the left.

R

I i)

~ Your disk drives and folders appear here.

You can open a document or start a program by double-clicking its icon
in the right side of the window.

You can look at the contents of your computer in different ways by using
the View menu, as shown on the following page.
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L7
TIP
You can also press BACKSPACE to

see the previous folder, whether
or not the toolbar is visible.

B Sece Also
For more information about
fooibars, see e "Vistal Glossary”

E00endi,

To change how icons are displayed

¥ On the View menu, click the Small Icons, List,
or Details command.

— This is the Large Icons view.

As you use My Computer, you may want to open the folder that contains
the folder you're looking at.

To display the previous folder

< 1 Ifthe toolbar is not
visible, click View, and
then click Toolbar.

< 2 0On the toolbar, click the
Up One Level button.

Ezsay 1 Letter to Bill

~ The toolbar contains buttons
for common tasks.
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Organizing Files and Folders

This section details some basic procedures for organizing the information
on your computer so it is easier to work with. The following procedures
use My Computer. You can also use Windows Explorer to do these

A,

TIPS

A quick way to move and copy
files and folders is to use your
right mouse button. For more
information, see “Using
Windows Efficiently” later

in this chapter.

You can copy a portion of text
and place it as a “scrap” ina
folder or on the desktop. For
more information, look up “part
of a document” in the Help
Index.

B See Also

For miformalion about finding Hes,

tasks.

To move or copy a file or folder

My Computer

. Letter to Foem #2 | Fi
Region :l
Containe commands for selecting and tansfering lems.

Letter to Bill

Inseits the ilems you have copied of cut into the selected location.

« 1 Double-click My Computer. Find the file or folder
you want to move or copy, and then click it.

< 2 Click Edit.
. To move the file, click
Cut.
. To make a copy of the
file. click Copy.

« 3 Open the folder where
you want to place the file,
click Edit, and then click
Paste.
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W,

_9

A qulck way to delete a file is to
drag it to the Recycle Bin on the
desktop. For more information
about dragging files, see “Using
Windows Efficiently” later in this
chapter.

To delete a file or folder

g < 1 Double-click My Computer. Find the file o folder

M5 Comeaia you want to delete, and then click it.

& Yo it

_ SendTo. —  »}. Daily Log Im

< H

Poem #2

<<<<<<<<<<<<<<<<<<<<<<<<

- Whathapmnstodemmes?

- 2 On the File menu,

click Delete.

; 'IhEﬁIcs yoa deie;e &e put in the quycle Bin, a iwldmg piace fm

= :"Récyc]e:Bm mmmm

: ':Ii'yon de‘[de afile at the cmnmandpromptm‘from a fioppy disk,
&tdoeas natgn moﬁm Rec:ycle Bm
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To create a new folder

g « 1 Double-ciick My Computer, and then double-click the disk
drive or folder in which you want to place the new folder.

4 2 On the File menu,
point to New, and
then click Folder.

z;l
=
ya
i
i

Sk

=
'

«3 Type the name of the
new folder, and then
press ENTER.
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When you want to copy files or folders from your hard disk to a floppy
disk, the easiest way is to use My Computer.

To copy a file to a floppy disk

g < 1 Double-click My Computer. Find the file or
folder you want to copy, and then click it.

< 2 Onthe File menu,
point to Send To, and
then click the drive
where you want to
copy the file or folder.

1

Another way to copy files is to
use your right mouse button.
For more information, see
“Using Windows Efficiently”
later in this chapter.

Contains items that you can copy of send the selected fle or folder to. -
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Working Within Documents

This section provides some basics of working within documents in
Windows. For information specific to the program you're running, use
Help within the program.

Copying, Moving, and Deleting Information

As you work, you often need to copy and move information — from one
document to another, or from one place to another within a document.
At times you also need to delete information.

To copy or move information

v 1 Select the information.

L5

e
After you select information, try
using your right mouse button < 2 Click Edit.
to click it. A menu appears, . To leave the information where it is and
containing commands you insert a copy of it somewhere else, click
can use to format or edit the Copy.
selection. « To delete the information and insert it
somewhere else, click Cut.
Continued on next page
Il See Also

For more information about using
the mouse and selecting, see the
“Visual Glossary " appendix.
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2
TIP

You can also move or copy
information between different
programs, such as between

Paint and a WordPad document.

For more information, look up
“pasting, information from
another document” in the Help
Index.

B Sce Also

For information aboul apening
documents, see ‘Opening a
Document” in Chapier 1,

“The Basics.”

For information about finding a
file, see “Finding Something on
Your Computer”in Chapier 1,
“The Basics.”

v3n the document where you want to insert the information,
click the place where you want it to appear.

P

< 4 On the Edit menu, click Paste.

And perhaps it was best smd over two hundred years ago: that

L1y SO O Mk ot e s The new information appears
hgpmess] =1 inthe document.




30 Introducing Microsoft Windows 95

Saving Your Work

To save the changes you made to an existing document or the work

you've done in a new document, you need to save the document.

To save changes to an existing document

¥ On the File menu, click Save.

A

‘{ X
TIP

You can also use this procedure
to copy a file and give it a new
name and/or location.

4 ] On the File menu,

click Save As.

« 2 Type a name in the

Save aslype: [Fich Tew Foumat (TF]

File Name box.

Continued on next page *
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«3 71 change the file type,

;{D- g ot [ e ] sss, click the arrow next to Save

] ' 1 As Type, and then click the
TP type you want.
To save a file in the folder one r PR ] « i i
eelsbove,clcktelpOne R | 4 Lo i
Level button to the right of the i _ e ™ ¥ jm"" Save In list, click the drive
Save In box. il Eaa 2w b Wt you want, and then

it g é?:: 4 :E]]‘;":m ] double-click the folder.

g e
Flepse  [Poerm 13

e -
e ekt |

e

« 5 Click Save.

e
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Printing
Windows 95 offers significant improvements to printing — in particular,
to the way you set up a printer to print from Windows. This section
covers the basics of printer setup and printing. Additional printing
topics are covered in Help.

Setting Up a Printer

Setting up your printer is easy and fast, thanks to the Add Printer wizard,
a step-by-step printer setup program.

Note Before you begin, make sure your printer is correctly connected to
your computer and that you know the make and model of the printer. If
you're planning to use a shared printer over the network, you may also
need to know the path to it (for example, WAccounting\Printer | might
be the path to a network printer). Or you can browse for the printer in
Network Neighborhood and then double-click its icon to set it up.

To set up a printer for use with Windows

« | Click the Start button, point to
Settings, and then click Printers.

Al

:g P
TIP

If any printers are already set up,
their icons appear in the Printers
folder. These printers are ready
for you to use.

< 2 Double-click Add Printer.

e

A Fordes Local printer e

B Sece Also

For information abowi Network
Newhborhood see Chapler 3.
Frtroducing Networks.”

Continued on next page

For more informaiion about patis.
see Slarting a Program by Using
the Bun Command.” in Chapier 1,
“The Basics.”
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< 3 Follow the instructions
On your screen.

\."

'{ X
TIP

You can use these same steps to

set up a shared network printer,

Just click Network Printer when v 4 When you finish, the icon for your printer appears in the Printers folder.

the wizard prompts you. Your printer is ready for you to use. If you set up both local and shared
network printers, notice that the icons are different.

G

- L

File Edt Miew Help

& 4 | i X
dj > @ S -1 Network printer

Add Printer Local printer Metwark -
i printer y=

- Local printer

You can double-click the printer icon in the Printers folder to see the
documents that are printing or waiting to print, and to manage printing.
For example, you can pause or cancel the printing of one or more

documents.
Printer Document  View Help
. Name | Status. | Owe: | Progess | Started at
Lettar to Joe Prnting Peaqy 11.8KB Maonday. Nowvem
Note to Scott Prntng Carol 15.4KB Manday, Novem
Memo to Brenda Crystal 19.4KB Maonday. Movem
L EMEre e < : 2]
|3 jobs in quewe

Bl See Also

For more information about
printng. i00k Lp prinking” in the
Help index
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Printing a Document

After you have set up a printer, you can easily print your documents.

To print a document

w |f the document is open, click File, and then click Print.

An easy way to print is to drag the icon for your document onto a printer
shortcut icon on the desktop. For information about creating shortcuts,
see “Putting a Shortcut on the Desktop™ later in this chapter.

Troubleshooting Printing Problems

If you have trouble printing in Windows, you can use the printing
troubleshooter included in Help. The troubleshooter helps with problems
such as your documents printing incorrectly or not at all. For more
information, look up “print troubleshooting™ in the Help Index.
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Installing Software

Windows provides a quick way to set up new programs on your
computer.

To install programs

< 1 Click the Start button, point
to Settings, and then click
Control Panel.

WM,

{}

You can add or remove
components of Windows by
clicking the Windows Setup tab
in the Add/Remove Programs

window.
« 2 Double-click Add/Remove

Programs.

“ 3 Follow the instructions

ettt :
lummm] MNl on your screen.

L tloppy .:um

8:36‘2

[T

?m fomcmﬂdihhﬁ

S

Bl See Also

For Hejp on an iem i & dialog box,
click the quesiion mm biifion it
1he ‘-‘Im{nr.r.g,"?‘f oories the

wiadow, and then ”fa‘k e e

For informaiion aboul wisiaiing a
DOGram over a NEIWOrK. 100K {0
programs, instating” in the Help
Ingex.
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Installing Hardware

Windows can help you set up new hardware, such as a sound card, on
your system.

Neote If you haven't already inserted your hardware card in your
computer, you should do so before starting this procedure. You should
turn off and unplug your computer before taking the cover off. For more
information, see your hardware documentation.

To install hardware

<« 1 Click the Start button, point
to Settings, and then click
Control Panel.

« 2 Double-click Add
New Hardware.

Add/femove  Dale/Time

3
H

< 3 Follow the instructions on
your screen.

e TG ] e |
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Using Windows Efficiently

Windows provides some special features to speed up the way you work.
In addition to the button on the left side of the mouse, now you can use
the right mouse button to access and move information faster or to create
shortcuts to documents, programs, and other items.

Copying and Moving Files Quickly

There are two ways of using the right mouse button to copy or move files
quickly: by using menu commands and by dragging.

To move or copy by using the right mouse button

v 1 Use the right mouse button to click _
the file you want to move or copy. (7

2 To move the file, click Cut. To

copy the file, click Copy.

A,
TIPS
You can quickly copy a file to a
floppy disk by clicking Send To

after you use your right mouse
button to click the file icon.

When you use the right mouse
button to click various items in

Windows, shortcut menus g - : - dl <« 3 Opetl‘»tfhelfoldtil: thlereT)rfwou
appear that contain many useful - want to place the file. Then
czrne;ands Y use the right mouse button
’ to click an empty part of
Is the window. /?
Domem,. . o ooee o -
x| < d Ciick Paste.

Wl See Also
For information aboiit using tie

mouse, see ihe “Visuai Giossary”

srGA
BRUENEN.
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Sometimes the quickest way to move and copy information is to drag it
from one place to another by using your mouse. You can move or copy

TIP

You can also move or copy a file
by dragging it using the left
mouse button. Dragging a file
between two folders on the
same drive moves the file.
Dragging a file between different
drives copies it instead.

files and folders to another folder or disk drive.

= iz Haud sk [T

+]) Bosx &
) Flash
) Foidet

] MS Excsl

i ] MS Publsher
o My Repots
I News Foldes 81
-3 Personsl

SE

14 ) Sean's Shult

| Al Foldess

= gu Hewd ek [T =]
) Boss -
1 Flashy
— Fokderol
#0) MS Excel
4] MS Publsher
i My Repats
(] MNew Folder 81

< 1 InWindows Explorer, open
the folder that contains the
file you want to move or copy.

«2 Use the right mouse button to

drag the file to the folder
where you want to move or
copy it. Then release the
mouse button.

<« 3 Click Move Here or
Copy Here.
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Putting a Shortcut on the Desktop

TIPS

You can put a shortcut in any
folder, in addition to on the
desktop.

When you delete a shortcut, the
original file is not deleted. If you
delete the file, the shortcut is not
deleted automatically.

Bl See Also

Formformaion abous finding Hes,
g Soimething on Your
Compuiter”inn Chapter 1. “The

Shortcuts provide easy access to the documents and programs you use
most often. For example, suppose you keep track of your activities in a
document called Daily Log. You can place a shortcut to Daily Log on the
Windows desktop.

You can then open the document without having to find it first, by
double-clicking the shortcut icon. A shortcut does not change a file’s
location; it just lets you open the file quickly. You can create a shortcut
to any object, including folders, disk drives, other computers, or printers.

To put a shortcut on the desktop

vIn My Computer or Windows Explorer,
locate the item you want easy access to.

« 2 Usethe right mouse
button to drag the item to
= = the desktop. Then release

. Regon %] the mouse button.

« 3 Click Create
Shortcut(s) Here.

Exsap 1 Lettar b0 Bil

ted 139E

Fatyels B,

s

L The shortcut appears on your desktop.
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Keeping Programs Handy

You can get to work more quickly if the programs you use most often are
readily available.

For example, you might want to have a program start automatically when
you start Windows. To do this, you create a shortcut to the program in
your StartUp folder.

To set up a program to start when Windows starts

» b InWindows Explorer, locate the program you want,
and then use the right mouse button to click it.

Ee ke
]ﬂf‘w
= 2 Hard disk [T ]

< 2 Click Create Shortcut.
A shortcut icon appears.

<3 Click the plus signs next
to the Windows folder,
the Start Menu folder,
and then the Programs
folder.

Applx

) Weda 3 ] Micsozolt Works KB Shodcut
112 Meapps i PowePort Setup KB Shatteul |
= ) Stait Merw Preamble FB Mo

= (2 Progiame KB Shotcul =

= 2] Accessone KB Shatcut

F) Statlp. B B Shoteu

Continued on next page ~
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«4 Drag the shortcut icon
to the StartUp folder,
and then release the
mouse button.

The program appears

_{D: in the StartUp folder
and will start each time

TP you start Windows.

You can set up the program to

start minimized instead of in a

window. For information, look
up “minimized windows” in the
Help Index.

; ,mmms@m
. \Ymmaddmmmmyofﬂxefoidmmmeﬁogmns
- mu,aﬂxweamwﬁﬂ‘dcr For more information, look up
~ “Programs menu” in the Help Index. -
. "Ifyouws&amamwdmmttobemmﬂy available,
: MWM@’_ ortcut to it on the Windows desktop. For
~ morein _tm“&MaShMmﬁwDewop







CHAPTER

3

Introducing
Networks

When you're ready to go beyond the computer on your desk,
use this chapter to learn the basics of working on a network.
You will learn how to set up your computer to use a network,
and how you and your co-workers can share documents,
programs, and printers to work more efficiently.

Contents

Using the Network 44

Setting Up Your Computer to Use a Network 46
Sharing Your Folders or Printers 50

Using Resources Located on Other Computers 55
Connecting to the Internet 58
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Using the Network

A network is a group of computers connected to each other or to a
central server so they can share resources such as documents and
printers.

B Sec Also

i R Fvipf sa0ies
FOF FROGINEN0N A0 {1817

310 1y

s chapier

Your connection to a network can change the way you work:

»  You can use programs and documents from another computer without
passing floppy disks back and forth.

You can print documents on a printer attached to another computer,
or use another computer’s fax modem, just as if they were connected
to your computer.

You can gain access to the Internet.

You may also be able to send and receive messages by using
electronic mail, or connect to your work computer from home.
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Introducing the Network Neighborhood

If your computer is set up to use a network, the Network Neighborhood
icon appears on the desktop.

i
)
Network
Meighborhood

When you double-click Network Neighborhood, you might see the
computers in your workgroup or any NetWare servers you are connected
to. Generally, your workgroup has been set up by an administrator so
that the computers in it contain most of the resources you want to use.

You can see other computers on the network — those not in your
workgroup — by double-clicking the Entire Network icon, which
appears in Network Neighborhood.

4
Entire Metwork.

If your computer is not set up to use a network, read the following
section.
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Setting Up Your Computer to Use a Network

SN 1

:g -

TIPS

You can also double-click
Network in Control Panel to
add or delete network
components and change
settings for components that
were previously installed.

You can connect to your office
computer and the network it is
on from your home or on the
road. For more information, see
“Using Dial-Up Networking” later
in this chapter,

There are two major steps in setting up a network: setting up your
hardware and setting up your software.

Note Your computer may already be set up to use a network. If
Windows prompts you for a network password at startup, and if the
Network Neighborhood icon appears on the Windows desktop, your
network is already set up and you can skip this section.

Before setting up the software, be sure your network hardware is
correctly installed. This includes the network adapter (network card
or other device) and cables.

To set up network software

“ ﬂ Click the Start button,
point to Settings, and then
click Control Panel.

4 2 Double-click Network.

AddNew  AddFHemove [iste/Time

Haidwaie Piograms
4 m S H B
o Keytosd Modesn: M Multmedia
" :
(0P » @ X
41 i Pas tiwoid Prirders Regonal Soumned

Continued on next page 7
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B See Also

For Heip on an dtent in 2 dialog box,
Clck the queston-mark biton i
the upper-rgnt corngr, ana then
clek the dem

e gl « 3 clickAgd.

<« 4 click Adapter, and
then click Add.

15 Protocol

35&(\«03

ettt 3 bt doico ot sy |
I e 5 o Vi

¥

» 5 Follow the instructions on your screen. If you don't know what kind
of adapter you have, check the documentation that came with it.

When you set up a network adapter, Windows automatically sets up

the other network components you need to use the network.

See the following page for descriptions of the network components.
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Bl See Also

For more information about
sharing. see ‘Sharing Your Folders
or Printers” later in this chapler,

i e
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Identifying your computer on the network

After setting up network software, you need to give Windows some
information to identify your computer on the network. For example, your
network administrator may have assigned your computer to a workgroup
of computers. These are likely to contain most of the resources you will
want to use.

You identify your computer by using the procedure on the next page.
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BEE See Also

For Heip on an iem in 8 diziog box,
ClOK $he eruesHon-miank Budton
the ioper-night comer, and Hhen
CheR the dem.

To identify your computer on the network

v E In the Network dialog box, click the
|dentification tab.

v 2 Type a name for your computer, your workgroup name, and
a brief description of your system that other people will see
when they look at your computer on the network.
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Sharing Your Folders or Printers

B See Also

For information about installing file
and print sharing. look up ‘enabling
file and printer sharing” in the Help
Index.

If you installed file and printer services for Microsoft Networks or
NetWare Networks, you can share your documents and any printers
attached to your computer with other people on the network. To share
documents, you share the folder they are in.
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Note The dialog box you use to share a folder or printer appears
differently depending on what kind of access control you use. The

following illustration shows sharing with user-level access control.

o ]ndid drafts phas pevizsons

S

The following shows the same dialog box with share-level access
control.
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The following procedures show share-level access control.
To share a folder
- = y =1L < | Locate the folder you want
I B Yom U e to share, and then click it

= 5 = £
s . Daiy Log Essay 1 Letter ko Bill Letter to
‘i} Region

iy a - T
TIPS :-§ A _ﬁ.‘l g

- Poem Study group iz atie? Foem #2

You can also share an entire mermbetship s
disk drive by using this [Tobieclisisalected —~ [Gbgtes

procedure. Instead of clicking
a folder, click a drive icon.

< 2 Onthe File menu, click
Sharing. (If sharing is

You may be able to use your
shared resources from a
computer at home or on the
road. For information, see
“Using Dial-Up Networking”
later in this chapter.

" Mgt Shiared :
17 Ghaved Ax. 4

Share Hame DRAFTS

[Gaennmrk. Imnd dralts, phis revimons

" HeadOrk
" |
7 [iependt on Patoweed

| Passwords - i L
Figad Only Paswword I

Full Avceds Passwond |1ooceid

not on the menu, you
need to install file and
printer sharing.)

« 3 Clickthe options you want.
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To share your printer

« | Click the Start button, point to
Settings, and then click Printers.

4 2 In the Printers window, click the
printer you want to share.

e

Add Printer |7 m’t%

< 3 On the File menu, click Sharing.

Continued on next page
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<« 4 Click the options you want.

Note The tabs that appear in the printer properties dialog box will vary
depending on the type of printer you have.
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Using Resources Located on Other

Computers

5
TIPS
If the computer is not in your

workgroup, double-click Entire
Network.

You can also create a shortcut
to a network resource. For
information about shortcuts,
see “Putting a Shortcut on the
Desktop” in Chapter 2, “Beyond
the Basics.”

You can use the Find and Run
commands on the Start menu
to find network resources. For

more information, see Chapter 1,

“The Basics.”

Working with a file or folder located on another computer is much like
working with those on your own computer. To use resources someone
has shared on the network, you open the folder that contains them.

To use a shared folder

L) ; 5
_,gl__ < 1 Double-click Network Neighborhood.

Network
Neighborhood

v 2 Double-click the icon for the computer
that contains the folder you want.

=l
11 obiectis] selected 4
BTN < 3 Doubleclick the folder that contains
L EETEN E I. the document or program you want.
il tmp

To use a printer that has been shared on the network, you need to set up
the printer on your computer. For information, see “Setting Up a Printer”
in Chapter 2, “Beyond the Basics.”
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Using Dial-Up Networking

A,

‘_g P=
TIP

You can also connect computers
by using a serial or parallel
cable. For more information,
look up “Direct Cable
Connection” in the Help Index.

BEE See Also
For more iiformakion. look up "Diak

Up Networking " w1 ihe Help Index

For information aboui sharing
fotders, see "Shanng

o Frinters " garier in this chapier

£ . ;. —rh
Your Folders

Whether you're at home or on the road. you can use Dial-Up
Networking to connect to your office computer and the network it is
on. By using a modem and dialing in to the computer, you can use any
shared resource, such as a folder or printer, on the computer or network.

To connect two computers in this way, they must both have modems
installed. You must also set up Dial-Up Networking on both computers,
and the computer you want to dial into must be set up as a server.

If there is no icon for Dial-Up Networking in the My Computer window,
you can use the following procedure to install it.

To set up Dial-Up Networking

« i Click the Start button, point
to Settings, and then click
Control Panel.

< 2 Double-click Add/Remove
Programs.

Joyhick F.eyboad Maodems: Mouse Mubmedia

Continued on next page
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| Act Mt eaenie Progrsss Prope!
tista/Urinatal Windows Setip | Start Disk |

< 3 Click the Windows Setup
tab, click Communications,

Tosddor 5 component, olick e chck box. £ shaded box : )
.a ﬁ_m oo o o 6 o : and then click Details.

m.ﬂccm kit Diphorns 0ME =
58 ME

aoM
ekl il

) i?&u;omhdm;e 42ME ¥
{ ‘Space requiad. 03IME
5ourawlwbu1¢u 107.0 M8
- Descrption et
TIPS E:thmmwnmm i
After setting up Dial-Up S
Networking on the computer

you will dial into, be sure to
share the folders you will be
usihg.

You can also use Add/Remove |« 4 Click the Dial-Up Networking
Programs to install other ‘“““mmm..m”‘ Tosms check box, and then click OK.
Windows accessories that may e Click OK again, and follow the
not have been installed when instructions on your screen.
you first set up Windows.

< 5 Double-click
My Computer,
and then double-click
Dial-Up Networking.

< ) Follow the instructions

- 3 o oot pie ity
B w m '* by on your screen.
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Connecting to the Internet

The Internet is a rich online source of information, from bulletin boards
and discussion groups to electronic mail and up-to-date news
information. Windows provides two ways to connect to the Internet:

+ Using The Microsoft Network, a new online service, you can gain
access to Internet news groups, download software, and send and
receive e-mail over the Internet. To sign up for The Microsoft
Network, double-click the icon for The Microsoft Network on
your desktop.

+ Using Dial-Up Networking, you can connect to the Internet through
an Internet access provider or a direct server connection. Then, you
can use ftp and Telnet (browsing utilities that come with Windows)
to connect to various Internet sites. Or you can use other Windows-
based programs to browse the World Wide Web (WWW). These
programs are available from various ftp sites or from software
vendors.
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sEn R
G

M See Also ; ; ;
For more information about g ! S e : fié‘iﬁ‘i%i@
connecting to the Intemel, look yp RS e
‘Internel, connecting fo”n the Help
Index.

For more information about Dial-Up
Networking, see the previous
section, “Using Dial-Up
Networking. "

For more information about The
Microsoft Network, ook up
‘Microsoft Network” in the Help
Index.
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CHAPTER 4

The Possibilities

Look here to discover some of the exciting things to do in
Microsoft Windows 95. To learn more about a Windows
feature, look up the topic in Help and you'll be ready to try
something new.

If you find that a component described here is not available
on your computer, see the last section in this chapter.

Contents

Having Fun 60

Maintaining Your System 62

Optimizing Your Computer 63
Communicating with the World 64

Making Your Work Mobile 66

Using Other Programs 67

If a Windows Component Isn’t Available 68
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Having Fun

When you’re not working, you can play games or customize the way
Windows looks. Here are only some of the fun things you can do.

Explore sound and animation

Windows provides many multimedia features. You can use CD Player to
play audio compact discs, Sound Recorder to play or record sounds, or
Media Player to view animations.

321

... Skiing - Madia Flages [stopy
Fle Edi Device Scale Help

r f BIE
000 1.00 200 300 400 500 600 700 800 800 1035
TEETT &iwﬂliiﬁg%[—*"_ e

Play games

If you're looking for a fun challenge, try the games that come with
Windows — for example, Solitaire, one of the most popular card games
of all time.

B See Also

£
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Set Up a Screen saver

7% Screen savers can save wear and tear on your screen and protect your
work when you're away from your computer. Several screen savers
come with Windows.

» Flying Windows screen saver

Change the appearance of Windows
4:5’% You can personalize Windows with pictures, patterns, and colors by
/Ss.( jﬁ . using Control Panel. You can display pictures or patterns as “wallpaper™

for Windows, or use your own scanned photos. You can also change
your Windows colors to an existing scheme, or create your own.

s Zigzag wallpaper

fo0ks,

S, LD i

g8, Ceskiop seltings

e Melp index, You
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Maintaining Your System

Windows provides tools that you should use regularly to maintain your
hard disk. Look for these tools in the System Tools folder, which is
located in the Accessories folder.

Back up the information on your disk

Backing up your files safeguards them against loss if your hard disk fails
or you accidentally overwrite or delete data.

¥ ] maitie 1ML St for Donaidd Fokdes 5/3/94 220

¥ ) My b o | Powwer Managem Folde: 242479410
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:j Ex:““"“ 1 Humar and jokes Folder 91378412
®O R g Flath ane 1681616 Apphc ahon 2239347
1 St i D ] e ik 141657 MMF File W27/
M temp
v ] e
1 Pewscad i
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Check and repa1r your disk by using ScanDisk

ScanDisk can check the files and folders on your hard disk for data
errors, and it can also check the physical surface of the disk.
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Optimizing Your Computer

Windows includes several features to improve your computer’s
performance. Look for these tools in the System Tools folder, which
is located in the Accessories folder.

Increase disk space by compressing data

You can free up space on hard and floppy disks by using DriveSpace
to compress the data that is on them. If your drive is uncompressed,
compressing it will generally give you 50 to 100 percent more free

space.

DrveCi argyes than a1 255 MB, Dilves mummwwa
mmmcmmnummmwumwmm
DS pace st diive H vt 4502 ME of uncompee: sedHies
whllﬁinﬂw of T5202 M.
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Capacty © 32496 MB Capacty.  51200MB"

* eatimabed
+ Hout dirve H vall have 4002
. ME o e mace

Defragment your disk

Y Over time, files can become divided into fragments that are stored in

%w different locations on your hard disk. These files are complete when you
open them, but it takes longer for your computer to read from and write
to them. To defragment your files and speed up performance, use Disk
Defragmenter.

A

e g
BE See Also i i
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Communicating with the World

Windows provides several ways for you to communicate with
co-workers and friends and with the rest of the world.

Share mformatlon by using electronic mail

Microsoft Exchange features a universal Inbox where you can send
and receive electronic mail, and organize, access, and share all types of
information, including faxes and items from online services.

e
(5 Irboy - Miciasolt E rchiny
ﬁn ks héw .Lods Commu Help
Da\re Byer Product changes 22 B/9795 324 PM
L.] Alan Mack Sales repoit 42 BB VITRM
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Bl Eliot Loven T eshing day 40 B B AM
B3 AlanMack New Sales 150 B8/4/95 229PM
T E3  DoeaBarlon T omonow 0 A3 1042AM
E3 @ Dave Bye Flesrundes 7B 8N/95 3I52PM
B Dave Bye Hew chalenge: 2 BA/S5 11 4EAM
B3 Ellot Loven Checi |1 Dt 15 81/95 30 AM
_4_] 5 I

Send and receive faxes

You can use Microsoft Fax to send and receive fax messages. All you
need is a fax modem you can access on a network or one attached to your
own computer. Incoming faxes appear as messages in your Microsoft
Exchange Inbox. Microsoft Fax comes with a Cover Page Editor
(including several sample cover pages) and a Fax Viewer for viewing
faxes that cannot be edited.
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Connect to other computers

You can use HyperTerminal and a modem to connect to a remote
computer that is not running Windows. This enables you to easily
connect to bulletin boards, host systems, or text-based online services.
HyperTerminal even configures your modem for you and enables you
to dial automatically.

Explore the online world

Windows 95 also features access to a new online service: The Microsoft
Network. Using it, you can exchange messages with people around the
world; read the latest news, sports, weather, and financial information;
find answers to your technical questions; download from a collection of
thousands of useful programs; connect to the Internet; and more!
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Making Your Work Mobile

Windows provides some special programs that make taking your work
with you easy and convenient.

Update files on two computers

m See Also

wafion about
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Sometimes you might work on the same document both at home and at
work, or use a laptop computer when you travel. Now it’s easy to keep
multiple versions of a file in sync with each other. Just use Briefcase.
You can use Briefcase whether your computers are connected by a cable
or you use floppy disks to transfer information.
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| Update ! Cancel !

With Dial-Up Networking, you can use shared information on another
computer even if you're not on a network. For example, you can connect
your home and office computers, and gain access to your office network.
For more information, see “Using Dial-Up Networking™ in Chapter 3,
“Introducing Networks.”
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Using Other Programs

This section describes two programs that can help you get your work
done. To see more, point to Programs on the Start menu, and then point
to Accessories. For more information, use the Help menu in each
program.

Create pictures by using Paint

You can create, edit, or view pictures by using Paint. You can paste
pictures into other documents you've created, use them for your desktop
background, view photos that you have scanned, and more!

Ol lelsls]olE: #
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Write by usmg WordPad

Windows includes a new text editor that you can use to work on short
documents. Among its features are a toolbar for quick access to common
tasks, a format bar with buttons for quickly formatting text, and a full
range of fonts for you to select from.
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If a Windows Component Isn’t Available

B See Also

Y P e rrvdn A Fme of FF
For more iformaion about the

Microsoit Downivad Service, 562

the Accessibility
Disabilies

You may find that a Windows component described in this chapter isn’t
available on your computer. In most cases, you can install the component
from your Windows Setup disks. For information on how to do this, look
up “installing, Windows components™ in the Help Index.

If you don’t see the component listed in the Add/Remove Programs
dialog box, it may be one that is included only with the CD version
of Windows. In this case, you can download the component from a
download service, such as CompuServe®, The Microsoft Network,
the Microsoft Download Service, or the Internet.

Alternatively, you can order a set of fulfillment disks that has the
component. If you acquired Windows 95 as a retail product, you can
order fulfillment disks by sending in the coupon at the back of this book.
If Windows came with your new PC, or if the title page of this book
reads “‘For distribution only with a new PC,” contact your PC
manufacturer for more information and support.
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Visual Glossary

This section explains some terms and basic actions you will encounter in
Microsoft Windows 95 and in the Windows documentation.

Using a mouse

A mouse or other pointing device works on the principle that first you
place your mouse pointer on (point to) something on your screen, and
then you click with a mouse button to perform an action on that item.

Nole Windows documentation assumes you have a mouse and are right-
handed: if you are left-handed, you can switch left and right mouse
buttons. For information, look up “switching, mouse buttons™ in the Help
Index. Also, if you use a pen device, a mouse “click”™ corresponds to a
pen “tap.”

As you move your mouse on a flat surface, the pointer moves on your
screen. If you run out of room, pick up the mouse and place it in another
spot.

To point, move the mouse until the tip of the pointer is over the item or
area you want to point to. Then you can do the following:

= Click

Action Description

Click: Press and release the left mouse button once.

Double-click: Quickly press and release the left mouse
button twice.

Click with the right mouse button: Press and release the
right mouse button once. A shortcut menu appears.

Qr Q- Q-
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« Drag
To move an item to another location, first point to it. Press and hold
down the left or right mouse button, and point to where you want the
object; then release the mouse button. You also drag to select text or
other information in a window. For more information, look up “drag
and drop™ in the Help Index.
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Using the taskbar

The taskbar, located at the bottom of your screen when you first start
Windows, contains the Start button. To move the taskbar to a different
edge of your screen, point to an empty part of the taskbar, and then drag
it to the location you want.

Using a dialog box

Windows displays a dialog box when you must supply information or
specify options or properties. For example, when you click the Open

command to open a document, a dialog box enables you to choose the
one you want. The following is an example of another dialog box.

M.mmmmmm |
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You can use the following types of options in dialog boxes and when you
work with the properties for an object:

Click this To do this

;‘ Expand the list of choices. Then click the item you want.

o Select one option at a time. The circle is filled in when the
option is selected.

2 Select more than one option at a time. A check mark appears
when the option is selected.

Sizing windows

You can change a window’s size or shape in order to see more than one
window at a time or to adjust how much of a window’s contents you can
see.

There are two methods of sizing windows:

= Use the buttons in the upper-right corner of the window.

Click this To do this

a Reduce (minimize) the window to a button on the taskbar.
ol Enlarge (maximize) the window to fill the desktop.

2] Return the window to its previous size. This button

appears when you maximize the window.

* Move the pointer to the window border. When the pointer changes
shape, drag the border to enlarge, reduce, or change the shape of the
window.

Dislel SR ali[le] | &)

For Help, press F1 T




Appendixes 73

Moving windows

Moving a window to a different place on the screen can make it easier
to see more than one window at a time or see something the window is
covering up.

To move a window, drag its title bar to a new location.

Selecting information

You select (highlight) text or other information before doing something
to it, such as making it appear bold or copying it to another part of your
document. To select, place the pointer where you want to begin selecting.
Then drag the pointer to where you want the selection to end.

Be £h Yo foet F
Dlele) @) *elel |3

Using toolbars

Toolbars appear in many programs and provide quick ways to do tasks.
Most toolbar buttons correspond to a menu command. You can find out
what each button does by resting your pointer over the button: A box
appears, displaying the button name.

iy Compote N—— SRR (o]

[ie Edt Yew Hep

[ 3 M Corpre - J!:gi,,} e e LJ_J
J _a) _'f e plfIPell _~_.._J;]




74 Introducing Microsoft Windows 95

Scrolling

If a window is not large enough to display all the information, a scroll
bar appears at the side and/or bottom of the window. You can drag the
scroll box or click the scroll arrows.

i L — i Scroll box
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Keyboard Shortcuts

You can use the following keyboard shortcuts with Windows.

General Windows keys

To Press
See Help on the selected dialog box Fl

item

Quit a program ALT+F4
View the shortcut menu for the SHIFT+F10

selected item
Display the Start menu CTRL+ESC

Switch to the window you last used. ALT+TAB
Or switch to next window by pressing
ALT while repeatedly pressing TAB.

Cut CTRL+X

Copy CTRLAC

Paste CTRL+V

Delete DEL

Undo CTRL+Z

Bypass auto-play when inserting a SHIFT while inserting the CD-ROM

compact disc

For the desktop, My Computer, and Windows Explorer

When an item is selected, you can use the following shortcut keys:

To Press

Rename an item F2

Find a folder or file F3

Delete immediately without placing SHIFT+DEL

the item in the Recycle Bin

View item properties ALT+ENTER or ALT + double-click
Copy a file CTRL key while dragging the file

Create a shortcut CTRL+SHIFT while dragging the file
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For My Computer and Windows Explorer

To Press
Select all CTRL+A
Refresh a window F5

View the folder one level up BACKSPACE

Close the selected folder and all its
parent folders

For Windows Explorer only

SHIFT while clicking the Close button

Switch between left and right panes F6

To Press
Goto CTRL+G
Switch between left and right panes Fo

Expand all subfolders under the
selected folder

Expand the selected folder

Collapse the selected folder

For properties dialog boxes

NUMLOCK + ASTERISK (* on numeric
keypad)

NUMLOCK + PLUS SIGN (+ on numeric
keypad)

NUMLOCK + MINUS SIGN (- on numeric
keypad)

Expand current selection if it’s RIGHT ARROW
collapsed, otherwise select first

subfolder

Collapse current selection if it’s LEFT ARROW
expanded, otherwise select parent

folder

To Press

Move forward through options TAB

Move backward through options SHIFT+TAB
Move forward through tabs CTRL+TAB
Move backward through tabs CTRL+SHIFT+TAB
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For Open and Save As dialog boxes

To Press
Open the Save In or Look In list F4

Refresh F5

Open the folder one level up, if BACKSPACE

a folder is selected

Accessibility Options shortcut keys

To use Accessibility Options shortcut keys, the shortcut keys must be
enabled. For more information, look up “Accessibility, shortcut keys”

in the Help Index.

To

Press

Toggle StickyKeys on and off
Toggle FilterKeys on and off
Toggle ToggleKeys on and off
Toggle MouseKeys on and off
Toggle High Contrast on and off

SHIFT 5 times

RIGHT SHIFT for 8 seconds
NUMLOCK for 5 seconds

LEFT ALT + LEFT SHIFT + NUMLOCK

LEFT ALT + LEFT SHIFT + PRINT SCREEN
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Accessibility for People with Disabilities

Microsoft is committed to making its products and services easier for

everyone to use. This section provides information about the following

features, products, and services, which make Windows more accessible

for people with disabilities:

» Features in Windows that make using Windows easier for people
with motion or hearing disabilities

« Getting information about other products and services for people
with disabilities

Windows accessibility features

TIP
If these options are not installed,
you can use the Add/Remove

Programs icon in Control Panel
to install them.

Windows includes several accessibility features that provide users who
are movement or hearing disabled with better access to computers that
run Windows. These features enable you to change your display, mouse,
and keyboard features, as well as use sound to help you use Windows
most effectively.

For example, if you have trouble using a mouse, you can use the
MouseKeys feature, which enables you to use the numeric keypad to
move the mouse pointer. The following illustration shows which keys to

use.

Button #
Lock B |Releas

To find these features, double-click the Accessibility Options icon
in Control Panel. For a more detailed list of procedures, look up
“accessibility™ in the Help Index.
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Customizing Windows

There are many ways you can adjust the appearance and performance of
Windows, your mouse, and your keyboard to suit varying vision and
motor abilities without requiring any additional software or hardware.
Application note WN 1062 describes the specific methods.

If you have a modem, you can download application notes from the
following network services:

CompuServea

GEnie™

Microsoft OnLine

Microsoft Download Service (MSDL), which you can call at (206)

936-6735 any time except between 1:00 AM. and 2:30 AM. Pacific
time. Use the following communications settings.

For this setting Specify

Baud rate 1200, 2400, 9600, or 14400
Parity None

Data bits 8

Stop bits 1

Various user-group bulletin boards (such as the bulletin-board
services on the Association of PC User Groups network).

Documentation in alternative formats

People who have difficulty reading or handling printed documentation
can obtain most of Microsoft’s publications from Recording for the
Blind, Inc. Recording for the Blind distributes these documents to
registered, eligible members of their distribution service, either on audio
cassettes or on floppy disks. More than 80,000 titles are available,
including Microsoft product documentation and books from Microsoft
Press. You can contact Recording for the Blind at the following address
and phone numbers:

Recording for the Blind Telephone: (609) 452-0606
20 Roszel Road Fax: (609) 987-8116
Princeton, NJ 08540
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More information for people with disabilities

For more information about Microsoft products and services for people
with disabilities, contact:

Microsoft Sales Information Center ~ Voice telephone: (800) 426-9400
One Microsoft Way Text telephone: (800) 892-5234
Redmond, WA 98052-6399 Fax: (206) 635-6100

The Trace R&D Center at the University of Wisconsin-Madison
produces a book and a compact disc that describe products that help
people with disabilities use computers. The book, titled Trace Resource
Book, provides descriptions and photographs of about 2000 products.
The compact disc, titled CO-NET CD, provides a database of more than
18,000 products and other information for people with disabilities. It is
issued twice a year. To obtain these directories, contact:

Trace R&D Center Voice telephone: (608) 263-2309
S-151 Waisman Center Text telephone: (608) 263-5408
1500 Highland Avenue Fax: (608) 262-8848

Madison, WI 53705-2280

For general information and recommendations about how computers can
help specific individuals, consult a trained evaluator who can best match
the individual’s needs with available solutions. An assistive technology
program in your area will provide referrals to programs and services that
are available to you. To locate the assistive technology program nearest
you, you can contact:

National Information System (NIS)  Voice/text telephone:
Center for Developmental Disabilities (803) 777-4435
Benson Bldg. Fax: (803) 777-6058
University of South Carolina,

Columbia. SC 29208
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Troubleshooting

This section is designed to help if you encounter problems when using
Windows 95.

Using Help troubleshooters

To use a troubleshooter, look up “Troubleshooting™ in the Help
Contents, and then follow the step-by-step instructions to resolve the
problem. The following topics are covered in Help troubleshooters.

« If you have trouble printing « If you run out of memory

« If you need more disk space * If you have a hardware conflict

« If you have trouble running » If you have trouble using the
MS-DOS programs network

* If you have trouble using your * If you have trouble using
modem Dial-Up Networking

* If you have trouble using Direct * If you have trouble using a
Cable Connection PC card (PCMCIA)

* If you have trouble starting
Windows

Bypassing your startup files

If you need to, you can start your computer without loading certain
components. This is most useful when you are experiencing problems
starting Windows.

To start your computer in troubleshooting mode

» 1 Startor restart your computer. After your computer starts,
Windows displays the following text:

Starting Windows 95...

» 2 While the text s on your screen, press and release the F8 key.

Windows displays a menu.

R Type the number for the option you want, or use the
DOWN ARROW key to select it, and then press ENTER.
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The following table explains each of the choices you might see when you

press F8 at startup.

Command

What it does

Normal
Logged ABOOTLOG.TXT)

Safe mode

Safe mode with network support

Step-by-step confirmation

Command prompt only

Safe mode command prompt only

Previous version of MS-DOS

Starts Windows normally.

Starts Windows normally, but creates a
text file called Bootlog.txt located in
your root directory (top-level folder on
drive C). This file contains information
about which files loaded correctly.

Starts Windows with a basic
configuration instead of your usual
configuration. Some parts of your system
might not work as they usually do. After
Windows starts, you can then make
changes and restart your computer.

Starts Windows with a basic
configuration but includes network
capabilities.

Starts your computer, displaying each
startup step followed by a prompt. To
carry out the current command, press
ENTER. To bypass that command, press
ESC. This option enables you to load only
those components you want.

Starts your computer normally, but does
not start the Windows interface. You can
start Windows by typing win.

Starts your computer with a basic
configuration instead of your usual
configuration, and does not start the
Windows interface.

Starts MS-DOS, using files that were
backed up during Windows Setup. The
version of MS-DOS depends on what
version you were running before
installing Windows 95.
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Restoring the registry

If your registry becomes corrupted, you can restore it by using the
following procedure. Restoring the registry will replace it with a copy
of the registry as it was the last time you successfully started your

computer.

To restore the registry

» 1

Start or restart your computer. After your computer starts,
Windows displays the following text:

Starting Windows 95...

» 2 While the text is on your screen, press and release the F8 key.

» 3
x

v
th

> 6

> 8

A menu appears.
Choose the Command Prompt Only option.

At the command prompt, change to your Windows
directory. For example, if your Windows directory is
C:\Windows, you would type the following;

cd c:\windows

Type the following commands, pressing ENTER after
each one. (Note that System.da0 and User.da0 contain
the number zero.)

attrib -h -r -s system.dat
attrib -h -r -s system.da0
attrib -h -r -s user.dat
attrib -h -r -s user.da0

If you want to contact product support, type the following
to create files you can refer to:

copy system.dat system.bak
copy user.dat user.bak

Then type:

copy system.da0 system.dat
copy user.da0 user.dat

Restart your computer.
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Running MS-DOS programs when you use DriveSpace

The DriveSpace disk-compression program may use memory needed to
run certain MS-DOS-based programs. To increase available memory for
your program, you can start your computer by using the Step-By-Step
Confirmation option, and choose not to load DriveSpace and only load
the devices and files needed to run your program.

For more information about doing this, look up “MS-DOS programs,
troubleshooting” in the Help Index.

Note The program and any files needed to run it must be on a host
(uncompressed) drive. When you choose not to load DriveSpace, you
cannot load any files from a compressed drive — you will get a message
that the file is corrupted or cannot be found. See your program’s
documentation to find out what files are required.

For more troubleshooting information

If you have trouble setting up Windows 95, see the Setup.txt file that
comes with Windows. If you have other trouble, see the Readme.txt
online document for a list of other readme files you can find information
in.
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? (question mark) button, using to get Help 12

A

Access control, setting up 50
Access to your computer, restricting 50
Accessibility for people with disabilities 78—-80
Accessibility Options shorteut keys 77
Accessing online services
by using HyperTerminal 65
by using Microsoft Exchange 64
by using The Microsoft Network 65
Accessing remote computers by using HyperTerminal 65
Accessing shared resources
See also Network setup
mapping drive letters to network resources 55
opening shared folders 55
overview of sharing resources 44
printing from shared printers 55
using Dial-Up Networking 56-57
Accessing the Internet 58
Accessories, where to find 67
Adapter, setting up 46-47
Add New Hardware wizard 36
Add Printer wizard 32
Add/Remove Programs 35
Adding
network software 46-47
new folders 26
new hardware 36
new software 35
printers 32-33
shared resources 52-54
shortcuts
to the desktop 39
to the StartUp folder 40-41
Windows components 68

Animations, viewing 60

Applications See Programs

Arranging open windows 7

Arrow button on folder toolbars, using 23
Audio cards, installing 36

Audio cassettes of documentation, obtaining 79
Audio compact discs, playing 60

Autoexec.bat file xiii

B

Background pictures and patterns, displaying 61
Backing up files

as a regular maintenance procedure 62

before setting up Windows 95 xiii
Backup, using 62
Bar at the bottom of the screen See Taskbar
Blindness and low vision, support services for 79
Booting your computer in troubleshooting mode 81-82
Bootlog.txt file 82
Briefcase, using 66
Browsing through the network 45
Bulletin boards, connecting to 65
Buttons

See also Start button

for closing windows xi

for getting Help information 12

for quitting programs 6

for sizing windows 72

for viewing the previous folder 23

on the taskbar

appearing when programs start 5
using to switch between programs 7

Bypassing startup files 81-82
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C

Capturing drive letters See Mapping drive letters

to network resources
Cards for new hardware. installing 36
CDs
playing 60
viewing the contents of 20

Checking for errors in disks, files. and folders 62

Click. defined 70
Client for Microsoft Networks 48
Client for NetWare Networks 48
Client, defined 48
Clock on the taskbar, changing settings for 4
Close button xi. 6
Closing
programs 6
windows xi
Colors. changing 61
Commands on shortcut menus, displaying 70
Communicating over a network
using Dial-Up Networking 56-57
using HyperTerminal 65
using Microsoft Exchange 64
using Microsoft Fax 64
using The Microsoft Network 65
Compact discs
playing 60
viewing the contents of 20
Compact Setup, described xv
Compressing disks 63
Computer
changing system settings 14
identifving on the network 48-49
improving the performance of’ 63
maintaining 62
seeing what's on your computer 20-22
setting up to use a network 46-49
shorteut to another computer, creating 39
shutting down 17
Computer games. playing 60

Computerized books for the blind See Recording for the

Blind. Inc.
Config.sys file xiii

Confirming startup commands 82
Connecting
to NetWare servers 48
Lo online services
by using HyperTerminal 65
by using Microsoft Exchange 64
by using The Microsoft Network 65

o remote computers, by using HyperTerminal 65

to shared tolders 55
to the Internet 58

to your office computer. from home or on the road 56-57

Contents tab in Help, using to find topics 11
Control Panel
starting 14
using to customize Windows 61
Controlling access to your computer 50
Controls, getting Helpon 12
Copying
files or folders
by dragging 38
by using the Edit menu 24
by using the right mouse button 37
by using the Send To command 27
information in documents 28-29
to a floppy disk 27
Creating
documents 67
folders 26
pictures 67
shortcuts
in the StartUp folder 40-41
on the desktop 39
Custom Setup, described xv
Customizing Windows
adding programs to the Start menu 41
creating shortcuts on the desktop 39
starting programs automatically when
Windows starts 40-41
using colors, pictures, and patterns 61
using screen savers 61
Cutting and pasting
files or folders 24, 37
information in documents 28-29
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D

Definitions of items on the screen, displaying 12
Defragmenting disks 63

Deleted files, retrieving or removing from the Recycle Bin 25

Deleting
files or folders 25
information in documents 28
Desktop
changing the size of windows 72
customizing colors and background of 61
items appearing when Windows starts viii
keyboard shortcuts 75
Devices
changing hardware settings 14
installing 36
troubleshooting 81
Dial-Up Networking, setting up 56-57
Dialing problems, troubleshooting 81
Dialog boxes
getting Helpon 12
how to use 71
using keyboard shortcuts with 76, 77
Differences between Windows version 3.1
and Windows 95 ix—xii
Directories See Folders
Disabilities, support services for 78—80
Disk compression 63
Disk Defragmenter, using 63
Disk drives See Drives
Disk space
for deleted files in the Recycle Bin 25
increasing by compressing data 63
troubleshooting 81
Disks See Drives
Display, protecting by using a screen saver 61
Document file type, changing 31
Document icons, illustrated 21
Document path, specifying 16

Documentation on audio cassettes and floppy disks 79

Documents
accessing shared documents 55
backing up 62
controlling access to 50
copying
by dragging 38
by using the Edit menu 24
by using the right mouse button 37
to a floppy disk 27
copying information in 28-29
creating in WordPad 67
deleting 25
finding 13
moving
by dragging 38
by using the Edit menu 24
by using the right mouse button 37
moving information in 28-29
naming 30
opening
by using My Computer 21
by using shortcuts 39
by using the Documents menu 9
by using the Run command 15
by using Windows Explorer 22
from within a program 8
printing 34
saving 30-31
selecting information in 28
sharing 50-52
shortcuts to, creating 39
synchronizing versions of 66
Documents command on the Start menu, using 9
Double-click, defined 70
Downloading Windows components 68
Dragging
copying or moving files and folders 38
defined 71
Drawing tools 67
Drive letters, mapping to network resources 55
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Drives
checking for errors 62
compressing 63
defragmenting files on 63
saving files on a different drive 31
sharing 52
shorteuts to, creating 39
viewing the contents of 20-22
DriveSpace. using 63, 84

E

E-mail, exchanging
by using Microsoft Exchange 64
by using The Microsoft Network 65
Editors
for pictures 67
for short documents 67
Efficient use of Windows 37-41
Electronic mail messages, exchanging
by using Microsoft Exchange 64
by using The Microsoft Network 65
Ending programs 6
Enlarging windows to full size 72
Entire Network icon, using 45
Erasing
files or folders 25
information in documents 28
Exchanging messages over a network
electronic mail 64, 65
faxes 64
Explanations of items on the screen, displaying 12
Explorer See Windows Explorer

F

Faxes, sending and receiving 64
File icons in folders
changing the way icons are displayed 23
described 21
File information, viewing 23
File Manager. Windows 95 equivalent ix
File path. specifying 16
File type. changing 31
Files
See also Documents
checking for errors 62

Find command, using 13
Find tab in Help, using 12
Finding
computers 13
documents or folders 13
Help topics 1112
programs |3
Fixing disk errors 62
Floppy disks
compressing 63
copying files to 27
obtaining Microsoft documentation on 79
saving files on 31
viewing the contents of 20
Folder icons, illustrated 21
Folder windows, working with 23
Folders
accessing shared folders 55
checking for errors 62
controlling access to 50
copying
by dragging 38
by using the Edit menu 24
by using the right mouse button 37
creating 26
deleting 25
described 21
finding 13
moving
by dragging 38
by using the Edit menu 24
by using the right mouse button 37
navigating through 20-23
opening
by using My Computer 21
by using Network Neighborhood 355
by using shortcuts 39
by using the Run command 15
by using Windows Explorer 22
previous folder, going back to 23
saving files in 31
sharing 50-52
shortcuts to, creating 39
viewing the hierarchy of 22
Fragmentation of files, eliminating 63
Full path. specifying 16
Full-text search 12
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G

Games
playing Windows games 60
running MS-DOS programs on a DriveSpace
compressed drive 84
Glossary 70
Green text in Help topics 11
Groups, appearing as folders ix, 5

H

Hard disk See Drives
Hardware
changing hardware settings 14
installing 36
troubleshooting 81
Help troubleshooters, using 81
Help, online 10-12
Hidden window, switching to 7
Hierarchy of folders, viewing 22
Highlighting See Selecting
HyperTerminal, using 65

Icons
for disk drives, defined 20
for files and folders
changing the display of 23
defined 21
Identitying your computer on the network 48-49
Inbox for Microsoft Exchange 64
Index tab in Help, using to look up topics 11
Installing
hardware 36
network software 46-47
printers 32-33
software 35, 68
Windows 95 xiv—xv
Windows components 68
Internet, connecting to 58

K

Keyboard shortcuts 75-77

L

LAN Manager 48

Laptop computer See¢ Portable computer

Links to documents and programs See Shortcuts
Listing files and folders 22, 23

Locating See Finding

Location of files, specifying in the path 16
Logging on to Windows or your network 2
Long filenames 16

Looking up topics in Help 11-12

M

Mail messages, exchanging
by using Microsoft Exchange 64
by using The Microsoft Network 65
Mapping drive letters to network resources 55
Maximizing windows 72
Media Player. using 60
Memory, troubleshooting 81
Messages, exchanging over a network
electronic mail 64, 65
faxes 64
Microsoft Exchange. using 64
Microsoft Fax, using 64
Microsoft LAN Manager 48
Microsoft Network (MSN) 65
Microsoft Sales Information Center 80

Microsoft support services for people with disabilities 78-80

Microsoft Windows 95 Resource Kit vii
Microsoft Windows for Workgroups 48
Microsoft Windows NT 48
Microsoft WinNews vii
Minimizing windows 72
Modems
using with Dial-Up Networking 56-57
using with HyperTerminal 65
using with Microsoft Fax 64
using with The Microsoft Network 65
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Monitor, protecting by using a screen saver 61
Motion impairment, support services for 78
Mouse skills 70
Moving
files or folders
by dragging 38
by using the Edit menu 24
by using the right mouse button 37
information in documents 28-29
the mouse 70
the taskbar 71
windows 73
MS-DOS path, specifying 16
MS-DOS programs, running on a DriveSpace
compressed drive 84
MS-DOS Prompt, starting x
MS-DOS window, opening x
MSN (The Microsoft Network) 65
Multimedia devices, installing 36
Multimedia features, using 60
Multiple items, selecting 27
My Computer
changing the way items are displayed 23
copying files to a floppy disk 27
creating new folders 26
creating shortcuts to documents and programs 39
deleting files or folders 25
described viii
going back to the previous folder 23
keyboard shortcuts 75, 76
moving or copying files or folders 24
opening disk-drive icons 21
opening documents 21
seeing what’s on your computer 20-21
starting programs 21

N

Naming

documents 30

your computer 49
National Information System (NIS) 80
NetWare servers

connecting to 48

viewing on the network 45
Network adapter, setting up 46-47

Network clients, described 48
Network file and print sharing See Sharing resources
over a network
Network logon 2
Network Neighborhood
described viit
opening shared folders 55
viewing computers in your workgroup 45
Network printers
setting up 32-33
using 55
Network protocol, defined 48
Network security, setting up 50
Network service, defined 48
Network setup 46-48
Networks
accessing
mapping drive letters to network resources 55
opening shared folders 55
printing from shared printers 55
using Dial-Up Networking 56-57
using HyperTerminal 65
using Microsoft Exchange 64
using The Microsoft Network 63
changing network settings 14
how to tell if your computer is set up for networking 46
logging onto 2
overview of using 44
viewing computers and resources on 45
New document, saving 30
New features in Windows 95 xii
New folder, creating 26
NIS See National Information System
Notebook computer See Portable computer
Novell NetWare servers
connecting to 48
viewing on the network 45

O

Online Help, using 10-12

Online services
accessing by using HyperTerminal 65
accessing by using Microsoft Exchange 64
accessing by using The Microsoft Network 65

Online tour of Windows 95 vii
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Opening
Control Panel 14
documents
by using My Computer 21
by using shortcuts 39
by using the Documents menu 9
by using the Run command 15
by using Windows Explorer 22
from within a program 8
Entire Network 45
folders
by using My Computer 21
by using Network Neighborhood 55
by using shortcuts 39
by using the Run command 15
by using Windows Explorer 22
MS-DOS windows x
My Computer 20
Network Neighborhood 45
programs
automatically when Windows starts 40-41
by using My Computer 21
by using shortcuts 39
by using the Programs menu 5
by using the Run command 15
by using the Start menu 41
by using Windows Explorer 22
Windows Explorer 22
Optimizing your computer 63
Option boxes See Dialog boxes

P

Paint, using 67
Parts of a window, getting Help on 12
Password
logging on to Windows without using 2
using to log on to Windows 2
using to protect shared resources 50
Paste command
copying or moving files and folders 24, 37
copying or moving information in documents 29
Path. how to specify 16
Patterns, displaying in the background 61
PC card (PCMCIA), troubleshooting 81

Permission to use your shared resources, granting 50

Personalizing Windows See Customizing Windows

Pictures. displaying in the background 61
Playing

games 60

multimedia files and CDs 60

Pointers to documents and programs See Shortcuts

Pointing with the mouse 70
Pop-up explanations, displaying 12
Portable computer

connecting to another computer by using a modem 66

setting up Windows for xv

using with Briefcase 66

using with Dial-Up Networking 56
Power, turning ofT your computer 17
Print jobs, managing 33
Print Manager. Windows 95 equivalent x
Printers

checking for printers already set up 32

controlling access to 50

creating shortcuts to 39

setting up 32-33

sharing 53-54

troubleshooting 34

using shared printers 55
Printers folder

adding printers to 32-33

described 20

viewing documents waiting to print 33
Printing

documents 34

managing documents waiting to print 33

troubleshooting 34

using shared printers 55
Program groups. appearing as folders ix. 5
Program Manager. Windows 95 equivalent ix
Programs

adding to the Start menu 41

adding to the StartUp folder 40-41

finding 13

how programs get on the Programs menu

installing 35, 68

quitting 6

6

running MS-DOS programs on a DriveSpace

compressed drive 84
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Programs (continued)
starting
automatically when Windows starts 40-41
by using My Computer 21
by using shortcuts 39
by using the Programs menu 5
by using the Run command 15
by using the Start menu 41
by using Windows Explorer 22
switching between 7
Programs menu
adding programs to 41
described 6
starting programs from 5
Properties dialog boxes See Dialog boxes
Property sheets See Dialog boxes
Protecting
shared folders and printers 50
your computer screen 61
Protocol, defined 48

Q

Question-mark button, using to get Help 12
Quitting

programs 6

Windows 17

R

Readme files 84
Rearranging open windows 7
Recording for the Blind, Inc. 79
Recycle Bin viii, 25
Reducing windows 72
Registry. restoring 83
Removing
files or folders 25
information in documents 28
Repairing disk errors 62
Resizing windows 72
Resource Kit for Microsoft Windows 95 vii

Restarting your computer in troubleshooting mode 81-82

Restoring a window to its previous size 72
Restoring the registry 83
Restricting access o your computer 50
Retrieving deleted files 25
Right-click, defined 70
Right mouse button
using to copy or move files 37
using to display shortcut menus 70
using to get Help information 12
Run command, using 15
Running programs
automatically when Windows starts 40-41
by using My Computer 21
by using shortcuts 39
by using the Programs menu 3
by using the Run command 15
by using the Start menu 41
by using Windows Explorer 22
trouble running MS-DOS programs 81, 84

S

Safe mode, starting your computer in 82
Saving
backup files 62
changes to an existing document 30
copies of files on floppy disks 27
new documents 30-31
ScanDisk, using 62
Screen
customizing colors and background of 61
getting Help on individual window items 12
items on the screen when Windows starts viii
Screen savers 61
Scrolling 74
Searching for See Finding
Security for shared folders and printers 50
Selecting
information in a document 28
multiple items in a window 27
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Send To command 27 Start button
Service software, defined 48 adding programs to the Start menu 41
Setting up changing system settings 14
access control for shared resources 50 finding files or folders 13
Dial-Up Networking 56-57 getting Help information 10
hardware 36 opening documents from the Documents menu 9
network software 46-47 overview of 3
printers 32-33 setting up Dial-Up Networking 57
software 35. 68 shutting down your computer 17
Windows 95 xiv—xv starting
Windows components 68 Control Panel 14
your computer, to use a network 46-49 MS-DOS Prompt x
Settings for the system, changing 14 programs 5, 15
Setup command, using xiv, xv Windows Explorer 22
Shape of windows, changing 72 Start menu
Share-level access control, setting up 50 adding programs to 41
Sharing resources over a network overview of commands on 3
See also Network setup Starting
controlling access to shared resources 50 Control Panel 14
opening shared folders 55 MS-DOS Prompt x
overview 44 programs
printing from shared printers 55 automatically when Windows starts 40-41
sharing folders 50-52 by using My Computer 21
sharing printers 53-54 by using shortcuts 39
viewing shared resources 45 by using the Programs menu 5
Shortcut menus, displaying 70 by using the Run command 15
Shortcuts by using the Start menu 41
adding to the StartUp folder 40-41 by using Windows Explorer 22
placing on the desktop 39 Windows (logging on) 2
Shutting down your computer 17 Windows Explorer 22
Sight impairment, support services for 79 your computer, in troubleshooting mode 81-82
Size Startup files, bypassing 81-82
of file and folder icons, changing 23 StartUp folder
of windows, changing 72 adding programs to 40-41
Software, installing 35, 68 described 6
Solitaire card game 60 Switching between windows or running programs 7
Sound and animation 60 Synchronizing versions of files on two computers 66
Sound cards, installing 36 System
Sound Recorder, using 60 changing system settings 14
Space on disks improving the performance of 63
for deleted files 25 maintaining 62
increasing by compressing data 63 shutting down 17
Speeding up system performance 63 troubleshooting 81-84

Speeding up your work 37-41 System tools 62-63
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T v

Taskbar Viewing
buttons appearing when programs start 5 animations 60
described 2.4 computers in the entire network 45
moving 71 computers in your workgroup 45
reducing windows to taskbar buttons 72 documents waiting to print 33
switching between programs 7 hierarchy of folders 22

Telephone numbers My Computer, contents of 20-21
Microsoft Sales Information Center 80 previous folder 23
National Information System (NIS) 80 printers that have been set up 32
Recording for the Blind. Inc. 79 resources shared over a network 45
Trace R&D Center 80 toolbars 23,73

Text Windows Explorer. contents of 22
copying. moving. or deleting 28 Vision impairment. support services for 79
creating and editing by using WordPad 67
scrolling 74 W

selecting in a document 28
The Microsoft Network (MSN) 65 Wallpaper, displaying 61
A Window

displaying in folder windows 23

using to perform tasks quickly 73
Topics in Help, how to access 10-12
Tour of Windows 95, online vii
Trace R&D Center 80
Tree of folders, viewing 22
Troubleshooting

bypassing startup files 81-82

printing problems 34

restoring the registry 83

running MS-DOS programs on a DriveSpace

compressed drive 84

using Help troubleshooters 81

Turning off your computer 17

changing the size of 72
closing xi
Help on parts of a window, displaying 12
moving 73
MS-DOS window. opening x
represented by a button on the taskbar 4
scrolling information in 74
switching between windows 7

Windows 95 operating system
changing Windows settings 14
differences from Windows version 3.1 ix
information about. where to find vi—vii
logging onto 2
new features xii
quitting 17

U setting up Xiv—xv
troubleshooting 81-84
Underlined text in Help topics 11 using efficiently 37-41
Updating files on two computers 66 Windows accessibility features 78
Upgrading from an earlier version of Windows xiv Windows components, installing 68

User-level access control, setting up 50
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Windows Explorer
keyboard shortcuts 75, 76
using 22
Windows for Workgroups 48
Windows keyboard shortcuts 75
Windows NT 48
Windows version 3.1
how Windows 95 differs from ix—xii
upgrading from xiv
WinNews vii
Word processing 67
WordPad, using 67
Workgroup, viewing computers in 45
Writing short documents 67

X

X button
using to close windows xi
using to quit programs 6
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